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Chapter 1

INTRODUCTION

1-1.  ANALYSISAND RECONCILIATION BUSINESSUNIT (ARBU). The purpose of these
operating procedures isto provide accounting technicians within the ARBU of the Field Operating Activities
(FOA) guidance on the reconciliation of financial transactions. A brief overview is given on documents and
listings most frequently used. It provides a basic background on the purpose of the documentation, listings,
and/or reports. A brief explanation of procedures for reconciling is also included. 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 ARBU personnd, i.e., Standard Automated
Voucher Examination System (SAVES) Functional Users Manual, Accounting and Inventory Management
System (AIMS) Functional Users Manual, and Standard Financial System (STANFINS) Functional Users
Manual.

1-2. GENERAL. The ARBU isdivided into two divisions. The Analysis and Reconciliation (A&R)
Division isresponsible for reconciling commissary accounting transactions for the Eastern Region, Midwest
Region and Western/Pacific Region stores. The A&R Division analyzes and reconcilesinventory and
associated accounting records to ensure proper stewardship of funds and assets for resal e accountability.
Thisis accomplished primarily through analyzing documentation received from the Accounts Control Section
(ACS)/stores and from system generated reports. The Redemption Division is responsible for processing
Vendor Credit Memorandum (VCM) credit card collectionsinto SAVES and STANFINS. The Redemption
Division aso provides accountability for coupons accepted at commissaries worldwide, and is responsible for
accounting, controlling, reporting results, devel oping and recommending policies and procedures, and
reconciling the store coupon transmittals to the SF 1080 hills (AVK 965) produced by STANFINS.
Additionally, the Marketing Business Unit (MBU) has accounting responsibilities for consigned inventory,
Performance Based Agreements (PBA) and other miscellaneous income collections. NOTE: Currently
DeCA hasthreeregionsin CONUS. For accounting purposethe STANFINS s still broken out by six
regionsfor CONUS stores.

1-3.  RESPONSIBILITIES.
a The accounting technicians in the ARBU are responsible for:

D Analyzing and reconciling accounting transaction data between the DeCA business
systems, the inventory management system, and the official accounting system. Thisincludes reconciling the
Store Block Control Journa (SBCJ) to the AIMS Voucher Register and Genera Control (VRGC) and the
AIMS VRGC to the STANFINS Current Status of Inventory Account.

2 Reviewing, reconciling, and correcting transactions in the AIMS system daily.

(©)] Reviewing the daily Stock Fund History Analysis Listings (AVK 037) and initiating
appropriate actions.

4 Anayzing Cash Sales Reconciliation Report (AVK 618/619) and initiating
appropriate corrective actions.

5 Providing receipt and correction input into SAVES and researching SAVES data
input.

1-1
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(6) Processing vendor checks received for revenues earned from the Shelf Display
Agreements, Front-End Merchandising Program, and the Sale of Front-End Scanner Data for deposit in local
bank to Defense Finance and Accounting Service, Columbus (DFAS-CO).

@) Processing Vendor Credit Memorandum Credit Card payment when the sales
representative e ects the VCM payment option of "VCMCC - ARBU" on the DeCA Form 70-10.

(8 Providing operational accountability of the commissary merchandise coupon
redemption program.

b. The DeCA/MBU personne are responsible for processing payments received for revenues
earned from the PBA program for deposit in local bank to DFAS-CO.

1-2
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Chapter 2

INCOMING MAIL

2-1. GENERAL
a Incoming mail is opened, and sent directly to ARBU from the MBU mailroom.

b. Upon receipt of the mail in ARBU, the mail is sorted according to region. Itisthen
distributed to the sections of ARBU that are responsible for a specific region.

C. Each section of ARBU divides the mail by store and distributes to the responsible
accounting technicians.

2-2. TYPESOF MAIL
a SBCJ, DeCA Form 70-12 - Log is used at the ACS/commissary/Central Distribution Center

(CDC) torecord dl financial transactions for the month in block number sequence. It records sales, receipts,
and adjustments by department, i.e. grocery, meat, etc.

b. Report of Deposit, DD Form 707 - Prepared daily by the ACS/commissary to account for
funds being deposited.
C. Financia Corrections Form, DeCA Forms 70-88 - Prepared by the ACS/commissary to

support corrections.

d. Commissary Charge Account Request, DeCA Form 70-8 - is used to establish or update
charge sale account information, i.e., APC, customer account number, €etc.

e SAVES Reected Transaction Form - is used at the region to record the correct information
necessary to clear the rgjected transactions from the SAVES daily cycle.

f. Vendor Checks - Revenues earned for the sale of Front-End Scanner Data, Shelf Display
Agreements, PBA payments, the Front-End Merchandising Payments, and other income.

0. Tobacco Sales Certification - Prepared by the ACS/commissary for tobacco products sold in
DeCA commissaries at CONUS locations.

h. Taobacco Reconciliation Worksheet - Prepared by the Northern Area, Southern Area,
Midwest Region, and the Western/Pacific Region personnel quarterly.

i Commissary/Contractor Transmittal, DeCA Form 70-3, - Prepared by the commissaries for
all coupons shipped to the Coupon Clearing house (CCH).

2-3. PROCEDURES. Accounting technicians are responsible for taking appropriate action upon receipt
of any mail applicableto ARBU. They are also responsible for filing mail by commissary in block number
sequence or as appropriate.

2-1
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Chapter 3

STORE BLOCK CONTROL JOURNAL

3-1. GENERAL. SBCJ, DeCA Form 70-12 or an approved automated SBCJ, isalog of all blocks, in
block number sequence, transmitted from the ACSto the ARBU. The SBCJ uses block numbers to record
the movement of accountable documents between the commi ssary/CDC/Overseas Processing Point (OPP),
identified by DoDAAC, the ACSand ARBU. The SBCJwill reflect all financial transactions for that
business month. All commissary/CDC/OPP not under ACS, will enter all financial transactions for a
business day on the SBCJ and DIBS within 24 hours of receipt/sale and forward to ARBU. Commissaries
under ACS, will enter all financial transactions for a business day on the SBCJwithin 24 hours of receipt/sade
and forwarded to ACS. The ACS personnel will enter all financial transactions received from the
commissaries under ACSinto DIBS within 24 hours of receipt at the ACS. For rollup deliveries, thegoal is
currently five days because of the need to reconcile with the distributor.

3-2. SUBMISSION.
a The open SBCJ will be submitted weekly to the ARBU.

b. After month-end, the ACS will fax the SBCJfor the previous month (including recap pages)
within seven workdays of the next month to the ARBU. The original signed SBCJwill be mailed to ARBU.
On the last page of the month-end SBCJ, the signature block of the commissary/CDC officer will be typed or
stamped on the lower right-hand corner below the last entry. ARBU will reconcile the SBCJto VRGC and
STANFINS.

C. Upon receipt of the SBCJ at the ARBU, the transmittal document will be verified with the
generated listings. ACS/Commissary/CDC/OPP will respond to requests from the ARBU for additional
information within 24 hours.

3-3. CONSTRUCTION OF BLOCK NUMBERS. The block humber isa 3-digit alpha/numeric
combination. It identifies a specific group of documents, helps control the movement of documents, and is
entered on the source documents. DIBS will automatically assigns block numbers. When necessary, ARBU
personnel will manually assign ablock number. Theinstructions for creating a block number is asfollows:

a Thefirst position isthe month transaction code. The month transaction code is an alpha
code that identifies the month of the transaction. The apha month codes to be used are:

OCT - B FEB - F JUN - K
NOV - C MAR - G JUuL - 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, or produce department items and within those departments whether a
transaction is a Voluntary Price Reduction (VPR) (DIC 52T/92T), Merchandise Coupons (DIC 52Q), Vet
Samples (DIC 82E), and Salvage/Markdowns (DIC 82E) (OCONUS stores only). The alpha/numeric
charactersto be used for each department are:

3-1
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COMMISSARY/CDC/OPP ASSIGNED ARBU ASSIGNED

GROCERY -G,H,J K,U,V,1,2 W, X,Y A
D - for Pre-Inventory Adjustments
7 - Grocery VPR
8 - Grocery Merchandise Coupons
9 - Vet Samples, Price Markdowns

MEAT -M,N,L,R B

E - for Pre-Inventory Adjustments
3- Meat VPR
4 - Meat Vet Samples

PRODUCE-P,Q,S, T C

F - for Pre-Inventory Adjustments
5 - Produce VPR
6 - Produce Vet Samples

D When aA, B, or Cisused in the second position of the block number, it indicates
that the correction was processed at ARBU and the dollar amount of the transaction does not change.

()] WhenaD, E, or Fisusedinthe second position of the block number, it indicates
that the correction was processed at ARBU, the dollar amount of the transaction is changed, and the
transaction has occurred prior to the current inventory period.

(©)] The second position of the block number will not include the letters |, Z, O (apha),
or zero.

C. Thethird position is a sequence character which is alpha/numeric and beginswith "A" and
runsthrough "Z" and then "0" through "9" thus providing 36 sequential numbers for each department code.

d. Examples of block control numbers possible for each department per month are as follows:
"B" (OCT) isused in thefirst position as the month transaction code for example purpose only. The second
position identifies the department and the third position is sequential.

GROCERY: BGA THRU BGY9 = 36
BHA THRU BH9 = 36
BJA° THRU BJ9 = 36
BKA THRU BK9 = 36
BUA THRU BU9 = 36
BVA THRU BV9 = 36
BIA. THRU B19 = 36
B2A THRU B29 = 36
BWA THRU BW9 = 36
BXA THRU BX9 = 36
BYA THRU BY9 = 36
B7A  THRU B79 = 36 (VPR)
B8BA THRU B89 = 36 (COUPON)
BO9A THRU B99 = 36 (VET SAMPLEYS)
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TOTAL: 504 TRANSACTIONS
MEAT: BMA THRU BM9 = 36

BNA THRU BN9 = 36

BLA THRU BL9 = 36

BRA THRU BR9 = 36

B3A THRU B39 = 36 (VPR)

B4A THRU B49 = 36 (VET SAMPLES)
TOTAL: 216 TRANSACTIONS
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
3-4. PROCEDURES. Upon areceipt of acopy of the weekly SBCJ, the accounting technician will:

a Compare the weekly SBCJto the AIMS VRGC to ensure that all blockslogged in for the
week have processed into SAVES and AIMS.

b. The block numbers, DICs and dollar amounts reflected on the SBCJ should be compared to
the block numbers, DICs and dollar amounts which processed on the AIMS VRGC to ensure that all blocks
annotated on the SBCJ have correctly processed through AIMS. Also the date the block processed in AIMS
should be annotated on the SBCJ, next to the block number.

C. Annotate on the SBCJ any blocks that did not processto the AIMS or any that processed
incorrectly. Research annotated transactions.

d. Check the DIBS Summary Audit Log (SAL) and the AIMS DUPLICATE Listing to find out
what caused the block or part of the block to suspend. Annotate on the SBCJwhen correction has processed
onthe AIMSVRGC.

e Contact the ACS/commissary/CDC/OPP on any blocks that appear on the AIMSVRGC
that do not appear on the SBCJ and any blocks that appear on the SBCJ but no evidence can be found if it
ever processed to SAVESAIMS.

f. Compare the weekly SBCJto the VRGC to ensure al input blocks processed to the VRGC
file. Research discrepancies and take appropriate corrective action.

. Follow procedures for reconciling the SBCJ to the VRGC (See Chapter 13).
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Chapter 4

REPORT OF DEPOSIT - DD FORM 707

4-1. GENERAL. Report of Deposit, DD Form 707, Figure 4-1 or automated DD Form 707, is prepared
or generated to report funds deposited from each business day by the store to account for funds being
deposited. The form reflects daily and cumulative totals for the accounting month. The procedures on how
the Debit/Credit Card, Food Stamps, or Electronic Benefits Transfer (EBT) transactions are recorded on the
DD Form 707 arein DeCAD 70-6, Chapter 5, Report of Deposits. The procedures on how dishonored
checks are recorded on the DD Form 707 are in DeCAD 70-6, Chapter 8, Dishonored Checks.

4-2. SUBMISSION. A copy of the DD Form 707 along with a copy of the validated Deposit Ticket, SF
215, Figure 4-2, will be sent to ARBU from the commissary/ACS/CDC/OPP daily.

4-3. PROCEDURES.

a The ARBU personnel use the DD Form 707 to check amounts on AIMS VRGC to ensure
correct amounts (by department total) processed into AIMS. The memo entries (variance, surcharge, food
stamps, etc) should be verified on the VRGC Report. Most DD Form 707's do not show a block number so
the block dates must be used to match the DD Form 707 with the corresponding AIM S report.

b. When there is a difference between what the DD Form 707 has and the AIMS VRGC shows
processed, the ARBU personnel will check the SF 215 to see what amount was actually deposited and/or call
the ACS/commissary/CDC/OPP to verify the correct amounts.

D If the ACS/commissary/CDC/OPP verifies that what was processed to AIMSis
correct, they will submit a corrected copy of the DD Form 707 to the ARBU and DFAS-CO. The ARBU
personnel will annotate that the DD Form 707 isincorrect and that a corrected copy is forthcoming. Place the
incorrect DD Form 707 in suspense until the corrected copy is received.

2 If the DD Form 707 is correct and AIM S report isincorrect, the
ACS/commissary/CDC/OPP will submit a correction form in order for the ARBU personnel to reverse the
incorrect cash sale (NIR) and input the correct cash sale amount.

C. The DD Form 707 isalso utilized in reconciling the STANFINS AVK-963 (Cash Sales
Reconciliation Report), Figure 4-3.

4-4, FILE RETENTION. Destroy after reconciled with AVK-963.
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_ PERICD COVERED ‘
REPORT OF DEPOSITS L >
8-1-1998 8-1-1998
m NAME AND DESIGNATION OF INDIVIDUAL DEPOSITING FLIMDS
FORT RIVER COMMISSARY JAMES JOHNSON. COMMISSARY OFFICER
D
SECTIONS AND SUBSECTIONS FUNOSOSATTTED | ACCUMULATEDFROM | iy amive ToTaL
COMMISSARY AND SUBSECTIONS: _
Grocery HODDBC 8213 5501 94863.31 0.00 94863.31
meat HQDOBCS 8213 5502 ) 9483.06 0.00 9483.06
Procuce HODDBC 8213 ss03 | 6567.83 0.00 6567.83
Subeotal _ 110914.20 0.00 110514.20
Surcherge _ - _5711.73 0.00 5711.73
Cnange Fund Incraase/Decrasse L : (
GROCERY ADJUSTMENTS: 1
98,17;.55 - Ciaanng Tape Total
=88.98 . Cash vanance O
=0.00 . NSF Chacks from Bank
" 440.00 _ payon Receemed NSF Checks
98 ,122.57 - (Sub-totsl)
T-0.00 . - Cnarge Sales
-3, 259 2€ . mercnanmse HQDDBC-B8213-5504
S 94 363 31 (Tou
CASH 3040625 2.3 Deposit Tickets | 282415(CASH, CHECKS & WIC)
- 0.00 7,403.01
casnesT =~ 9-0t PATRON CRED’;' ‘;:’:D s f *HOST TOTALS AND STDRE TOTALS
CHECKS _‘7_0_.25-8.03 DEBITCARD _7-246.33 DO NOT EQUAL
FD STAMPEBT  550.00 NAF CREDIT CARD __%.o00
FOODSTAMPS __ 0.00 AF CREDIT CARD | ©.00
Teamo _0.00 FD STAMPS HELD FOR DEPQSIT 0.90
WIC EBT 0.00
TOTAL $ 116625.93 S 0.00 S 116625.93
APPROPRIATIONS TOBECAEOMED | RECEVED#ROM
T T aseROPRATION AmouT JAMES JOHNSON. COMMISSARY
97X4930 4X00 4601 033150 e ”gsl‘;ig
978163 6400 4601 033181 - IN CASH AND/OR CHECKS. s 116.625.93 .
TOGETHER WITH PROCUREMENT. ALLOTMENT OR APPROPRIATE CREDITS
FOR SUMS PREVIOUSLY RECEIPTED FOR AS SHOWN MEREON WiILL
APPEAR ON MY ,cCOUNTFORMONTHOS  AUGUST
VOUCHER NO. -
B BCNATURE OF FINANCE OFFETR
WILLIAM G. ARNOLD
TOTAL $ 116.625.93 FAQ
DATE SIGHATURE OF DEPOSITOR VOUCMER MC.
8-3-1998 JAMES JOHNSON, COMMISSARY OFFICER BCS80801

DD Form 707 MAR 53 178 10 wes Sacoomcasy srocuces 0 Esse oM Fome. i

Report of Deposits, DD Form 707
Figure 4-1
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1 TP G- ERED 535-008
OIFONTMAMER OATE FERINTED OR SEN0IT OR 4-O008T AMOLNT
MARED TO BAMNK ABENCY LOCATION
(-~ ¥7Y-)
¥ 840 0 Vv ¥V
(U R " o - ] ) -
4
397202 L 6 06 9% % nongass.s 21267 .00 (A
" AGENCY USE d/
FORT CRATER DeCA COMMISSARY (HQC123)  FOOD ST. POSNS 6, s8
[ ) 0D ADRINEES OF

FINANCE AND' ACCOUNTIRG OFFIC
DEFENSE FINANCE AND AC SV

SEONTAY
COMMONWEALTH OF VIRGIRIA BARK
RICHMOND, VIRGINIA 23801-0002

ATTN: DFAS-CO-FPS e
P.O. BOX 182204 “wuwoo VY
COLUMBUS, ORIO 43218-

ey ——
% OZPONITORS TITLL DEFPARTMENT OR ASENCY AND ADDRESS on _
DEPONTARY AETAN: hes COPY DEPOSITARY COPY

Deposit Ticket, SF 215
Figure 4-2
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PREPARED 06 MAR 98 CASH SALES RECONCILIATION REPORT PCN AVK-963 AS OF 28 FEB 9
STORE DOCUMENT NUMBER  BLK NO DATE SALES COLLECTIONS ADJUSTMENTS NET AMOUNT
KA QCWGC732355 u3s 04/12/97 853.89
KA QCWGC732355 u3s 04/12/97 853.89
SUBTOTAL .00 1,707.78 .00 1,707.78
STORE TOTALS .00 1,707.78 .00 1,707.78?
PREPARED 06 MAR 98 CASH SALES RECONCILIATION REPORT PCN AVK-963 AS OF 28 FEB 98
STORE DOCUMENT NUMBER BLK NO DATE SALES COLLECTIONS ADJUSTMENTS NET AMOUNT
KC CHANGEFUNDO1 573 21/10/96 3,000.00
KC CHANGEFUNDO1 383 20/12/95 7,000.00
SUBTOTAL .00 10,000.00 .00 10,000.00
KC QCWGC719055 ugs 14/07/97 23,061.11~
KC QCWGC719055 voz 21/07/97 1,477.37-
KC QCWGC71905501 16/07/97 20,308.31
KC QCWGC71905502 16/07/97 2,680.80
KC QCWGC71905503 16/07/97 1,446.47
SUBTOTAL 24,435.58 24,538.48- .00 102.90-
KC QCWGC723255 u3s 26/08/97 19,880.76-
KC QCWGC723255 u40 28/08/97 2,820.56-
KC QCWGC72325501 26/08/97 19,180.53
KC QCWGC72325502 26/08/97 2,460.1€
KC QCWGC72325503 26/08/97 1,120.61
SUBTOTAL 22,761.32 22,701.32- .00 60.00
KC QCWGC723755 168 19/02/97 .34~
KC QCWGC723755 u2s 21/11/97 2,837.87
KC QCWGC723755 u2s 21/11/97 2,837.53~
SUBTOTAL .00 .34 .34~ .C0
KC QCWGC?728955 168 19/02/97 .70~
KC QCWGC728955 ulis 14/11/97 471.25-~
KC QCWGC728955 u9e 23/10/97 26,131.38~
KC QCWGC72895501 22/10/97 23,387.85
KC QCHWGC72895502 22/10/97 1,576.74
KC QCWGC72895503 22/10/97 1,638.74
SUBTOTAL 26,603.33 26,602.63- .70- .CO
KC QCWGC729555 uol 28/10/97 16, 903,96~
KC QCWGC729555 uo9 05/11/97 795.48
KC QCWGCT72955501 29/10/97 15,325.66
KC QCWGC72955502 29/10/97 1,290.53
Kc QCWGC72955503 29/10/97 1,121.66
SUBTOTAL 17,737.85 16,108.50- .00 1,629.35
? PAGE 2

Cash Sales Reconciliation Report, Avk 963
Figure 4-3
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Chapter 5

CORRECTION OF REJECTED SAVESTRANSACTIONS

5-1. GENERAL. ACS/commissary/CDC/OPP enter receipts (31A), vendor credit memos (52T), and
collections for vendor credit memos transactionsinto DIBS. The transaction is validated before being
accepted by SAVES. If the transaction cannot be validated for updating the SAVES database, it is posted to
the SAVES Error Suspense File.

5-2.  REJECTED SAVESRECORDSFROM DAILY CYCLE, Figure5-1, isalist of transactions
rejected from the SAVES daily cycle. It istheresponsibility of ARBU personnd to work the Error Suspense
File and to clear rejected transactions daily. Region/ACS personnel are responsible for providing ARBU with
information necessary to clear rejected transactions daily.

5-3. PROCEDURES.

a Upon receipt of a SAVES Rejected Transaction Form, DeCA Form 70-64, Figure 5-2, from
the Region, the ARBU accounting technician responsible for the commissary/CDC/OPP will:

D Use the SAVES Rejected Transaction Form (DeCA Form 70-64) and the AIMS
FINANCIAL Query in conjunction with the suspended transactions in the SAVES database to make
corrections. Since the suspended transactions can cover several cycles, the accounting technician should have
copies of al listings that have not cleared.

2 When ablock control transaction is created by SAVES for the AIMS, the
transaction count is for the number of detailed transactions being forwarded for the block. The dollar value
used is what the commissary/CDC entered for the block. Anytime that atransaction is rejected from ablock,
the control transaction in the AIMS will have to be corrected.

3 If the SAVES Regected Transaction Form (DeCA Form 70-64) indicates that the
transaction should be corrected, the correction will be made through the SAVES screen.

4 If the Saves Rejected Transaction Form indicates that the transaction should be
deleted, the deletion will be made through the SAVES screen, using SAVES - main menu option #14 (A&R's
menu). Decrease the block control dollar valuein AIMS.,

5 When an update is made to an AIMS block control, the accounting technician will
check the next AIMS cycle FINANCIAL Query to verify that the update was processed.

b. On adaily basis, the accounting technician will verify that the corrections processed through
the SAVES data entry screen for the previous cycle has processed correctly.

D When the correction is verified, the accounting technician will sign and return one copy
of the SAVES Rejected Transaction Form to the Region/ACS.

2 A copy of DeCAF 70-64 will be filed with the correction form for the
commissary/CDC/OPP.
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REJECTED SAVES RECORDS FROM DAILY CYCLE - MIDWEST REGIOM HQTRS
DODAAC BLK NO. DIC ERR MESSAGE

- -

INAGE

HQCNDA NJB 31A RecDB Duplicate.
STANSBHQCMDAOCGOG1000035787694602020804716-SEP-9823~SEP-980E000035787624~SEP-98MDABO47092398 000

2 rous selected.

$QL> spoocl off

Rejected SAVES Records from Daily Cycle
Figure 5-1
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SAVES REJECTED TRANSACTIONS

(For use of this form. see DeCAD 70-16; OFR is RM.)

DATE
July 15. 1998

[ ves no /\(\‘

TO |FROM CS)
ARBU RegondSS)  Deca REGION

ACCOUNT TECHNICIAN ACTION OFFICER Dan Jones

J. Lee | PHONE NUMBER

DSN 493-2239 COML(205) 953-2239

CORRECTION FOR DODAAG LOCATION

HQC123 FORT CRATER CRATER C RY

A\

joic PUN CALL NUMBER \

31A ‘ 92F6348 4016
Woa.srsmenscoan

tiit

CHANGE FIELD TO
|sLOCK NUMBER PN NUMBER RECORD AMOUNT
KGI | F6 ah L os16d $780.20
. | i
MONTH CODE | u |CREDIT TYPE CREDIT AMOUNT

REMARKS

* Store will notify the company

Used 2 Jan 98 under BLK# JHU for $11.20 (Clorox)

DeCA Form 70-84, Aug 1988

Supersedes DeCAF 70-84, Aug 1994

SAVES Regjected Transaction Form, DeCA Form 70-64

Figure 5-2

This form was elecironically designed by DeCA/SAAF using inForms Designer.
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Chapter 6

PROCESSING FINANCIAL CORRECTION FORMS

6-1. GENERAL. The ARBU personnel processfinancial corrections and reversals. It is submitted to
the ARBU from the ACS/commissary/CDC/OPP requesting corrections to receipts, VCM's, and other
financial corrections input erroneously into DIBS and transmitted to the ARBU. The procedures on how the
prior period adjustments (prior inventory transactions) processes are in chapter 7, paragraph 7-9 (Processing
Prior Period Adjustments/Prior Inventory Transactions).

6-2.  FINANCIAL TRANSACTION CORRECTIONSFORM. DeCA Form 70-88, is used when the
correction isfor areceipt (31A/L1A), Figure 6-1, or vendor credit memorandum (52T/N2T), Figure 6-2, or
other types of financial corrections (i.e., cash sales recorded incorrectly on DD 707), Figure 6-3. Upon
receipt of the DeCA Form 70-88, the ARBU technicians will:

a SAVES correction:
D Query the receipt in the SAVES Bills Register to find database the receipt isin.

()] If thereceipt is still inthe Receipt File, delete receipt from SAVESfile. Reverse
(L1A) thereceipt out asit went in originally and input receipt (31A) with correct information from correction
form.

(©)] If receipt isin the Ready to Reconcile File, the Ready For DOV (Disbursing Officer
Voucher) File, or the Awaiting Payment File, an invoice has been input into Saves that matched the receipt's
PIIN (Procurement Instrument Identification Number) and Call numbers. Contact lead voucher examiner in
Commercia Accounts at the DFAS-CO to delete the invoice from this database. After theinvoiceis deleted,
the receipt will move back to Receipt File where the accounting technician can deleteit. The accounting
technician should follow the instructions in (2) above. Invoice will not be reinput by Commercial Accounts at
the DFAS-CO until receipt is corrected by ARBU.

4 If the invoice matching the receipt has already been paid and the correction to the
receipt isan increase, key receipt into the "Supervisor Supplemental Receipt" screen. Notify Commercial
Accounts at the DFAS-CO about the supplemental receipt. If the invoice matching the receipt has been paid
and the correction to the receipt is a decrease, an overpayment has occurred. Notify Commercial Accounts at
the DFAS-CO. Follow instructions for duplicate payments and overpayments.

5 If original datais no longer in system (over 180 days), treat correction like an
original receipt for the difference between the correct amount and original amount. If the differenceisa
credit, follow the procedures discussed in (4).

(6) File Retention. Destroy after 6 years and 3 months. (Example: COFF (Cut Off)
Sep 30, 1994; TRF RHA (Transfer Record Holding Area) Oct 95; Destroy Jan 2000)

b. Correction for other than receipts/\VVendor credit memorandum (AIM S transaction):

D The correction other than receipt and vendor credit memorandum will be processed
in AIMS.
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2 Verify the origina transaction in the STANFINS (AVK618/619) and AIMS to
ensure the original transaction has recorded in STANFINS/AIMS.

(©)] Process the adjustment into AIMS, use “FINANCIAL DATA ENTRY” inthe
Appendix C, AIMS Functional Procedures, thisdirective. For example (Figure 6-3, this chapter), the
adjustment of ($90.00) will be processed into AIMS using DIC N1R for ($90.00).

4 File Retention. Destroy after 6 years and 3 months. (Example: COFF Sep 30,
1994; TRF RHA Oct 95; Destroy Jan 2000)

6-2



DeCAD 70-16  September 30, 1998

FINANCIAL TRANSACTION CORRECTIONS OATE ol
(Farwse ar vhus form. see OeCAD 70-6: OFR is RAD | Y/ 2‘/?8 1 ’80) 7
To . FROM AACG L Vo d -2
?PINCIZAL CIPUTY, DIRECTCR OPERATICNS Coprr PR
ZpUTY. 2 bl o7y S (AT~ AV ey E
ARBU .
5258 CAXLAWN BLVD Camprm—er
HOPEWELL, VA 23860 nm.// el /zr— Lfogs %_.‘::m:zwe
The foliowing correcnan i1s reauwea for: «USED FOR RICTIPTS AND VEM's ONLY)Y
_SRecemot onemaiiv sunmmed or- >3- FE Ble:ki_éé/_/__
— Credit Memo onmmaiiv submmeed ontenanidd Block #

Campzny -ﬁz/(e’r— @ oy Coomax 99 & 7777

TemxNet 7 10 2 30Discoum
Chrele Gne)
Order Date ‘f//"'ff DORAS __//or /78 8 32774 68
7

Block # 4 \

INCREASEBY S /7, g
[DECREASE BY: §

SORIGINAL PATMENTS ARK AUTCMATICALL Y CENERATED THROUGH DIBS l’l-TAS NO EFFECT. $
CORRECT ENTRY (USED JOR RITEIFTS AND YOI ' 1 GMLYY

Bok? _ £l  Due /5 2/%6 Uic _% A pobaac LEEH G

MN __ PG 7T ca | o Apomm R T.TE
Order Date /" /58 DORAS 7 /7r /%€

CORRECT ENTRY (USED FOR TRANSACTIONS OTHIR THAN RZCIIPTS AND VEM')

Block # DODAAC

DIC Documen: # Amount

m:/ o Zf/_‘ég ”7;!’?} 77 - 99 PF
] ., A ™ e

DaCA Famm 76-88. Nov 84 Supursnces QeCAF 12538 & W. Moy 62 DICAF 128118 & W, Moy 02 ane

Financial Transaction Correction, DeCA Form 70-88 (Receipt Correction)
Figure 6-1
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FANANCIAL TRANSACTION CORRECTIONS | OATR ‘“’ .
(For wne as vux sorwa. 20w GeCAD 70-6: OFR is fAf) | - /)4 /97 Lo s

o o moM oo HAOC

ZRINCIZAL CZPUTY. -IRECTZR COERATICHNS (/pq”/ Pe /-4'“%‘;0 4/4.,;

5288 CAKLAWN BLVD /4 / E &3

HOPEWELL. VA 23860 ATTN: Zt{,,._:_.;.: Zinl 2
mmMnnmtcrz «USKD FOR RECIIPTS AND VO ONLYY

it Rmmwm Block #
~oxCraiz Mema cnmmnmiv suranmes -, \ o /5 D Blocks > 4

Coempmy 4.14,:} ,./5“ Lo " o L E7PIT
Call _ P nd ’ )

Texns: Net ? 10 Z 30Discomx

Cirels Gum
Order Dase DORAS s A1)
Block# ____ Origimaiiv (D FOR TRANMACTIONS GTHER THAN ALCEFTS
O s —
PROSLEN
cmczom
L PN ERROR

[DECREASEBY: § /200

[I{—ASNOEFFECT. S

———

Becks 24X Dm_ 45 /5r DK _J>o~  DODAAC HPe b C

PIN 5r¢ #7277 Cll oo _ Amom _z L ge

Order Daze DORAS

mm (U3ED FOR TRANEACTIONS OTHER THAN RICTIPTS A0D YOMY H
Block » DODAAC

DIC Documez: # Amoumz

PREPARED 8Y

T mr /4/»/47 m(f./é} /}y(— AR

CORRECTCNCOUPLETEDSY
/o -7/4*/4‘__,. o o w437

DeGA Form 1043, Maw 9e Supursmns QeCAF 12588 & W. Moy 823 DSGAS 120-118 & W. May 82 am-

Financia Transaction Correction, DeCA Form 70-88 (VCM Correction)
Figure 6-2
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FINANCLAL TRANSACTION CORRECTIONS oaTE ns -
Fer s ar vuas sarmm. swe SeCAAD 70-6: OFR is RAD | %f/ie | 780 o
™ . FROM oD TP
PRINCIZAL CIZUTY, CIRECTSR OPERATIONS s s ;/kamama/%
$258 CAXLAWN BLVD : e L P
HOPEWELL. A 23860 Am:f/ég L JTH = {_: .sm:.:,gea
MMWamtoc «USED FOR RECTIPTS AND VIO ONLYY
O Resexor cnemaily submwoed Block #
O Crediz Memo orremailv suamzen (Mo Block #
Company Comrac:
Call Tame=Nee 7 10 23 . BDDlm
[~ 1 )
Order Date DORAS | S
Block# D+«  Origimaily summmea oo //)«_/2542:“ - :
o s/ pr- =it
=28 Oemmr _56c 4or 2377 vrBs L7 fo0 o
S rr&ffj
L. MINEXROR L CREDIT NOT TAKEN N
3 EIYONG EXRORRICTIFTAMT 9. CASI PACK ERROX

CORRECT ENTRY (CIED FOR TRANEACTIONS OTHER THAN RECTIPTS AND VOMY

Becké _Dry. DODAAC cbesrfe
b _J/7€ Dommem 3 i 4o 7725781 Ame £ 7 0s0. g0

:MJ l'?:’ﬂf/ $55- 6877
ok Sori 2 1™ e

Sanems OsCAF 17348 & W. Moy 52 DICAF 123-118 & W, Moy 62: 8

OGA femm /6-80. Nov 0o

Financial Transaction Correction, DeCA Form 70-88 (Other Correction)
Figure 6-3
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Chapter 7

ACCOUNTABILITY INVENTORY

7-1. GENERAL. Accountability inventory istaken to measure the fiscal performance of each
commissary department and CDC. Thisinventory determines the dollar value of merchandise and
subsistence physically on-hand and reestablishes the accountability of the region director and the
responsibility of the commissary officer. The book inventory is adjusted to the value of the physical
inventory according to the monetary value of the formal inventory totals.

7-2.  ANNUAL INVENTORY DATE. Accountability inventory will be taken during the designated
period each fiscal year. Theregion directorswill provide the inventory schedule for each commissary and
CDC intheir region to ARBU and a copy to DeCA RMA. 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 and ARBU.

7-3. CUT-OFF PROCEDURES. The cutoff date for the “BEFORE” inventory VRGC will be the
inventory Date of the accountable inventory. Ensurethat all blocks are correctly posted on the SBCJ as
"BEFORE" or "AFTER" inventory. All blocks transmitted one week before the inventory date and blocks
prepared as part of cutoff procedures will be marked "BEFORE INVENTORY." Blocks prepared after the
inventory cutoff date will be marked "AFTER INVENTORY" during the inventory month.

7-4.  ACCOUNTING VARIANCE. To permit practical operation of the grocery, meat, produce, and
central distribution center accounts, an operational variance for each department is allowed based on the total
sales/issues (transfers) between accountable inventories (Ref Chapter 11, DeCA Directive 40-1):

- Grocery Department 1.0 percent gain or loss

- Meat Department 0.3 of 1 percent gain, no loss
- Produce Department 1.0 percent gain, no loss

- Central Distribution Center 0.2 of 1 percent gain or loss

7-5. OVERALL PROCEDURES. ARBU hastheresponsihility of reconciling SBCJ, VRGC, and
STANFINS within 30 days after receiving accountability inventory results. The following procedures will be
followed to ensure the accuracy of financial records:

a Ensurethat al "BEFORE INVENTORY" blocks are posted to the SBCJ and processed in
AIMS/STANFINS.

b. Ensure that the "BEFORE INVENTORY" SBCJis submitted by the
ACS/commissary/CDC/OPP within seven working days of the date of the inventory. Express mail is
authorized.

C. Ensurethat al "BEFORE INVENTORY" blocks or corrections for the inventory are
processed to the VRGC within 10 days after the inventory cut off date.
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d. The Cash Sales Reconciliation Report (AVK 963) will be worked in conjunction with the
DD Form 707 (Report of Deposit) and AIMS FINANCIAL QUERY before the inventory date during the
inventory period to ensure that sales have processed correctly.

e All VRGCsfor months prior to the month in which the inventory is taken must be closed.

f. MEMO ENTRY. The effects on inventory transactions that cannot be practically entered in
the accounting system within a reasonable time after the inventory date will be reflected in amemorandum
entry (memo entry) on the SBCJ and forwarded to the ARBU by memorandum. The ACS/Commissary/CDC
will prepare a memorandum stating the amount of the memo entry using the Memo Entry Summary
worksheet shown at Figure 7-1. The memorandum and the Memo Entry Summary Worksheet attached will
be forwarded to the ARBU NLT five workdays after the date of the inventory. The memo entry must be
posted on the "BEFORE INVENTORY" SBCJwith ablock number. This must be entered into AIMS
using A, B, or C in the second position of the block number. The memo entry will be reversed in the
“AFTER INVENTORY” SBCJ. To prevent errors, the memo entry reversal should be processed soon after
the memo entry is processed in AIMS. The memorandum entry will include:

D Vendor Price Reductions. The dollar impact on the inventory caused by promotions
currently in progress for which no reimbursement has been received as of inventory cut off date (item
movement X VPR per item = dollar impact). To input aDIC 52T as amemo entry into AIMS, use store's
DODAAC, Julian inventory date, and serial # (i.e. 0001) for document number.

()] Fat and Bones. The dollar value of the fat and bones (DIC 52Q) turned into the
Defense Redutilization and Marketing Office (DRMO) by the meat department as of inventory cut off date.
To input aDIC 52Q as amemo entry into AIMS, use store's DODAAC, Julian inventory date, and serial #
(i.e. 001) for document number.

(©)] Rollups. Thedoallar value of rollups (DIC 31A) as of the inventory cut off date. To
input aDIC 31A asamemo entry into AIMS, use stores DODAAC, Julian inventory date, and serial # (i.e.,
0001) for document number. If the inventory is scheduled during the middle of Frequent Delivery System
(FDS) and Direct Store Delivery (DSD) rollup periods, e.g., January 7, the commissary must take the
following actions:

@ The ACS personnel will assemble roll-up dollar amounts for receipts from January
1 through last receipt before inventory cut off date.

(b The ACS personnel will compute the receipt total for January 1-7, prepare amemo
showing receipt totals, and forward to ARBU for entry into AIMS.

4 Taobacco Products. If the inventory date falls within the reporting period, the
ACS/Commissary/CDC personnel will record the dollar value of sales since the last receipt entry on the
Memo Entry Summary worksheet.

5 Merchandise Owned By Others. If the inventory date falls within the reporting
period, the ACS/Commissary/CDC will record the sales since the last receipt entry on the memo entry
worksheet.

(6) Returned Checks. The dollar values of any returned checks deducted from sales but

have not been redeemed or entered into the business system (and forwarded for collection) will be recorded on
the memo entry summary worksheet by ACS/Commissary/CDC.
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0. INVENTORY CERTIFICATION.

D Inventories Conducted by In-House (DeCA) personnd. For inventories
conducted by In-House (DeCA) personnd, 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 working days after receipt of the inventory documents from the store. The
dollar value of the inventory will be reported on the In-House Dollar Vaue Inventory Certificate, DeCA Form
40-105 (Figure 7-2), which must be signed by a representative of the inventory team who conducted the
inventory in that store and department.

2 Inventories Conducted by Contractor. For inventories conducted by a
contractor, the dollar value of the inventory will be reported to the ARBU according to the Performance Work
Statement. Normally, the requirement would be not |ater than 3 workdays after the date of the inventory.

The dollar value of the inventory will be reported on the Dollar Value Inventory Certification, DeCA Form
40-106 (Figure 7-3), which must be signed by a representative of the inventory team who conducted the
inventory in that store and department.

(©)] After receipt of Physical Inventory figures for in-house or contract inventory,
ARBU personnel will input inventory figuresin AIMS within 2 working days.

4 ARBU personnel will verify the inventory figures on the VRGC to ensure that the
inventory amounts processed to the "BEFORE INVENTORY" VRGC are correct.

h. ARBU personnel will identify al corrections required to " BEFORE INVENTORY™
blocks within 10 days after receipt of the contractor certification of inventory or in house inventory
certificate.

i. After dl "BEFORE INVENTORY" blocks have been entered, corrections made, and the
inventory amounts are posted, the VRGC Inventory Final will be run giving the gain or loss figures on the
consolidated page.

j- After the VRGC Inventory Final has been run, the ARBU personnel will verify each memo
entry reversal entered into AIMS/STANFINS. Thereversal will be shown onthe AFTER INVENTORY
VRGC.

7-6. INVENTORY GAIN OR LOSS. The ARBU technicians will input the gain or loss (DIC 81B or
82B) into AIM S to adjust the book inventory to the physical inventory, using the date after the inventory date
for the block date.

7-7.  CONSOLIDATED STATEMENT OF GAIN / LOSS, DeCA Form 70-23, Figure 7-4. This
form shows the dollar value of alowable gain/loss and compares the allowable gain/loss with the actual
gain/loss to determine account status. The instructions for completing this form are shown at the end of this
chapter.

a The ARBU will prepare DeCA Form 70-23, for each region using the certified inventory
statement sent by the inventory contractor/commissary officer. The DeCA Form 70-23 will be provided to
the following within 30 calendar days after receiving inventory results:

Director, Plans and Policy Directorate (PL)

Property Accountability Business Unit (PABU)
Director, Resource Management, ATTN: RMA
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A copy will also be furnished to the respective region director.

b. The ARBU will prepare weekly updates of DeCA Form 70-23 and provide copiesto the
offices listed above and the respective region directors to inform them of their commissaries’ accounts status.
Upon receipt of the updated DeCA Form 70-23, each region will inform commissary officers of the account

status of each department as reported on the DeCA Form 70-23.

7-8. PRIOR PERIOD BOOK INVENTORY ADJUSTMENTS. To reduce prior period book
inventory adjustments, the adjustments will be governed by the following:

a Adjustments to the book inventory will be made based on store/ACS requests and adequate
supporting documentation up to 120 days after DeCA Form 70-22 (Commissary Accountability Variance
statement) has been completed and sent to the responsible officer for review and comment.

b. Up to 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 this circumstance, after the region director has approved and
recommended the adjustment be made, the request will be sent to ARBU. ARBU will send an information
copy to DeCA/RMA for review. Barring an unfavorable recommendation by DeCA/RMA, the request is
approved.

C. Up to 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.

7-9. PROCESSING PRIOR PERIOD ADJUSTMENTS/PRIOR INVENTORY TRANSACTIONS.

a All correctionsfor prior period inventory transactions, including corrections of errors and
adjustments, Must be processed by ARBU personnel. The ARBU personnel will continue to process the
detail transactions for prior inventory transactions through AIMS and into STANFINS in order to clear
outstanding transactions and conditions on the STANFINS AXL file, Cash Sales Reconciliation Report,
Charge Sales, etc. The ARBU must use "Region Blocks' (D, E, or F in the second position) to process prior
inventory transactions.

b. Upon receipt of the Financial Correction Form (DeCA Form 70-88) for the prior inventory
transaction from the ACS/Commissary/Region, the ARBU technicians will determineif the origina
transaction isfor current inventory year or prior inventory year:

(D) If it is determined that the original transaction was a prior inventory
transaction but is in the Current Inventory Y ear, the ARBU technicians will input DIC 81B/82B into
AIMS. For example, thisis FY 98, the current inventory year transaction will be the original transaction
processed between October 1, 1997 through the date of the fiscal year 1998 inventory.

@ Assume that aLocal Receipt (DIC 31A) transaction in the amount of $10,000 for
the prior to inventory period (current inventory year) was not processed into AIMSSTANFINS until now.
This transaction increases (debit) the inventory account (General Ledger Account Code (GLAC) 1521.3#).
Sincethisisacurrent inventory year transaction, the ARBU technicians will processaDIC 82B in AIMS
to reverse the impact on the Inventory Account.
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(b) Assume that a Cash Sale transaction (DIC 51R) in the amount of $5,000 for the
prior to inventory period (current inventory year) was not processed into AIMS/STANFINS until now. This
Cash Sale transaction decreases (credits) the inventory account GLAC (1521.3#). Sincethisisacurrent
inventory year transaction, the ARBU technicians will processaDIC 81B in AIMSto reverse the impact on
the inventory account.

(© At the end of the month, the ARBU technicians will prepare aJV for the net value
of DIC 81B/82B for the current inventory year transactions. The JV will be used as the backup document for
the adjustment to the inventory account on the gain/loss statement. Do not send the JV to DFAS-CO for
action. The JV will be filed with the DeCA Form 70-65.

()] If it is determined that the original transaction was a prior inventory transaction but
isnot in the Current Inventory Y ear, the ARBU technicians will do a Journal Voucher to reverse the impact
on the inventory account in STANFINS. For example, thisis FY 98, the prior inventory transaction not in
current inventory year will be the original transaction processed prior to October 1, 1997.

@ Assumethat aLocal Purchase Receipt (DIC 31A) transaction in the amount of
$30,000 for the prior to inventory period was not processed until now. A receipt transaction increases
(Déhits) the inventory account GLAC (1521.3#), and a Journal Voucher must be processed in STANFINS to
reverse the impact on the inventory account, i.e., to Debit GLAC 7400.00 (Prior Period Adjustments) and to
Credit GLAC 1521.3# (Inventory for Agency Operations).

(b) Assume that a Cash Sale transaction (DIC 51R) in the amount of $15,000 for the
prior to inventory period (current fiscal year) was not processed into AIMS/STANFINS until now. This Cash
Sale transaction decreases (credits) the inventory account GLAC (1521.3#), and a Journal Voucher must be
processed in STANFINS to reverse the impact on the inventory account, i.e., to Debit GLAC 1521.3# and to
Credit GLAC 7400.00.

7-10. FILING AND RETENTION REQUIREMENTS:

a Financial records for aformal accountability inventory will befiled in a separate folder in
ARBU for audit purposes. Attach the documentsto afolder as follows:

D Dallar Value Inventory Certification (from Contractor or commissary).
2 "BEFORE INVENTORY" SBCJ.
(©)] Memorandum for memo entry (ies) provided by the commissary/CDC.

4 Inventory VRGC

b. File Retention - Destroy after two years. (Example: COFF Sep 30, 1994; Destroy Oct
1996)
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INSTRUCTIONSFOR COMPLETING CONSOLIDATED STATEMENT OF GAIN/LOSS
DeCA FORM 70-23

COMMISSARY REGION. Enter appropriate region name and "X" beside"ACCOUNTABILITY".

FOR PERIOD. FROM (Enter the date after the last accountability inventory) TO (Enter the date as of date
of the report).

COMMISSARY. Enter commissary or CDC name (use proper installation designation, e.g., Fort Carter
Commissary.

TOLERANCE. For each department/activity, enter the "allowable percent of variance" from paragraph 7-4
this chapter.

Columna PHYSICAL INVENTORY. For each department/activity, enter the dollar value of
"PHYSICAL INVENTORY" from the Inventory VRGC/Inventory certification documents.

Columnb. BOOK INVENTORY. For each department/activity, enter the dollar value of " BOOK
INVENTORY" from the Before Inventory VRGC.

Column c. GAIN/LOSS. For each department/activity, subtract "Physical I nventory" value from "Book
Inventory" value and enter the result as Gain or Loss. "Book | nventory" value greater than "Physical
Inventory" value = Loss; "Book Inventory" value lessthan "Physical | nventory" value = Gain.

Columnd. ADJUSTMENT. For each department/activity, enter the dollar value of pre-inventory correction
transactions processed after "Before" inventory VRGC has been closed.

Columne. NET GAIN/LOSS. For each department/activity, add/subtract column d (ADJ) from column ¢
(GAIN/LOSS) and enter the amount in this column.

Columnf. SALES. For each department/activity, compute the total dollar value of " SALES" amounts (the
date after the last accountability inventory through the date of current physical inventory) and enter the
amount in this column.

Columng. TOLERANCE. For each department/activity, multiply the dollar value noted in the " SALES"
columnf by the" ALLOWABLE VARIANCE" and enter in this column. See paragraph 7-4 this chapter.

Column h. PERCENT OF TOLERANCE. For each department/activity, divide the dollar value of " NET
GAIN/LOSS", column g, by theamount inthe" SALES" column and enter that percent, shown as gain or
loss, in this column.

Columni. TOTAL PERCENT TOLERANCE. For activity, divide thetotal dollar values of " NET

GAIN/LOSS" for al departments (grocery, meat, and produce) by the total dollar values of " SALES" for
all departments (grocery, meat, and produce) and enter the percent in this column.
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MEMO ENTRY SUMMARY
1. Total Receipt Rollups
(from Memo Entry Worksheet)
2. Tobacco Products:
3. Contract Deli:
4. Contract Bakery: - ( )
5. Merchandise owned by
Others (MOBOs): a
b,
c
Total (MOBOs) : ‘
6. Bad Checks: %
7. Dollar impact of Pro ons in Progress (PIP):
(VCM3 in progress)
a
b.
c
d
Tetal PIP:

TOTAL AMOUNT OF MEMO ENTRY:

Memo Entry Summary
Figure 7-1
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IN-HOUSE DOLLAR VALUE INVENTORY CERTIFICATE
(For use o 1his form. age DeCAD40-1:OFR is DO,

A DOLLAR VALUE INVENTORY WAS CONDUCTED AT iivameof Swore)
ForT CraTeER

ON (Date) STARTING AT (Tume,

Juns Qe 19T 1600

AND AGAIN ON (Late. i appucadies

Junve a7 !997’

THE TOTAL DOLLAR AMOUNT FOR EACH DEPARTMENT 15 AS FO

AND ENDING AT (Tume)
100

STARTING AT (Tume) \\%i AND ENDING AT /7ime/
\vg

0136\ 1630

GROCERY DEPARTM S . Qe

MEAT DEP, Y, 15¢. 7o
el L

WE. THE UNDERSIGNED, THE G:
a. PERFORMANCE PERIOD - STARTING AND ENDING TIMES) INDICATED ABOVE ARE ACCURATE AND CORRECT.

b. DOLLAR AMOUNTS AND ALL TOTALS LISTED ON THE INVENTORY CONTROL LOG AND THIS CERTIFICATION ARE CORRECT TO THE
BEST OF OUR KNOWLEDGE. :

INVENTORY TEAM CHIEF DATE COMMISSARY OFFICER DATE

06/37/97 06/27187

DeCA Form 40-105, Aug 94

In House Dollar Value Inventory Certificate, DeCA Form 40-105
Figure 7-2
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DOLLAR VALUE INVENTORY CERTIFICATION

For use of s form. see DeCAD 40-1: OPR IS RAVS. )

PURCHASE ORDER NUMBER ' LAW THE PWS. A DOLLAR VALUE INVENTORY WAS CONDUCTED AT
+ thame of Ssore)
[DATE(s) CONDUCTED:
SCHEDULED START
TiME AND END TIME
1ST DAY
ACTUAL START TIME AND END TIME
SCHNEDULED START
2D DAY TIME AND END TIME

(if apphcabie)
4 ACTUAL START TIME AND END TIME

fTHE TOTAL DOLLAR AMOUNT IS AS FOLLOWS:

GROCERY DEPARMENT

SALES FLOOR TOTAL

WAREHOUSE TOTAL
(Contiguous)

WAREHOUSE TOTAL
(Ramots. % appiicadie)

OTALS LISTED ON THE INVENTORY CONTROL LOG AND THIS
OF OUR KNOWLEDGE.

d. NO TOBACCDO PRODUCTS WERE INCLUDED IN THE INVENTORY VALUES SHOWN ABOVE.

coumc'ron's MSENTAM DATE ' COMMISSARY OFFICER DATE
(Priow ~Neme end

” t

REMARKS (... reason way perrormance peniod 11 NOT AW comsract. quauty of perrormance. eic.)

DeCA Form 40-108, Oct 1887 Superseces OsCAF 43-108, Aug 1994 mm-mmnw_-#m_.

Dollar Value Inventory Certification, DeCA Form 40-106
Figure 7-3
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Figure 7-4a
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Chapter 8

RECONCILIATION OF FINANCIAL TRANSACTIONS

8-1. GENERAL. Thischapter provides the methods and procedures to be used to reconcile the SBCJto
the VRGC, aswdll as postings and inputsto STANFINS with the inventory balances in the General Ledger
Account (GLA) 1521.3*. ARBU personnel are responsible for reconciling the SBCJ with the VRGC and the
Monthly Status of Inventory Account (AVK 619) at the end of each accounting period. The reconciliation
will insure that all blocks on the SBCJ have been posted to the VRGC and reflected in STANFINS GLA
1521.3*, by store, by department (grocery, meat, and produce) with matching dollar values.

8-2. REQUIREMENTS. The ARBU has the responsibility of reconciling the SBCJto the VRGC and
STANFINS within 30 days after the end of each month. The SBCJs submitted weekly by the
ACS/commissary/CDC/OPP to the ARBU are to be reconciled to the VRGC on aweekly basis. Weekly
reconciliations alow errors to be caught earlier so the necessary corrections can be done in atimely manner.
The Monthly Status of Inventory Account (AVK-619) will be used to reconcile with the monthly VRGC by
department, block number, and dollar value.

8-3. PROCEDURESFOR RECONCILING SBCJ TO VRGC:

a The SBCIVRGC/STANFINS Reconciliation Worksheet, DeCA Form 70-65, Figure 8-1,
or an approved automated worksheet is used to reconcile the SBCJto the VRGC and to STANFINS. The
instructions for completing this worksheet are shown at the end of this chapter.

b. Compare the ending inventory-SBCJ (Line A) amounts on the DeCA Form 70-65 to the
closing book inventory-VRGC (Line B) amounts on the DeCA Form 70-65. |f they agree, the reconciliation
has been completed. Repeat the procedure for each department.

C. If the VRGC ending inventory balance does not agree with the SBCJ ending inventory, you
must find the reason for the out-of-balance condition. Identify blocks not on the VRGC or that need a
correction in order to reconcile and balance to the SBCJ. Request any information or blocks needed to add to
or to correct the VRGC from the store(s). Thefollowing isalist of the most likely reasons for an out-of-
balance condition:

D Blockson SBCJ that arenot on the VRGC: Look at the SBCJ and supporting
documentsto find out when it processed. If the block on the SBCJfailed to transmit or is suspended on an
error listing, it should be input or corrected as necessary. If itisaninvalid block on the SBCJ, annotate the
total amount as credit on the DeCA Form 70-65 (SBCJADJ, Line C.1.) to bring the total into balance. The
ARBU technician will notify the ACS, and the ACS personne must correct their SBCJ by deleting the block
and then forward a corrected SBCJto the ARBU.

2 Blockson the VRGC that are not on the SBCJ: Verify the block by checking
AIMS Queries & Listings and contacting the commissary/ACS/CDC/OPP. If itisalegitimate block, add the
total amount to the DeCA Form 70-65 (SBCJADJ, Line C.1.) to bring total into balance with the VRGC.
The accounting technician will notify the store, and store personnel must correct their SBCJ by adding the
block and forward a corrected SBCJto the ARBU.
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(©)] The block amount on the SBCJ isdifferent from the block amount on the
VRGC: When you find adiscrepancy with a block, annotate it on the SBCJ. If the block is annotated and
there is no indication that a correction has been done, add/subtract the difference on the DeCA Form 70-65 as
follows:

@ If the SBCJwas posted incorrectly by the ACS, annotate the dollar amount of the
correction to be made on the DeCA Form 70-65 (SBCJADJ, Line C.1.) to balance with the VRGC. Request
the ACS submit a corrected SBCJ.

(b If the SBCJ amount is correct and the block was processed incorrectly on the VRGC,
acorrection will have to be processed through the AIMS cycle. Annotate the total amount of the correction to
be made on the DeCA Form 70-65 (VRGC ADJ, Line C.2.). Thiswill bring the SBCJ baance with the VRGC.

d. During an accountable inventory monthly differences may be caused by the prior month
correctionsin the current month net change: subtract the total amount of the prior month corrections from the
VRGC ADJ, Line C.2. onthe DeCA Form 70-65 to balance with the VRGC. Prior month corrections should
be adjusted on the left side of the SBCJ, and not included in the net change figure.

8-4. PROCEDURESFOR CLOSING VRGC MONTHLY. The VRGC will be closed monthly. The
Duplicate listing must be cleared prior to running amonthly VRGC. The following procedures will be used
for correcting any suspended blocks after amonthly VRGC is closed:
a Obtain the following products:
D VRGC Monthly Final
2 AVK 618/619 - Current/Monthly Status of Inventory Account
b. If ablock control transaction does not have an edit error, but has a suspended detail
transaction, and it has been determined that the control card was posted correctly, the following actions will

be taken:

D Correct the suspended detail transaction and after the correction, this detail
transaction will processto AIMS/STANFINS.

2 Verify the transaction processed to the AVK- 618/619.

C. If aninitial input comes with ablock month that is aready closed, the detailed transaction
will processto STANFINS and the control card will not post to the VRGC. It will belisted on AIMS Listing
Blocks previously closed. Request the commissary/ACS/CDC/OPP to submit a corrected SBCJ. For the
input to current month use a notation in the control card description field referencing the previous month
block.

d. Any corrective action that must be input will use the current month block number. For input
to the current month use a notation in the control card description field referencing the previous month block.

8-5. PROCEDURES FOR RECONCILING VRGC TO STANFINS:
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a The SBCIVRGC/STANFINS Worksheet, Figure 8-1, described above, isa so used to
reconcile the VRGC to STANFINS.

b. Upon receiving the Monthly Status of Inventory Account, AVK 619, Figure 8-2, at the end
of each month, ARBU technicianswill insure that the previous months "Balance Current Month" figure on
the AVK-619 isthe same as current month "Prior Month Balance" figure on the AVK-619 for each
department. For each department, post the "Balance Current Month" figure from the AVK-619 to the "
BAL CURR MONTH" on the DeCA Form 70-65 (Line E.).

C. For each department, the Adjusted SBCJVRGC figure (Line D) on the DeCA Form 70-65
should equal the VRGC ending inventory figure for each department. Compare the current month "Balance
Current Month" figure from the AVK-619 and the VRGC ending inventory figure for each department. |If
they agree, the reconciliation has been completed.

d. If the VRGC ending inventory figures do not agree with the net "Balance Current Month"
figures on the AVK-619, the ARBU personnel will:

D For each department, compare each block number and the amount in the
Increase/Decrease columns on the AV K-619 with each block number and the amount on the VRGC and
perform the following reconciliation:

€) Obtain a copy of AVK 618 (Figure 8-3) after STANFINS month-end cutoff (for
example, if the month-end cutoff was on April 30 then you should obtain a copy of AVK 618 by May 12).

(b Onthe AVK 618, mark with an asterisk (*) for the blocks in the VRGC that have
not been processed to AVK-619 then:

1 Run an adding machine tape for the increase/decrease columns (for the current block
number) shown on the AVK 618 that are marked with an asterisk. Separate tape will be used for the D, E,
and F blocks.

2. Attach the tape to the AVK 618.

3. The net value of increase/decrease on the tape for the current block number will be
posted to Line F.1. (Block not processed) on the DeCA Form 70-65.

4. All current month D, E, and F blocks shown on the AVK 619 will bereversed. The
reversal net value of the D, E, and F blocks will be posted to Line F.2. (D,E,F Blocks) on the DeCA Form
70-65. If the net amount of D,E, and F blocksisin the decrease column, the Line F.2. should have aplus
figure. If the net amount of D,E, and F blocksisin the increase column, the Line F.2. should have aminus
figure.

5. Any previous months Journal Voucher (JV) for D, E, and F blocks, which have not
been processed by DFAS-CO will be posted to Line F.3.(JVsnhot Processed) on the DeCA Form 70-65.
Attach acopy JV to AVK 619.

(© Research to find out why the block numbers on the VRGC have not posted to

STANFINS (compare AIMS Financial Queries & Listings) and take corrective action in order for the
suspended transactions to passto STANFINS.
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(d) If the difference is caused by an error, the net value of increase/decrease will be
posted to the DeCA Form 70-65. Check error listingsto find the transactions(s) and take proper corrective
action in order for the suspended transactions to passto STANFINS. Check the corrections on next month's
AVK- 619.

(e Verify all previous months' blocks, that are not on the AVK 619 to ensure that they
show up on the current months AVK 619. If not, the net value of the increase/decrease will be posted to Line
F.1. (Blocks not Processed) on the DeCA Form 70-65.

e A JV will be prepared for the net value of the D, E, and F blocks, use the figures shown in
F.2. onthe DeCA Form 70-65:

D If thedollar valueinline F.2. isanegativefigure, the JV will bea" Debit" to
GLAC 7400 and a" Credit" to GLAC 1521.3*. Instructions for preparing the JV, see chapter 7
(Accountahility Inventory), paragraph 7-9, this directive.

2 If thedollar valueinline F.2. isapositive figure, the JV will bea" Debit" to

GLAC 1521.3* and a" Credit" to GLAC 7400.00. Instructionsfor preparing the JV, see chapter 7
(Accountahility Inventory), paragraph 7-9, this directive.
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INSTRUCTIONSFOR COMPLETING THE SBCJ/VRGC/STANFINSRECONCILIATION
WORKSHEET

The SBCYVRGC/STANFINS Worksheet is used for reconciling the SBCJto VRGC and STANFINS by
grocery, meat, and produce departments.

A. END INV-SBCJ. Enter thetotal dollar value of ending inventory from the SBCJ
RECAPS.

B. END INV-VRGC. Enter thedoallar value of closing inventory from the VRGC.

C. DIFF. Comparethe"END INV-SBCJ" amounts (Line A) tothe"END INV-VRGC"
amounts (Line B) of the worksheet. If differenceiszero, SBCJand VRGC are balanced. If thisfieldisnot a
zero figure, see paragraph 8-3c. (1-3) and 8-3d for out of balance condition.

1 SBCJ ADJ. Enter thetotal dollar value adjustments needed to bring the total into
balance with the VRGC.

2. VRGC ADJ. Enter thetotal dollar value adjustments needed to bring the total into
balance with the SBCJ.

D. ADJUSTED SBCJ/VRGC. Add/subtract net SBCJ adjustment (Line C.1) from END
INV-SBCJ (Line A) to determine the adjusted SBCJ balances. Add/subtract net VRGC adjustment (Line
C.2) from END INV-VRGC (Line B) to determine the adjusted VRGC balances. Compare the adjusted
SBCJ balances to the adjusted VRGC balances. If the adjusted SBCJ balances and the adjusted VRGC
balances are the same, enter the balances in this column. |If the adjusted SBCJ balances and the adjusted
VRGC halances are not agree, see paragraph 8-3c(1-3) and 8-3d for out of balance condition.

E. BAL CURR MONTH (AVK 619). Enter the "Balance Current Month" figure from AVK
619 inthisfield.

F. ADJUSTMENT(S) TO BE PROCESSED IN STANFINS: Information to be posted to
F.1-3. below will be retrieved from annotations on the AVK-619 during the reconciliation process (See
paragraph 8-4d, chapter 8, Procedures for reconciling VRGC to STANFINS).

1 BLOCK(s) NOT PROCESSED. For each department, enter the total dollar value
of black(s) not processed into STANFINS (include previous month and current month blocks) previously
annotated on the AVK-619.

2. D, E, & FBLOCKS. Enter the net amount (increase/decrease) of D, E, or F blocks
previously annotated on the AVK-619. If the net amount of D, E and F blocksis in the decrease column, the
LineF.2. should have aminusfigure. If the net amount of D, E and F blocksisin the increase column, the
Line F.2. should have aminusfigure.

3. JVs (Journal Voucher) NOT PROCESSED. For each department, enter the total
value of JV(s) previously annotated on the AVK-619.

G. TOTAL ADJ. Add/subtract of line F1. through F3 and enter the net value in this column.
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H. ADJ AVK-619. Takethe Bal Curr Month (Line E) figure, plusminus the Total Adj (Line
G) figure, enter the net amount in this column. At this point, the ADJ AVK-619 (Line H) figure should be
equal to the ADJ SBCIVRGC (Line D) figure.
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SBCJ/VRGC/STANFINS RECONCILIATION WORKSHEET
(For use of this form. see DeCAD 70-16: OFR s RM. )
|STORE ' DODAAC | MONTHIYEAR
FORT CRATER HQC123 APR 98
GROCERY MEAT PRODUCE
A, END INV-SBCY 495,143.92 23,534.51 5,861.02
s, exo wvarmac 495,143.92  23,534.51 5,861.02
]C. DIFFERENCE 0 0 Q 0
1. SBCJ ADY 0 @%) 0
; \ N
AN
2. VRGC ADJ 0 0
v . ;
b, aosusTED secsvmac 495,143.92 . 23,534.51 5,861.02
Le. eac comm sowme v e 242,246.01  19,963.71 8,617.26
| Amm'mm) T0O BE PROCESSED IN STANFINS | i
2. D. E.F. BLOCKS (427.71) 0 0
3. JV(S) NOT PROCESSED : (275.57): 0 0
A — 252,897.91 3,570.80 (2,756.24)
R— 495,143.92 = 23,534.51 5,861.02

DeCA Form 70-86. Jun 1998 Supersedes DeCAF 7068, Aug 1894 Thchmmmmwwmufmm:

SBCJVRGC/STANFINS Reconciliation Worksheet, DeCA Form 70-65
Figure 8-1
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DATE PREPARED 30 APR 98 MONTHLY STATUS OF INVENTORY ACCCUNT PCN = AVK=619%9

MAT CAT/SO

OPT (GRCCERY) JALANCE
PRIOR MONTH BALANCE 3258, 541,61
174 pIC  BLOCK INCREASES DECREASES
85 L12 6XF $0.00 $285.14
ES L2 GXE £0.00 514257
85 31 GHJ $36,269.78 $0.00
BS 318 EHK $53,537.75 $0.00
8BS 316 GHL 356,304.94 $C.00
BS 31A  GHM $2,368.38 £0.02
85 314 GRN $169,394.15 0.00
85 314 GHO $6,136.92 $0.00
BS 316 GXF $285.14 $0.00
85 316 _6X6 $162.57 £0.00
25 31A  HDA $142.57 % $0.00
85 31A HD3 $265.1 $0.09
BS 314 WY _ — 5275.57 D L3947 s0.00
85 31 HGB [ ot Y $0.00
85 31A HeD $2,259.03 $0.00
8s 31A  HGE $1,892.17 $0.00
85 314 HGF $350.04 $0.00
es 310 HeI $555.30 0.3
85 314 HGJ $4,800.29 $0.00
ES 314 HeK $589.74 $0.00
85 315 HeM $2,851.15 $0.00
85 314 HeO 146044 $0.00
BS 316 Hep $3,826.30 £0.00
BS 314 Héu $456.60 $0.00
85 314 HGR  $238.80 ~ $0.00
85 314 HeU $576.75 $0.00
85 314 Hev $1,646.82 $0.00
BS 315 HeW €1,052.60 €0.00
as 312 Rz 1400.5C £0.00
85 319 HeO $357.45 $0.00
B85 314 He2 $45,158.13 £0.00
45 3115 He4 $41,399.40 €0.00
85 31A HGS $2,778.12 $0.00
85 314 He? $239.,961.41 $0.00?

Monthly Status of Inventory Account, AVK 619
Figure 8-2
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DATE PREPARED 30 APR 98 MONTHLY STATUS OF INVENTORY ACCOUNT PCN = AVK-619
MAT CAT/SD
T/A bIC BLOCK INCRERSES DECREASES
8S 318 HG3 $606.57 $0.00
BS 312 HHA $152.32 $0.00
35 318 HHB $1,315.74 £0.00
ES 314 HHC $4,2321.55 .00
85 31 HHE §563.87 $0.00
b 31A HHF $450.50 $0.00
85 21 HHK s1,124.28 $0.00
85 3ty HHL $E54.306 $0.00
g5 31A HHM I3,679.4¢ $0.00
35 31 HHN $6,657.56 $3.00
85 318 HH G $4,279.22 £0.00
c3 31y HEN $49.20 $3.00
3 31y HHS $50.00 $0.00
€3 527 €76 $0.00 $32,028.39
3 52% H7 A #0.0GC £257 .99
€3 521 H7B $3.04d 3$146.20
c3 527 H7C 30.00 $553.61
<3 527 H?D $0.00 $135.58
c3 521 H7E $30.900 $5256.91
€3 527 H7F $0.00 $2462.68
c3 5¢7 H76 30.00 $72.91
c3 S2y H7H 30.00 $422.40
c3 527 H7I $0.00 $£290.45
c3 521 H7J $0.490 $242.32
c3 521 H7K $0.00 $437.1%
€3 521 HTL $G.00 S+,605.00
c3 527 HTM 50.00 $431.24
€3 521 H7N $0.00 $370.28
c3 527 H?70 $£0.00 $1,093.46
c3 527 H7P £0.00 $22€.35
c3 52T H7Q §0.00 $3,731.55
3 £28 GLC £§06.00 161.38
c3 82¢ HHE $0.00 §259.16
oA 51R GHF 30.30 $25,045.33
L1} SR GHE $0.00 $32,533.27
L} 51R GHH $0.00 $38,072.03
€A S1R HSA $6.00 $35,086.39
6A S1R H6C $0.00 $34,747 .51
6A 51R HEG6 $0.00 $32,895.34?

Monthly Status of Inventory Account, AVK 619 (Continued)
Figure 8-2
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OATE PREPARED 30

MAT CAT/SD
Tin

6A
6A
€A
A
(1}
6A
A
6A
1]
&A
6A
6A
6A
6A
¢A
6A
€A
€A
6A
6A
6A
6A
6A
8A
6A
&A
A
6A
[}
€A
6A
6A
6A
€A
A
A
LA
€A
6A

51R
SR
52¢
5¢c8
52¢
52¢
52¢
s2¢
saq
52¢
Sec
52¢
52¢
526
526
52¢
526
52¢
Se¢
52%
s52¢
528
52¢
52¢

APR 98

ELOCK

HGH
HGL
HGS
HGT
HGX
HEY
H61
HG3
Hob
HGY
HHD
HHH
FHI
HHJ
HHO
HHP
HHR
€8s
€47
68U
HSA
Ha33
HEC
Ha3d
H3E
HEF
HéG
HBH
H81
H8J
H3K
H3L
H3n
H3N
H30
HEP
H3Q
H3R
H3s

Monthly Status of Inventory Account, AVK 619 (Continued)

INCREASES

$0.00
$0.0C
$3.00
$0.00
"£0.00
£0.00
$0.GC
30.00
$0.00
$0.G0
$0.00
10.GC
£0.900
$J.00
$0.00
$0.00
$3.CC
$G.00
$0.00
$0.0G
$0.00
$0.00
$0.00
§¥0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
i0.0C
$2.70
$U.00
$0.6C
$0.00
$0.00
$3.00
$0.00
$0.00

Figure 8-2
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MONTHLY STATUS OF INVENTORY ACCOUNT

DECREASES

342,075.51
$28,067.75%
$21,421.07
$22,513.88
328,499.48
$33,309.91
$29,276.75
329,927,029
333,900.85
$36,937.38
$26,705.95
$258,909.52
$19,3641.63
$323,459.61
323,986.84
3$322,156.92
$25,760.75
$611.48
£1,095.15
$1,3046.01
€1,147.72
39538.49
£949.76
$1,095.61
TeTe91
$580.59
§708.32
$856436
$919.59
$752.35
ix71.32
$307.17
$825.52
$7508.305
$783.94
$741.53
37¢1.22
$725.44
3828.33%?

PCN =

AVK~619
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DATE PREPAREO 30 APR 98 MONTHLY STATUS OF INVENTORY ACCOUNT PFN = AVK-619
MAT CAT/SO
TIA pIC BLOCX INCREASES DECREASES
6A 520 HET $0.00 $863.57
BALANCE CURRENT MONTH $701,¢606.02 3718,001.43 $242,245.01
DPT (MEAT) BALANCE
PRIOR MONTM BALANCE $20,7B6.7¢
/A DIC aLocK INCREASES DECREASES
85 31A GM4 $2,529.84 $0.00
8BS 31a HMB $7,959.95 t0.00
BS 318 HMG $£2,467.14 $0.00
35 31 HH4R $11,025.3¢ .09
B85 314A HMHN $4,373.11 $C.09
85 31a HNO $11,233.14 $2.20
35 31a HMT $2,306.09 $0.00
BS 314 HMX $6,464.9¢€ $0.00
BS 31» HMY $352.21 £0.00
85 31» H41 $157.40 NI
85 312 HM 2 $2-174.1C $0.00
1) 51R L) $0.00 $1,353.50
6A 51R GM2 $0.00 $2,871.97
6A 3R GM3 $0.00 $2,681.73
6A S1R KMrA $0.00 $2,675.11
6A 51r HAC $0.00 $2,930.46
6A 51k HMD $0.00 $2,628.36
64 51k HME $2.00 $4,082.39
6A 51R HAF $0.00 $2,149.28
€A S1r HMI $£2.00 $1,427.21
GA 51R HMJ $0.00 $1,378.39
6A 51R HMK $0.0G $2,124,.73
oA 51R HAL £0.00 $2,853.13
64 SR HEM $0.00 $2,C20.8%
€A 51r HRP $0.0C $2,030.23
6A S1R HMQ 30.00 $2,275.75
6A S51R HAR 30.00 $3,265.12
SA 51Rr HMS $0.00 $2,117.597

Monthly Status of Inventory Account, AVK 619 (Continued)
Figure 8-2
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DATE PREPARED 30 APR 98

MAT CAT/SD
T/A

6A
6A
6A
6A
6A
EA

2IcC

S1R
51R
SR
S1R
51R
51R

ELOCK

H#U
HMY
HMw
HMZ
HMO
HM3

BALANCE CURRENT MONTH

DPT (PRODUCE)

PRIOR MONTH BALANCE

T/A

e1c

31A
318
314
314
312
314
31a
312
31A
31A
318
318
31e
31€
31E
318
316
313
318
31€
31E
31e
318

BLOCK

69N
6Q0
HPD
HPJ
HPT
HPY
HP1
HPL
He8
H&G
GeL
HPA
HPC
HPF
HPl
HPL
HPM
HPN
HPS
HPU
HPX
HPO
HPS

Monthly Status of Inventory Account, AVK 619 (Continued)

MONTHLY STATUS OF INVENTORY ACCOUNT

INCREASES

$9.00
$3.GC
$0.00
$0.00
$0.00
50.00

$51,054.30

INCREASES

$261.72
$904.02
$262.48
$286.90
$319.60
$158.564
$632.76
$257.5¢6
$193.35
$173.58
$2,308.73
$1.,804.23
$2,040.565
$3,331.15
$2,301.81
$7¢0.87
31,478,245
$2,879.05
32,034.73
$2,014.7¢
$1,916.46
$3,171.58
$2,078.82

Figure 8-2
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DECREASES

$1,608.648
$1,309.%52
$1,649.1C
$1,797.51
$2,431.87
$2,184.60

351,877.35

DECREASES

£0.010
$0.00
$0.00
$0.00
$0.09
$0.00
$0.00
30.09
$0.00
$£0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.0C
£01.03
$0.00
$0.99
$0.00
$0.00
$0.00
t0.01?

PCN = AVK-619

$19,063.71

BALANCE

$10,440,22
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DATE PREPAREL 30 APR 98 MONTHLY STATUS OF INVENTORY ACCCUNT PCN = AVK~-419

MAT CAT/SD
T/A DIC BLOCK INCREASES DECREASTS
85 31€ HPb $1,400.02 $0.33
85 318 LI $1,327.99 $N.33
85 318 H3C $3,294.73 0.9
B85 31E HCF $1,819.05 1C.03
85 31E Hal $913.31 $0.00
85 31e HEJ $1,577.%8 $0.02
6A 51R €QJ 80.00 $1,478443
64 51R 62K 10.0C $2,073.37
6A 51R €QNM £0.00 $2,230.0%
6A 51R HPE $0.00 $2,122.63
6A 51k HPE $0.00 $2,211.47
6A SR HP G 30.00 31,884.53
6A S1R HPH $0.00 $2,253.80
6A 51R HPK $0.00 $1,578.912
8A S1R HPO 30.00 $1,254.73
€A S1R HPP $0.00 31,718.43
6A 51R HPQ $0.00 $2,043.52
6A 51R HPR $0.00 $2,175.53
6A 31R HPV $0.00 $1,800.35
6R 51R HPW $0.00 $1,762.01
6A S1R H?Z $0.00 $2,163.49
oA 51R HP 2 $0.70 $2,327.37
64 SIR HP3 $0.00 $1,943.32
64 S1R HP? 50.00 $1,794.52
6A S1R HPE $3.00 $1,487.51
6A S1R HaA $0.0C $1,655.23
[ 51R HaD $0.00 $1,743.45
6A S1R HQE $0.00 $1,995.12
6A S1R HQH $0.00 $1, 826450

BALANCE CURRENT MONTH 341,908.45 $43,731.41 $8,5617.26?

Monthly Status of Inventory Account, AVK 619 (Continued)
Figure 8-2
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DATE PREPARZID 30 APR §8
MAT CAT/SD

DPT (TROOP ISSUE)
PRIOR MONTH 3ALANCES

T7A PIC 3LOCK

BALANCE CURRENT MONTH

DPT (WAR R:Z3ERVE)
PRIOR MONTH BALANCE

T/A DIC ELOCK

BALANCE CURRENT MONTK
TOTAL INVENTCRY

TRANSACTION TYPE SuMMARY
TIA
as
c1
€3
€S
1)
20
Jv

TOTALS

Monthly Status of Inventory Account, AVK 619 (Continued)
Figure 8-2

INCREASES

$0.00

30.00

INCREASES

$5.09

$0.00

$270,826.93

INCREASES

$794,425.52
$10.00
$139.20
$3.00

33.00

$0.00

10.00

$794,5€¢8,78

8-14

MONTHLY STATUS OF INVENTORY ACCOUNT

DECREASES

10.060

$0.30

DECRZASES

$0.00

t0.00

DECREASES

$627.71
$0.00
$17,247.87
30.70
$795,934.31
$0.00

S0.G2

$3£13,610.397

PCN = AVK-619

SALANCE

$0.00

s0.CC

dALANCE

$30.00

$0.00
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DATE PREPARED 13 MAY 98 CURRENT STATOS OF INVENTORY ACCOUNT PCN = AVE-618
NAT CAT/SD
ppT  (GROCERY) BALANCE
PRIOR MOHTE BALANCR $242,246.01
T/A  DIC  BLOCK INCREASES DECRBASES ‘
B 1k EXA go .00 ss4 67 X%
B 310 EAt §1,1 5. 65 5_ 0.00
B5 30 BN 1,087.96 0.00
B3 FT S $106.26 x 0.00
B5 A AT 55, 254.02% 0.00
BS 310 A §3,235.19 X 0.00
BS 310 EAO $165,849.79 % 0.00
BS 1 E §33.601.22 % 0.00
BS M N 81.68 0.00
BS TR (1) $303.89 0.00
B5 A J6F 451314 0.00
BS T Y (1 31262.50 0.00
85 EF1 Y (] 253482 0.00
B5 A JGL §ssa.1s 0.00
85 A JoM 741.08 0.00
el 51 EN 0.00 3716 %
6 521  JN 0.00 105 U
3 51  J1B 0.00 351 93

¥ BLocKs WoT PROCESSED

Current Status of Inventory Account, AVK 618
Figure 8-3
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10725+ 65x+
1 0.00 $1,106.31 1,087-96 +
8§ & o 0:00 TNy 106-26 +
0 310 Jed §2,252.66 0.00 55,0002
g 810 JGI §4a17 0.00 , 2 4
03 gD JoN 7.51 40000 53529519 +
g oo 0:00 R 165,849-79 4
23 gﬁ HER 0.00 $36,578.93% 39,601-22 +
] 5§18 JGB 0.00 10/341.26 49714 -
6 51 J6C 0.00 1431051 8h-67 -
64 518 JGR 0.00 311257.07 21057000
60 5 J6E 0.00 2540496 2(
62 51k JGK 0.00 241652.60 38,578+55 -
1] 518 J60 0.00 142¢.21 ~ 786-95 -
doHom e S REHE
nnrn pgﬁpanxn 131y 98 CORRENT STATUS OF INVENTORY ACCOUNT
AT CHLJED ASES DECRRASES 253260119 «
X INCRE
§ 52 ggge 0.00 1,392.00 %
62 51 0.00 1,313 55
62 520 J88 0.00 ,zos %
51 52 J8C 0.00 1/092.23 427-71%-
k2771 *
275-515- JV
27557 »

253,601-19%+
K271 -
27557 -

252,897-91 «x

252,897-91%+
242,246+01 +

495,143+92 «

Current Status of Inventory Account, AVK 618 (Continued)
Figure 8-3
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1 52 J8 0.00 874.83
1} 52 J8E 0.00 881.31
1 52 ' 0.00 690.47
62 52 786 0.00 31.0 1.01
BALANCE CURRENT MONTH $331,233.30 $292,032.14
DPT [NEAT)
PRIOR MONTH BALAECR
/2 DIC  BLOCK IHCRBRS!& DECRBASRS
B i 8,134.36 0.00
BS KIV I 1] 1,331.74 0.00
BS 313 NP 5,307.4 0.00
6 518 HMS 0.0 1,401.04
1 51k HM6 0.0 3,102.92
1) SIR JMA 0.0 3,905.64
1) §1R  JMB 0.0 3,805.57
1 51k JMC 0.0 2,202.12
61 51 JMB 0.0 2,041.79
6A S1IR NG 0.0 1,980.74
11} SIR  JM 0.0 1,676.09
62 SIR NI 0.00 3,000.82
BALANCE CURRENT MONTH 314,7 3.50 %IJ 264,93
Higkc;}’gﬁﬂﬂ 13 MAY 98 CURRENT STATOS oF IRveNtORf ACCOONT

DeCAD 70-16  September 30, 1998

$281,446.57

BaLARCE
§19,963.71 8,134-36x+
]:hG]'Oh -
3510252 -
3,570-80 =
19:,96371%+

§11,472.282

bow 2 av-s18

19,963-71 =

19,963-71x+
35570-80 +

235534571

Current Status of Inventory Account, AVK 618 (Continued)

Figure 8-3

8-17



DeCAD 70-16  September 30, 1998

DPT  (PRODUCR)

PRIOR MONTH BALANCE

T/A  DIC  BLOCK INCREASES DRCRRASRS
B 118§ in .00 §36.17 %
B3 1 K 186.200¢ 0.00
B5 1 KL 255.70 % 0.00
B5 1 B 763.56 % 0.00
B5 m Ik 491.84 0.00
85 m I 236.64 0.00
B5 1B IR 3,046.72 0.00
B5 118 I 30198.17 0.00
B5 318 PG 1,419.57 0.00
B5 1B I 2,583.71 0.00
B5 118 DN 3,220.96 0.00
BS 118 I 1,249.95 0.00
0 527 HQP 50.00 g 2.36%
] g0 abe 0.00 §2,252.66
03 80 JPI 0.00 16.17
] 820  JPP 0.00 87.51
6A 51R EQM 0.00 1,566.029€
6A 518 BN 0.00 2,346.97%
1) 518 JEB 0.00 2,449.48
6A S1IR JBC ¢.00 2,435 58

BALANCE
$8,617.26

Current Status of Inventory Account, AVK 618 (Continued)

Figure 8-3
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3637%-
18620 +
25572
763+56

12-36

]:566‘02 -
2s3b6-57 -

1+ o+

8s617-26%+

8,617+26 =

85617-26%+
2:756'2&_-

52861-02 x
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1 51k JPB .00 2,033.98
62 31k JPI 0.00 1,680.06
6a 31 JPN 0.00 1,720.68
62 518 JPO 0.00 1,741.99
62 3R JRQ 0.00 2,152 40
BALANCE CURRENT MONTH S 16,613.64 2.81 §4,728.09?
gﬁ%ﬂcggEgﬁRBD 13 MAY 98 CURREHT STATUS OF INVEN Okf ACCOUNT bch = AVE-618
DPT (TROOP 1SSUE) BALANCE
PR}OR MONTH BALANCE §0.00
T/A DIC  BLOCK INC%E%%BS DBC%E%SES
BALANCE CORRENT MONTH 0.00 0.00 iO.DO
DPT (WAR RESERVE) BALANCR
PRIOR MONTB BALANCE $0.00
T/A DIC  BLOCK IHC%E%ERS DECRE%&BS
BALANCE CURRENT MONTH 0.00 $0.00
TOTAL INVENTORY $297,646.94
TRANSACTION TYPR SUMMARY
T/A INCREASBS DECREASES
5 $360,291.50 $121.04
(1 $0.00 $0.00

Current Status of Inventory Account, AVK 618 (Continued)

Figure 8-3
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Chapter 9

MISCELLANEOUSINCOME COLLECTIONS

9-1. GENERAL. Miscdlaneousincomeincludes all income credited to the Surcharge Collection
Appropriation and not otherwise categorized. This chapter provides guidelines for accepting and processing
vendor checks for the Shelf Display Agreements, the Sale of Front-end Scanner Data, and the Front-end
Merchandising Program at the ARBU, and the Performance Based Agreement Program (PBA) at the DeCA
Marketing Business Unit (DeCA MBU).

9-2. SHELF DISPLAY AGREEMENTS. Shdf Display Agreement isan agreement in which
participating manufacturers agree to pay DeCA for services provided as determined by the shelf display space
of their products in the commissary. DeCA MBU negotiates agreements with the manufacturers on an
individual basis. An accounts receivable/revenue earned is established by DFAS-CO from information
provided by the HQ DeCA RM. Paymentsto DeCA will be made as stated in the agreement. Checks
received from the vendors will be processed by the ARBU. Collectionswill be posted by DFAS-CO against
the accounts receivable.

a Upon receipt of acheck from the HQ DeCA/RM viatransmittal, ARBU personnel will take
the following actions.

D Log the check into the Checks Received logbook. The log can be maintainedin a
Ledger book and should list: (a) The date the check was received at ARBU, (b) The name of the vendor
sending the check, () The check number and the amount of the check, (d) The reason the check was sent, (€)
The action taken with the check.

2 The check will be deposited on the same day received before depository cutoff time.
Where same day deposit is not cost effective, next day deposit of checks must be achieved.

3 Prepare a Deposit Ticket (SF 215s), Figure 9-1, for the total amount of checks and
take the SF 215 and checks to the local bank. After the bank verifies the funds, the bank will return the
validated confirmed copy of the deposit ticket (SF 215) to the ARBU. Instructions for preparation of the SF
215 are shown at the end of this chapter.

4 Prepare a Cash Collection Voucher (DD Form 1131s), Figure 9-2, for the checks
deposited. The SF 215 and the DD 1131, amounts must agree. The Deposit Ticket Number must be
recorded on a Cash Collection Voucher (DD Form 1131). Instructions for preparation of the DD Form 1131
are shown at the end of this chapter.

5 Mail or fax the confirmed Deposit Ticket and original copy of the DD Form 1131 to
the following address:

Defense Finance & Accounting Office, Columbus Center
ATTN: DFAS-CO-FPS

P. O. Box 182204

Columbus, OH 43218-2204

(6) A photocopy of the DD Form 1131 and the SF 215 will be sent to the following
addresses:
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Defense Commissary Agency
1300 E Avenue

ATTN: DeCA/RMAS

Fort Lee, VA 23801

b. The appropriation 97X8164.6400 460 C917 033181, DSSN and the document number (See
paragraph below) must be shown on the DD Form 1131.

C. Construction of a document number (14 positions alphanumeric code) as follows:

1-2 position: Fiscal Year (i.e., 98, 99)
3-14 position: CGC917004600 ("constant™)

Example: Document Number for FY 97 is98CGC917004600
Document Number for FY 98 is 99CGC917004600

9-3.  SALE OF FRONT-END SCANNER DATA. DeCA sells subscriptions to interested parties for
access to the front-end scanner data avail able through the POS-M system. Subscribers who execute the
appropriate paperwork will be granted license agreements which will dictate the specific terms of the fee for
data exchange. Revenues earned are generally afixed amount per month, but could vary somewhat in the
event of agency problems with the timelines of quality of the data. These anomalies, and any discounts
associated therewith, are addressed within the term of the respective license agreements. The Contract
Management Business Unit (CBU) isthe administrator of the program. An accounts receivable/revenue
earned will be established by the DFAS-CO based on the data provided by HQ DeCA RMA. Paymentsto
DeCA will be made either on amonthly or quarterly basis. The checks from the subscribers will be received
by the CBU, recorded, and hand-carried to HQ/RMA. Collections will be posted by DFAS-CO against the
accounts receivable.

Upon receipt of acheck from the HQ DeCA/RMA viatransmittal, the ARBU personnel will prepare
SF 215 and deposit the check and prepare the DD Form 1131 as stated in paragraph 9-2a and 9-2b in this
chapter, and with Document Number 98MAC917004600 for FY 98 and Document Number
99M A C917004600 for FY 99 and so on.

9-4. FRONT-END MERCHANDISING PROGRAM. The front-end Merchandising Program is an
agreement in which participating manufacturers agree to pay DeCA aservice fee of 1 percent of all sales
generated on selected productsin return for display space at or near the checkout registers. DeCA MBU
negotiates agreements with manufacturers. Accounts receivables/revenues earned are established by DFAS-
CO from information provided by HQ DeCA RMA. Paymentsto DeCA will be made as stated in the
agreement. The checks received from the vendors will be processed by ARBU. Collectionswill be posted by
DFAS-CO against the accounts receivable.

Upon receipt of acheck from the HQ DeCA/RM, the ARBU personnel will prepare SF 215 and
deposit the check and prepare the DD Form 1131 as stated in 9-2a and 9-2b in this chapter, and with
Document Number 98FEC917004600 for FY 98 and Document Number 99FEC917004600 for FY 99 and so
on.

9-5. PERFORMANCE BASED AGREEMENT PROGRAM (PBA). The Performance Based
Agreement Program consists of agreements in which participating industry representatives agree to pay
DeCA apercentage of proceeds earned in accordance with negotiations stipulated in agreement. PBA
proposals are assessed for its compatibility with the appropriate category plan prior to its approval. DeCA
MBU Field Operating Activity representatives negotiate agreements with industry. Accounts

9-2
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receivables/revenues earned are established by DFAS-CO from information provided by DeCA MBU/FM.
Payments to DeCA will be made as stated in the agreement. The checks received from industry will be
processed through the Lockbox account. Collections will be posted by DFAS-CO against the accounts
receivable/revenue earned account and by DeCA MBU/FM to PBA Agreement account.

a Upon receipt of acheck from industry to Lockbox account at First National Bank of
Chicago, the bank personnd will post the check amount to DeCA PBA account using Document Number XX
_ 917004600 and submit deposit confirmation to DeCA MBU/FM to update the PBA agreement account.
DeCA MBU/FM personnel will reconcile the deposit confirmation with the bank statement weekly and
monthly.

D Types of PBA agreements are as follows:

ACCRUAL - PBA
PROMOTION - PRM
RACKS/SHIPPERS - RAK
FRONT-END - FEC
ADVERTISING - ADV

()] Construction of Document Numbers. The document number is a 14-digit
alpha/numeric combination. Thefirst two (1-2) positions are designated for the Fiscal Y ear, the next three
positions (3-6) are designated for category type of PBA agreement, and the last nine (7-14) positions are
917004600 (constant).

For example:  98ADV917004600 (Advertising agreement for FY 98)
98RAK 917004600 (Racks/shippers agreement for FY 98)
98PRM 917004600 (Promotion agreement for FY 98)
98PBA917004600 (Accrual agreement for FY 98)
98FEC917004600 (Front-end agreement for FY 98)

b. If the payment is received by the First National Bank of Chicago, the DeCA MBU/FM
personnd will:

D Prepare a Collection VVoucher (DD Form 1131), Figure 9-3, and a Check
Transmittal Letter, Figure 9-4, using the deposit confirmation provided by the First National Bank of
Chicago.

2 Submit the DD Form 1131, Check Transmittal Letter, copy of checks, and deposit
confirmation to DFAS-CO. DFAS-CO will:

@ Record the total amount deposited to PBA account against the Stock Fund suspense
account - 97F3875.0111 46C S33150 APC SZ66 DSSN 6355 (asindicated on the DD Form 1131).

(b Record the distribution of dollars by the category via Online Payment and
Callection (OPAC) to the Surcharge Fund account - 97X8164.6400 46C 917 S33181 APC LBAEQ7 DSSN
6551.

(© Submit a copy of SF 1080 viafax to DeCA MBU/FM.

9-3
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C. If the payment is received at DeCA MBU/FM, the MBU/FM personnel will:
D Deposit the check to designated bank.
2 Record the payment to the PBA Agreement account.

(©)] After receipt the deposit confirmation from the bank, follow the proceduresin
paragraph 9-5b.

4 Forward the original check transmittal letter, Figure 9-5, to First National Bank of
Chicago.

5 A copy of the check, the check transmittals letter, and the DD Form 1131, will be
retained on file for six years and three months.
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INSTRUCTIONS FOR PREPARATION OF DEPOSIT TICKET (SF 215)
Block 1. Deposit Number. The deposit number will be used when preparing the DD 1131.
Block 2: Enter the date deposit was made.

Block 3: Enter 00006551 for the 8-digit Agency Location Code (ALC).

Block 4: Enter the total amount of check(s) deposited. A separate Deposit Ticket (SF 215) will be
prepared for each type of agreement.

Block 6: Enter ARBU, P.O. Box 90028, Fort Lee, VA 23801.

Block 7: Sdf-explanatory

Block 8: Self-explanatory. Maintain the Agency copy of the SF 215 on file until a signed/confirmed
copy isreceived.

Block 9: Enter Finance and Accounting Officer
Defense Finance & Accounting Service
Columbus Center
ATTN: DFAS-CO-FPD-RC
P.O. Box 182204
Columbus, OH 43218-2204

9-5
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INSTRUCTIONS FOR PREPARATION OF CASH COLLECTION VOUCHER (DD 1131)

Cash Callection Voucher (DD Form 1131) will be prepared for each Deposit Ticket (SF 215) as
follows:

A. Disbursing Office Callection Voucher Number. The servicing DFAS Center shall enter
the voucher number in this block.

B. Receiving Office Collection Voucher Number. Enter the deposit number (Block 1) from
the Deposit Ticket (SF 215).

C. Receiving Office.
1 Activity. Enter the name and location of such activity.
2. Received and Forwarded By. Enter the printed name, title, and signature of the

designated receiving official.
D. Date. Enter date the DD Form 1131 is prepared by the collection official.

E. Disbursing Office.

1 Activity. Enter the disbursing activity (DFAS-CO) name and address.

2. Disbursing Officer. Enter the printed name, title of DO.
F. Disbursing Station Symbol Number. Enter 6355 in this block.
G. Date Received Subject to Callection. Leaveblank. Thisisthe primary voucher date

assigned by the functional areain DFAS-CO. It isthe DO or agent accountability date.

H. Period: From - To. Leavethe"From - To" blocks blank.

l. Date Received. Enter the date check was received from vendor.

J. Name of Remitter/Description of Remittance. Enter the name of vendor or company and
check number and date.

K. Detailed Description of Purpose for Which Collections Wer e Received. Enter the
purpose for collection (front-end Merchandising Program, Shelf Display Agreements, or Sale of Front-end
Scanner Data) and enter the applicable document number as stated in paragraph 9-2c, 9-3, or 9-4 this
chapter.

L. Amount. Enter the amounts of each check.

M. Accounting Classification. Enter 97X8164.6400 460 C917 033181 6551 as documented
on RMAS transmittal.

N. Total. Enter tota amount of checks.

9-6
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STANDARD FORM 215 (REV. 3-78)
PRESCRIBED BY DEPT. OF TREASURY DEPOSIT TICKET BUREAL O e P aneAL bERATIONS
DEPOSIT NUMBER DATE PRESENTED OR 8-OIGIT OR 4-DIGIT AMOUNT
MAILED TO BANK AGENCY LOCATION
CODE (ALC)

M M D O Y Y
[&]] )

(V)] @
CEERLE 93/33/9¢ 6551

% AGERCY USE—
Accounting and Reconciliation Br

P.0. Box 90028
€ AND ADDRESS OF DEPOSITARY\
Pimance and Accosnting Off b \/
Crestar Zsnk, .Fort lee, VA
DFAS-CO~ RC
(9) DEPOSITORS TITLE. DEPARTMENT OR AGENCY AND ADDRESS

. nrt Les, VA 23801-63’0/\
Defense Pinancve & Acooun
Columbus Cesater
P.0. Box . Columbus, 43218-330¢ TH1IS COPY CANNOT BE CONFIRMED
192257 2267
DEPOSITOR RETAIN THIS COPY FOR INTERNAL USE
DO NOT SUBMIT THIS COPY TO DEPOSITARY.

| aGENCY coPY

Deposit Ticket, SF Form 215
Figure 9-1
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TOREBURENING OFFICE COLLECTION VOUCHER NUMSER
CASH COLLECTION VOUCHER

{ RECEVING OFFICE COLLECTION VOUCHER NUMBER

287882

IACTIVITY (Name and moseon)

o | DEFENSE comg, RY AGENCY 5258 BLVD ATTN: AR BUSINESS UNIT HOPEWELL VA 23860
Zw [RECEVED ANO : . |DATE
E§ i :
(%}
& ONY ? GAIN 2 CH; ¥ REDEMPTION DIVISION :
3.3-88
[
DEFENSE FINANCE AND ACCOUNTING SERVICE PO BOX 182267 COLUMBUS OH 43218-2267
§§- bu.WmEm.umm—m | DISBURSING STATION SYMBOL MUMBER "DATE RECEIVED SUBJECT 70 .
I . s COLLECTION ,
' i WILLIAM G ARNOLD, DISBURSING OFFICER | i
; i 8551 [ |
PERIOD: From To P
g NAME OF REMTTER : DETALED DESCRIPTION OF f
. A
| </
IMARKET TACTICS 8205 197X8164 6400 AE 4600 CO17
|cks 7248 1033181 LBAE ;
CKDTD: 2-24-08 : i i
IACTMEDIA : 7.248.00: i
|CK# 278185 : | 3
CKDTD: 2-25-88 } i |
. ) : 1
|INFORMATION 30.000.00 |S7XB164 6400 AE 4600 C817
|CH# 362349 i 1033181 LBAE '
CKDTD: 2-25-08 ;
MAM| ; 3000000 .
CK® 10443 X ' 3 :
ICKDTD: 2-28-98 ; :
|
? |
| :
i i
| | |
| ; )
| |
‘ |
TOTAL $76.740.00 |
DD wns 1131 u::mu_s_
24 Jamunry 1956
Ei Feders Forma, .

Cash Collection Voucher, DD Form 1131
Figure 9-2
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*U.S. GPO: 1968-156-063
i | ISBURSING OFFICE COLLECTION VOUCHER NUMBER
I

CASH COLLECTION VOUCHER

| RECEIVING OFFICE COLLECTION VOUCHER NUMBER
‘ 485269

|ACTIVITY Mvame and loceson)
| DEFENSE COMMISSARY AGENCY, 5258 OAKLAWN BLVD. ATTN: MBU/FM BUSINESS UNIT. HOPEWELL, VA 23860

i gg RECEVED AND FORWARDED BY (Prnied name. ttie and soneess) | DATE !
1 ! .
| & CHIEF, MBU/FM-PEA UNIT !
1 ! 3-26-98
1 ACTIVITY Gvarme end ceton) H
: DEFENSE FINANCE AND ACCOUNTING SERVICES, P O BOX 182267, COLUMBUS, OH 43218-2267 I
%g OISBURSING OFFICER (Prinfed name. e and agneasre) | DISBURSING STATION SYMBOL NUMBER | DATE RECEIVED SUBJECT TO '
i 'E | COLLECTION :
DISBURSING OFFICER
! 6355 !
PERIOD: From To
DATE l NAME OF REMITTER » DETALED DESCRIPTION OF 3 ACCOUNTING i
RECEVED | DESCRIPTION OF REMITTANCE UL e A D AMOUNT CLASSIFICATION 1
| ; i
{ ; ‘ :
| 6-28-98 {PEGGY'S DESERTS TANNUAL ACCRUAL 25,000.00 |9713875.0111 46¢ 833150 .
i ICHECK# 347562 198PBA917004600 ! E
ICHECK DATED: 02-20-98 ; :
| % |
. . F
; . ‘
: ! ?
' DOCUMENT NUMBER '
i 198PBA917
' i
) i
: i !
| i
{ I
i
i
z
i |
ToTAL |
DD ;'::7 1131

This form wes stecomcally sroduced by Eve Feders! Forms, inc

Cash Callection Voucher, DD Form 1131 (For PBA agreement)
Figure 9-3
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DATE: 25 FEBRUARY 1998

TO: Defense Finance and Accounting Center
: P.O. Box 182267

Attn: DFAS-CO-SCRC

Columbus. Ohio 43218-2267

SUBJECT: PBA Program—Check Transmittal

The foliowing Check (s) for Categorv tvpe is
(are) forwarded to vou for depostt and collection acuon:
'COMPANY NAME CHECK NUMBER  CHECK DATE AMOUNT
PEGGY'S DESSERTS 347562 2- $25,000.00
<
\

After processing, piease return a copy of this transmittal along with a copy of the

complete record of transterring PBA tunds from Stock Fund Suspense to Surcharge account
listed above via fax (Fuas Zuades) Or mail to:

Defense Commissarv Agency
5258 Oaklawn Boulevard
Marketing Business Unit

Attn: MBU.FM/PBA
Hopewell. VA. 23860

If you have any quesuons concerning the above deposit. please contact the undersigned at
804-734-XXXX COML. or DSN 687-XXXX.

Thanks.

SIGNATURE

Check Transmittal Letter (For DFAS-CO)
Figure 9-4
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DATE: 25 FEBRUARY 1998
TO: DEFENSE COMMISSARY AGENCY
P.0. Box 93251
CHICAGO. IL. 60673-3251
SUBJECT: PBA PROGRAM (Group #2)—Check Transmittal

The following Check (s) for PROMOTION. ACCRUAL . RACKS FRONT-END is

A e L e e e e e——————

(are) forwarded to vou for deposit. (circie one)
COMPANY NAME CHECK NUMBER CHECK DATE AMOUNT
PEGGY'S DESSERT 347562 2-20-98 $25.000.00

**(CONTINUE LIST ON SHEET OF BOND PAPER IF NECESSARY) @
Please process using the following information: v

Document Number:  98PBA917004600 @

Deposit to DSSN: 6355

Marieting Business Unit
Attn: MBU/TFM-PBA
Hopeweii. VA. 23860

If you have any quesuons concerung the above deposit. piease contact the undersigned at
804-734- XXX,

Thanks.
SIGNATURE
Check Transmittal Letter (First National Bank of Chicago)
Figure 9-5
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Chapter 10

PROCESSING FAST PAY RECEIPTSFOR OCONUS STORES

10-1. GENERAL. This chapter provides procedures to ensure that merchandise paid for under Fast Pay
contracts are actually received and contracting officers are provided prompt feedback in cases of contractor
deficiencies. The Fast Pay contracts allowed a contractor to be paid prior to the commissary verifying goods
have been received and accepted, and the receipt entered into SAVES. Payment is made based on the
contractor's submission of an invoice that constitutes representation that the products have been ddlivered to a
post office, common carrier, or point of first receipt by the government. The contractor agrees to replace, or
correct supplies not received at the destination, damaged in transit, or not conforming to purchase

agreements.

10-2. RESPONSIBILITIES. The ARBU personnel are responsible for identifying payments without
receiptsin SAVES for the Fast Pay contracts and taking the necessary actions as follows:

a Upon receipt of a Fast Pay receipt document from the commissary, the ARBU personndl will
guery the paid records in SAVES to ensure that the payment indicator codeis" F".

b. Enter the receipt (31A) into SAVES based on the receipt document provided by the
commissary.
C. When a Fast Pay invoice has been paid, and the paid amount is $50 or more than the receipt

amount, ARBU personnd will forward a copy of the receipt document supporting the overpayment to the
DFAS-CO Commercia Accounts Branch for collection action.

10-3. OPEN FAST PAY RECORDSIN SAVES- DATE OF STAND ALONE DISBURSEMENT IS
60 DAYS GREATER THAN THE CURRENT DATE, Figure 10-1. Thisreport isacumulative listing of
all Fast Pay records in SAVES where the date of stand alone disbursement is 60 days greater than the current
date. It will be produced biweekly (1st & 16th of each month). Records are reprinted each time the report is
prepared until corrective action is completed. Thisreport is sorted by DODAAC and vendor name. ARBU
personnel will review the listing to ensure timely processing of receipt documentsinto SAVES. Upon receipt
of the biweekly listing, ARBU personnel will take the following actions:

a Request a Fast Pay receipt document from the receiving commissary within three working
days.

b. When the commissary has provided notice that no shipment was received, items were
damaged in transit, or did not meet requirements, and the commissary (ordering officer) was unable to obtain
corrective action from the supplier, annotate the information provided by the commissary on the Open Fast
Pay Records in SAVES -Where the Date of Stand Alone Disbursement is 60 Days Greater Than the Current
Datelisting.

C. At the end of each month, ARBU personnel will forward a copy of the “Open Fast Pay

Record in SAVES Where the Date of Stand Alone Disbursement in 60 Days Greater Than the Current Date”
listing to the DeCA Marketing Business Unit (DeCA MBU) for further actions.
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Chapter 11

CHARGE SALES

11-1. GENERAL. Nonappropriated Funded Activities (NAF) and Appropriated Funded Activities (AF)
are no longer authorized to make purchases 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 cash, check,
or an approved credit card. OCONUS commissaries can continue to process organizations and activities
authorized to make purchases on a charge sale basis (as described in the DOD Directive 5105.55-R) until
implemented with the new Point of Sale Modernization (POS-M) system. Examples of charge sale customers
aredining facilities, Military Groups, U.S. Navy ships, U.S. embassies, nonappropriated fund activities, etc.
ARBU will establish customer accountsin the AIMS. The DFAS-CO will establish the customer account in
the STANFINS.

11-2. PROCEDURES

a A customer account number and Accounting Processing Code (APC) are established for a
new account after region approval of a Commissary request. The Commissary Charge Account Request,
DeCA Form 70-8, Figure 11-1, is used to establish anew charge sale account. Thisform will also be used
by the Commissary to update/del ete current accounts. All information requested must be provided to the
ARBU before establishing the account. If information is omitted, the request will be returned to the region
disapproving the customer account.

b. The Commissary Charge Account Request is at Figure 11-1 and instructions for completing
it are on the reverse side of the form at Figure 11-2. There are five sections to be completed by:

Blocks1a-11: Therequesting activity.

Blocks2a-2c:  The Office of the Commissary Officer (OCO).
Blocks 3a-3b: The servicing Region.

Blocks4a-4g: ARBU or European Region.

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

C. After the Region approves the request, the DeCA Form 70-8 isfaxed to ARBU. The ARBU
is responsible for completing blocks 4a through 4g, with necessary information, i.e., customer account
number, APC, reimbursement source code, etc., for new accounts and/or for updates/del ete.

d. Reimbursement Source Code. The following list shows reimbursement source codes:
Source Code Specific Customer
200 Army
300 Air Force
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400 Navy/Marine
700 Foreign Governments (European Region only)
800 Coast Guard, Nationa Guard, Major Government
Departments, DoD School.
905 Embassy
906 Vendor Credit Memorandum (VCM)
915 Non Appropriated Fund-Army
916 Non Appropriated Fund-Non Army
917 Private Organization i.e., Boy Scouts, Officers
Wives Club, etc.
918 Army and Air Force, Navy, Marine Exchange
Service
920 Red Cross, USO
979 Dishonored Checks
e Surcharge: Surcharge will be applied to each sale made at the commissary to all charge
sales customers.
f. Accessorial Charges. Accessoria chargesfor Foreign Military Sales are prescribed in

Chapter 7, Volume 15 of the DoD Financial Management Regulation. The accessorial charges represent
certain expensesincident 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.
DFAS-CO will add an accessorial charge to the amounts of charge salesto all embassies.

11-3. CHARGE SALE ACCOUNT PROCESSING CODE (APC) REGISTER. DeCA Form 70-62,
Charge Sale Account Processing Code Register, Figure 11-3, isamanual register used to record APC

gned to anew charge sale customer for each region. The purpose of the manual Charge Sale Account
APC Register isto track APCs assigned so asto avoid duplication. A separate APC register will be used for
OCONUSVCM. The APCs must be structured and assigned as indicated below:

a Establishing An APC. The"first" position of the APC is numeric to designate the activity
as an off post customer. This number corresponds to the one designated for that particular region as shown

below:

(1) Central Area

(2) Northern Area

(3) Southern Area

(4) Midwest Region

(5) Southwest stores
(6) Northwest stores
(7) Vendor Credit Memo
(8) Vendor Credit Memo

11-2
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b. The "second" position is a sequence character which is numeric or alpha.
C. The "third" and "fourth" positions are al pha/numeric.
d. Establishing a Customer Account Number. A customer account number (whichis also

referred to asa DODAAC) will be established by the ARBU. The customer number for charge sale customer
will usually consist of the store code and the APC. The customer number for OCONUS VCM'’swill be the
region code and the APC.

e Requests for "Ship" Customer Account Number and APC. Customer account numbers and
APC'sfor shipsin the Atlantic and the Pacific will be established as follows:

D If the Unit Identification Code (UIC) (or customer account number) is preceded by
an apha"V" then the billing office is Fleet Accounting & Disbursing Center-Atlantic. The ships positioned
in the Atlantic will possibly make purchases in the Eastern (Northeast area, Southern area, or Central area),
and Midwest Regions. The ARBU will assign an APC for each region.

()] If UIC numbers preceded by an alpha"R" the billing office is Fleet Accounting &
Disbursing Center-Pacific. The ships positioned in the Pacific will possibly make purchasesin the
Western/Pacific Region and the Southern area of the Eastern Region. The ARBU will assign an APC for
each region.

©)] Ships sometimes have/request two accounts because purchases are made from two
appropriations, O&M (galley) and/or Stock Fund (ship's store).

f. Requests for "Coast Guard" customer account number and APC. |f the Unit Identification
Code (UIC) ispreceded by an alpha"Zz", the hilling office is USCG Finance Center. Coast Guard positioned
in the Pacific Ocean areawill possibly make purchases in the Western/Pecific Region and the southern area
in the Eastern Region, the ARBU will assign an APC for the appropriate regions. Coast Guard positioned in
the Atlantic Ocean area will possibly make purchases in the Eastern and Midwest Regions. The ARBU will
assign an APC for the appropriate regions.

11-4. ESTABLISHING AN APC FOR THE VENDOR CREDIT MEMORANDUMS (VCMs) FOR
OCONUS STORESIN WESTERN/PACIFIC AND SOUTHERN REGIONS.

a The region will obtain the name and address of each participating broker/company and
submit DeCA Form 70-8 to ARBU for assignment of an Account Processing Code (APC) and customer
number.

b. The ARBU will assign a unique APC and customer number to the broker/company and
return the DeCA Form 70-8 to the appropriate region.

C. To readily identify the VCM charge sale from other charge sales, an APC beginning with "9"
will be used for OCONUS VCMs in the Pacific area and an APC beginning with " 7" will be used for
OCONUS VCMsin the Panama area.

d. Separate APCs/customers numbers are not required for each 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.
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11-5. CUSTOMER DELETIONS.

a Upon receipt of the"DELETE" (DeCA Form 70-8) fax from the region, delete the customer
APC and DODAAC in AIMS. Thiswill prevent additional charge sale transactions from processing in
AIMS for this customer.

b. Fax the "DELETE" (DeCA Form 70-8) to the Defense Finance and Accounting Service at
Columbus (DFAS-CO). The APC and customer address information will be deleted from the STANFINS
master files by DFAS-CO.

C. Standard Operating Proceduresin place at DFAS-CO will ensure that any outstanding
charge sale receivable for a customer is recouped before the APC and customer address information in the
APC Master and Accounts Recelvable Address Master files are deleted. Once the APC and address
information have been deleted in the STANFINS master files, no additional charge sales or collections can
processin STANFINS for this customer.

11-6. CUSTOMER INFORMATION CHANGES. Upon receipt of the"CHANGE" (DeCA Form 70-
8) from the region, fax the form to DFAS-CO. The necessary changes to the master fileswill be processed in
STANFINS by DFAS-CO. Once the changes have been processed, the revised customer information will
appear on the next Accounts Receivable Address Master File.

11-7. REQUIREMENT. After receiving the DeCA Form 70-8 from the region, the ARBU is responsible
for completing DeCA Form 70-8, recording al necessary information, and for faxing a copy of the completed
request to the region/DFAS-CO within five working days.

11-8. DATA ENTRY. After establishing a customer DODAAC (Account Number) and/or APC, enter
thisinformation in AIMS APC INQUIRY AND ENTRY (see Appendix C, paragraph 3.6 for detailed
instructions).

a After entering datain AIMS, review the APC QUERY to ensure data correctly appears on
thislisting.
b. Review the Supply Input Exception Listing (AVK 015) to ensure data did not error out,

notify the DFAS-CO if data appears on thislisting. Theinvalid APC shown on thislisting must be corrected
prior to the month-end STANFINS cycle.

11-9. DFAS-CO
a The ARBU will be responsible for faxing a copy of al completed DeCA Form 70-8sto
DFAS-CO within five working days after receiving the request from the region. DFAS-CO will establish the

APC and customer account in the STANFINS and make all necessary changes to current account.

b. The ARBU will fax the completed DeCA Form 70-8 to DFAS-CO-SCSA (fax number 614-
693-0357/0400)
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COMMISSARY CHARGE ACCOUNT REQUEST
(For use ov thes form. sas DeCAD 70-6: OPR 13 RM.)

g NEW DATE

One: :
{J UPDATE i1.20-98

fa. TO:
Fort Crater DeCA

-

'Y &eblbwmgmhmmmumgpmndedwmmu&bh:hnpﬁunmmemmmme:

Foert Crater, VA 23801

(X Comnussarv Resaie T Both
Check ene)
[0 Troop Support
€ CUSTOMER NAME AND ADORESS | &. CUSTOMER POC/PHONE NUMBER
NCO Clud
aLDG 102 John Jamee/DSN 8B7-8777

f. CUSTOMER ACCOUNTING CLASSIFICATION

me‘%
None
-\

o,
%%

N/A
8 FUND STATUS . SILLING OFFICE POC/PHONE NUMBER | 1.
c - 88 Baxer
DSN/687-3333 Offics
D APTROImATRD ;
X il Brt Crater. VA 23801
! 2\ \
} SIGNATURE OF REQUESTING OFFICIAL &, \)" | L ACTIVITY
instatizbon Club Svstem

4a. TO: || Easr Serwce Camer
Chackone) || Wast Serce Canter
I:i_z-mm
Bb. CUSTOMER NUMBER €. ACCOUNT PROCESSING CODE
(APFC)
AEBALE .m

& REMBURSEMENT SOURCE COOE

ARBALE !rm-
3a TO:
) APPROVED & SURCHARGE L. ACCESSORIAL
. REGION " DISAPPROVED :
Ms Olivia North - AESNE YES ° ™ROOP NO
B APPROVING OFFICIAL SIGNATURE | DATE g- SIGNATURE OF SERVICE CENTER/REGION REP! DATE
. |
{1.29-08
8. REMARKS
DeCA Form 70-8. Jan 82 (Inswrucnons on xeverse)
™ - G "

Commissary Charge Account Request, DeCA Form 70-8
Figure 11-1
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INSTRUCTIONS FOR DeCA FORM 70-8,
COMMISSARY CHARGE ACCOUNT REQUEST
Indicate 1 account :s to be newiy established or upoated. Record the date of request.
Iwem]  Tobecompieted by Lthe requesting activity with the following information:
4. Nameof commissary or CDC.
b.  indicate 1f purenases wiii be made from the Commissary, Troop issue or Both.
¢.  Cuswomer name and address. using minima: aboreviauons.
d.  POC with phone number to be contactad for questions.
¢ Seli-expianatory. This will be come the customer's account number. and if not provided, it
will be assigned by the DeCA Service Center/Finance Office.
{. Full accounting classification if appropriated fund cusiome:r.
g Check box indicaung appropriata status - AF or NAF.
h.  POC with phone number to be contacted for billing questisns.
i.  Billing office name and address. (This is where the bill will be sent.)
J  Signawure oi requesting official.
&. - Position of requestng official.
I Responsibie acuivity of requesung official.
ltam2.  Tobe compieted by the Commussary Mansgement Support Center with the foliowing iniormation:
4. Nsme and phone number of empiovee processing charge sales.
by Commussary DODAAC and siore code.
¢ Commussary Officersdesignated representative signawre and date.
ltam3.  Tobecompieted by the Region with the foliowing information:
8. Responsibie Region will upprove or disupprove us appropriate.
b Approving officiai signature and date.
emd  Tobecompieted by the Service Center or Eurcpean Region with the following information:
«  Responsible Service Center or European Region.
b.  Cusiomer number from block le. or establish the number bused on store code and APC.
¢.  Assigned APC for Resale/Troop.
d. Reimbursement Source Code for Resaie/Troop.
e Surcaarge - Yes or No for Resaie/Troop.
. Accassorial lor embussies - Enter applicabie percenwage or "no” if not applicable.
g Service Center/Region representative signsture and date. (Copy of request wiil be provided w0
the commissary upon completion.)
IhemS.  May becompisted as nesded by the requesting activity, Management Support Center, Region or the
Service Center.
hessEamesm—— —
DeCA borm

Commissary Charge Account Request, DeCA Form 70-8 (Instructions)
Figure 11-2
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AR AL AU ROCE S o e
arc | commssary | parr | SUTIOMER | REsae CUSTOMER NAME
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R

Charge Sale Account Processing Code (APC) Register, DeCA Form 70-62
Figure 11-3
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Chapter 12

ADDITIONAL PROCEDURES

12-1. OVERPAYMENTS.

a Asresult of entering a supplemental credit receipt into SAVES, the system may generate a
candidate overpayment. When thetotal receipt amount, after the credit receipt is entered, isless than the total
of al paymentsfor the PIIN, Call, and DoDAAC, a message appears at the bottom of the " Supplemental
Credit Receipts Data Entry" screen noting that a candidate overpayment exists. When ARBU commits the
supplemental receipt, the record will be reflected as a " status 10" (overpayment has not been validated) in
SAVES until the record is validated at the DFAS-CO Commercia Accounts Branch.

b. The ARBU will provide the DFAS-CO Commercia Accounts Branch, with a copy of the
supplemental credit receipt (correction letter) to support the overpayment.

C. When ARBU receives areceipt correction letter from the ACS, and the correction isfor prior
inventory, the receipt must be blocked using aD, E, or F black.

12-2. SALVAGE. Commissarieswill not maintain documentation for salvage/markdown losses unless
required by the Region as an informal record to determine the amount of 1oss being experienced by a
particular commissary. Routine salvage and mark down losses will be absorbed as part of the 1.0% grocery
loss tolerance allowed each commissary between accountable inventories. No monthly salvage will be
blocked to the ARBU. The ACS/commissary will enter reports of Discrepancy (ROD) and Reports of Survey
into the business system.

12-3. CLEARING STANFINSRECORDSFOR RESALE CLAIMSWHEN THEY ARE
SETTLED UNDER THE CONTRACT DISPUTESACT. Thissection provides instructions for ARBU
clearing the records from STANFINS for the period of the claim settlement. The MBU/CBU will forward a
monthly report of claims settled under the Contract Disputes Act to ARBU. DeCA/IMO will produce the
following listings, sorted by Region, DoDAAC, and PIIN, to be submitted through the 3B2 file to the ARBU:

a "RECEIPTSWITHOUT INVOICESFROM CONTRACT DISPUTESEXTRACT
FILES." Thislisting contains all open supplemental receipts. Thelist will be generated in a columnar
format, identifying the following elements from the open receipts without invoices:

(1) Regioncode. "RGN"

(2) Block Control Number. "BCN"
(3) Last three digits of the DODAAC.
(4) PIIN.

(5) Call Number.

(6) Supplemental receipts.

(7) Company name.

(8) Amount.

(9) DORAS.

(10) Transaction date.
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b. "VCM'SFROM CONTRACT DISPUTESEXTRACT FILE". Thislisting will be
generated in a columnar format, identifying the following elements from the open receipts without invoices:

(1) Region code.

(2) Block control number.
(3) Last three digits of the DODAAC.
(4) PIIN.

(5) Month code.

(6) Credit seria number.
(7) Company name.

(8) Vendor code.

(9) Amount.

(10) Credit Julian date.
(11) Transaction date.

C. Upon receipt of extracted listings of open receipts and VCMsfor claim period, the ARBU
personnd will:

D Group al document numbers for vendor/PlIN/VCM by selecting these transactions
from the AXL (Undéelivered Orders/Accounts Payable/Inventory Intransit — AVK 252) file. STANFINS Data
Query may be helpful when doing this.

2 Total all open receipts for the PIIN and callsidentified in the claim.

(©)] Processa Type Action C4 Final transactionin STANFINS for all open payables on
AXL filefor the vendor/PIIN based on the history file AVK 037. This transaction will liquidate the accounts
payable balancesin STANFINS for the particular vendor/PIIN. Maintain the historiesin acentral file at the
ARBU for six years and three months.

12-4. CLEARING SAVESAND STANFINSRECORDSFOR VENDORS STATING NO
LIABILITY EXISTS. This section provides procedures for clearing records from SAVES and STANFINS
for those vendors acknowledging, in writing, to MBU/CBU, that no liability exists on behalf of DeCA for a
specified period of time.

a Upon natification from DeCA/IMO that the records have been moved off-line from SAVES
to aretention file, the ARBU personnel will stop all actions on the AXL file for the noted vendor and the
specified period of time.

b. Upon receipt the listing of off-line records from SAVES from the DeCA/IMO, the ARBU
personnel will processa"L1A" transaction into AIMS/STANFINS to clear the AXL file using an appropriate
block number for the transactions.

C. After completing the "L1A" transaction, prepare and submit a Journal Voucher (JV) to
DFAS-CO for processing in STANFINS as follows:

Dehit to Inventory with Agent (GLAC 1521.3%)
Credit to Prior Y ear Adjustment (GLAC 7400.00)
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d. When ARBU receives correction forms to receipts for the records moved off-line, annotate
their listing with the correction, forward a copy of correction form to the DFAS-CO Commercia Accounts
Branch, and file the correction form with the ARBU listing. No entrieswill be madein SAVES or
STANFINS by ARBU for the correction forms.

12-5.  PAYMENT OF AN INTERNAL REVENUE SERVICE (IRS) LEVY. ThelRSissuesalevy
against avendor, providing ARBU a copy of thelevy, and directing that all payments owed the vendor be
submitted to the IRS until the amount of the levy has been satisfied in full. DFAS-CO Commercial Accounts
will prepare and submit a SF 1034 to DFAS-CO for payment to IRS. Upon completion of the voucher (SF
1034) for payment to the IRS, the Commercia Accountswill provide a copy of the voucher to ARBU.
ARBU personnel will delete the receipt from SAVES based on the voucher provided by the DFAS-CO
Commercial Accounts, thereby preventing any future payments against the receipt. No entries will be made
in AIMS/STANFINS. If the payment isafina payment and only a portion of the receipt amount is being
paid, ARBU will reduce the receipt amount in SAVES by the amount paid against the invoice.

12-6. REVERSAL OF DUPLICATE TRANSACTION IN STANFINS. When it has been determined
that a duplicate block has processed through AIMSto STANFINS, use these procedures to identify blocks
that need to be reversed. Duplicate blockswill suspend on AIMS Duplicate Report as VRGC Duplicate.
Duplicate blocks may also be identified on the VRGC.

a. CASH SALES.

D Use the Cash Sales Reconciliation Report (AVK-963), amonthly STANFINS
report, to verify by store, by document number, and by dollar sales amount if a cash sale has been entered
more than once. If it has been entered more than once it will have the same store, document number, and
sales amount. The date field will differ for each entry.

2 Once it has been determined that a duplicate transaction has processed determine
what block number was used when the transaction was input to the system. Usethe date field onthe AVK
963 to determine approximately when the block processed through AIMS. It should be the day prior to the
date on the AVK 963 except for month end when AIMS s not processed daily into STANFINS.

3 Use a Cash Sale Reversal (N1R) transaction to reverse the cash sale out of

AIMS/STANFINS. Use the block number of the original transaction, original document number and original
dollar amount.

4 Verify the transactions processed to STANFINS.
5 Delete the control card from the VRGC for each block reversed.
b. CHARGE SALES.
D If acustomer has natified the store or the ARBU that their 1080 bill has been
duplicated, the ACS/ARBU personnel will request a copy of the bill from the customer or DFAS-CO, and

research the document number that has been duplicated.

2 Once it has been determined that a duplicate transaction has processed, determine
what block number was used when the transaction was input to the system.
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3 Use a Charge Sale Reversal (N2Q) transaction to reverse the charge sale out of
AIMS/STANFINS. Use the block number of the original transaction, original document number and original
dollar amount.

4 Verify the transactions processed to STANFINS.
5 Delete the control card from the VRGC if every line has been reversed.

(6) If the transaction has been duplicated more than once it must be reversed more than
once using step three and four. Use step five after al lines have been reversed.

C. LOCAL PURCHASE RECEIPTS.

D Use STANFINS Report ASF Monthly UDO/AP/INV Status (AVK 252) to
determine which document numbers are duplicates.

()] Once it has been determined that a duplicate transaction has processed, determine
what block number was used when the transaction was input into the system. Use AIMS Financial Query to
determine the block number used for the original input.

(©)] Use alLocal Purchase Receipt Reversal (L1A) transaction to reverse the local
purchase receipt out of AIMS/STANFINS. Use the block number of the original transaction, original
document number and original dollar amount.

4 Verify the transactions processed to STANFINS.

5 If the transaction has been duplicated more than once it must be reversed more than
once using steps three and four. Use step five after all lines have been reversed.

d. MILSTRIP RECEIPTS.

D Use STANFINS Report ASF Monthly UDO/AP/INV Status (AVK 252) to
determine which document numbers are duplicates.

()] Once it has been determined a duplicate transaction has processed determine what
block number was used when the transaction was input into the system. Use the AIMS Financial Query to
determine the block number used for the original input.

3 Use aMILSTRIP Receipt Reversal-Not Due In-FF&V (L1B) transaction to reverse
the MILSTRIP receipt out of AIMS/STANFINS. Use the block number of the original transaction, original
document number and original dollar amount.

4 Verify the transactions processed to STANFINS.

5 Delete the control card from the VRGC if every line has been reversed.

(6) If the transaction has been duplicated more than once it must be reversed more than
once using step three and four. Use step five after al lines have been reversed.
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e ADJUSTMENTS (TRANSFER, PRICE CHANGES, GAINSAND LOSSES, VCMs).

D The following STANFINS Reports can be used to determine when duplicate
transactions have been input into the system.

@ Use STANFINS Report ASF Monthly UDO/AP/INV Status (AVK 252) to
determine which document numbers are duplicates.

(b Use STANFINS Report Monthly Status of Inventory Accounts (AVK 619) to
determine if ablock has been input more than once.

(© Use the STANFINS Genera Ledger Inquiry against the GLA 1521 and 1311
accounts to determine duplicates by document number. Thiswill cover amonthly timeframe.

2 Once it has been determined a duplicate transaction has processed determine what
block number was used when the transaction was input into the system. Use the AIMS Financial Query to
determine the block number used for the original input.

3 Use the following DIC for areversal transaction to reverse the original transaction
out of AIMS/STANFINS:

Q1A INCOMING SHIPMENT-GAIN

Q1B PHYSICAL INVENTORY-GAIN

Qi1C PRICE CHANGE-GAIN

Q1D ACCOUNTING ADJUSTMENT-GAIN
Q2A INCOMING SHIPMENT-LOSS

Q2B PHYSICAL INVENTORY-LOSS

Q2C PRICE CHANGE-LOSS

Q2D ACCOUNTING ADJUSTMENT-LOSS
Q2E SALVAGE

N1V TRANSFER - OUT WITHIN REGION
N1U TRANSFER - OUT OUTSIDE REGION
N2T VCM

L1V TRANSFER - IN WITHIN REGION
L1U TRANSFER - IN OUTSIDE REGION
4 Use the block number of the original transaction, original document number and

origina dollar amount.
5 Verify the transactions processed to STANFINS.
(6) Delete the control card from the VRGC if every line has been reversed.

@) If the transaction has been duplicated more than once it must be reversed more than
once using stepsthree, four, and five. Use step six after all lines have been reversed.

12-7.  GOVERNMENT PROPERTY LOST OR DAMAGED (GPLD) SURVEY CERTIFICATE,

DeCA FORM 40-70 OR FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS, DD
FORM 200.
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a A DeCA Form 40-70, Government Property Lost or Damaged (GPLD) Survey Certificate,
Figure 12-1 or DD Form 200, Financia Liability Investigation of Property Loss, Figure 12-2 will be
prepared for lost, damaged, or destroyed Government property which occurs within the commissary or CDC
IAW Operating Procedures. (See DeCAD 40-15 for additional guidance.)

b. Upon receipt of weekly SBCJwith attached DeCA Form 40-70 from the ACS, ARBU
personnel will compare the total dollar amount on the DeCA Form 40-70 with the dollar amount of the DIC
82E transaction on the SBCJ. These two figures should be the same.

C. The ARBU personnel will establish a suspense file for each DeCA Form 40-70 with a copy
of portion of SBCJ showing DIC 82E transaction attached.

d. Upon receipt of approved/disapproved DeCA Form 40-70/DD Form 200 from the region,
ARBU personnel will pull the DeCA Form 40-70 from the suspensefile. Thetotal dollar amount shown on
the DeCA Form 40-70 submitted by the commissary will be compared with the total dollar amount shown on
the DeCA Form 40-70 sent by the region.

D If the total dollar amount shown on the DeCA Form 40-70 submitted by the
commissary is equal to the total dollar amount on the DeCA Form 40-70 sent by the region, no further action
isrequired.

()] If the total dollar amount of DeCA Form 40-70 submitted by the commissary does
not agree with the total dollar amount on the approved DeCA Form 40-70 sent by the region, attach a copy of
approved DeCA Form 40-70 to the DeCA Form 40-70 submitted by the commissary/ACS retain in suspense
file until the commissary/ACS submits a correction form.

e As aresult of the report of survey, when aresponsible individual admits financial liability
for the loss, damage, or destruction, of Government property, he or she may agree to reimburse the
Government. The responsible individual may reimburse the Government by cash, check or by submitting a
DD Form 362 (Statement of Charges for Government Property Lost, Damaged or Destroyed). Guidance for
submitting a DD Form 362 is stated in DeCAD 40-15. Upon receipt of cash or a check, the
commissary/ACS personnel will:

D Prepare a SF 215 for the total amount of cash or check received and take the SF 215
and cash or check to the servicing bank.

()] Prepare a DD 1131, Cash Collection Voucher for the amount of the cash or check
received. Type ether the voucher number from block 4 of the DeCA Form 40-70 or the inquiry/investigation
number from block 2 (assigned by HQ DeCA DOL) of the DD Form 200 on the DD Form 1131 in the
column entitled “ Detailed Description of Purpose for which collections where received” column.

(©)] Provide the original DD Form 1131 and the confirmed copy of the SF 215 to
DFAS-CO, Dishursing Office. Also provide one copy to the supporting Region and HQ DeCA DOL.
Maintain one copy in the commissary file.

4 Submit a DeCA Form 70-88, Financial Transactions Form, the results of the Report

of Survey, the DD Form 1131, and the SF 215 to ARBU for processing the adjustment (DIC QZ2E) into
AIMS.
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f. Upon receipt of a correction form with a copy of the results of the Report of Survey, the DD
Form 1131, and the confirmed copy of SF 215 from the commissary/ACS, ARBU personnel will:

D Review the SF 215 and the DD Form to ensure that the dollar amount on the both
formsarein agreement. If not, notify the commissary/ACS for necessary correction.

2 Review DeCA Form 40-70/DD Form 200 previously established in the suspense
file to ensure that the dollar amount on the DD Form 1131 is equal or lessthan DIC 82E transaction
previously processed in the AIMS.

3 Process the adjustment (DIC Q2E) for the amount shown on the DD Form 1131.
The document number for DIC Q2E transaction will be the same asthe original input (DIC 82E) in the
AIMS. For apre-inventory transaction, using the "Region Block" (D, E, or F in the second position).

4 Transfer the folder previously established in the suspense file to the permanent file.

12-8. TOBACCO PROCEDURES. The purpose of this section isto provide the Analysis and
Reconciliation Business Unit (ARBU) procedures for recording and accounting for tobacco products owned
by the Exchange Services and sold in DeCA commissaries. These procedures provide guidance for
reconciling tobacco accounts by region, and the status of accounts by region and for the entire agency.

a Reporting sales

D Except commissaries in European Region, ARBU will collect sales data twice each
month from each ACS for DeCA stores that sell tobacco. Thefirst report each month will include sales for
1st through the 15th and the 2nd report will include sales for the 16th through the end of the month.

()] The ARBU will ensure areport of tobacco salesisreceived from each store. The
ARBU will ensure al reports from the stores contain the document number the stores have been directed to
include on the report.

(©)] Since the Far East and Panama stores have no accessto SAVES, a 31A must be
entered by the ARBU to adjust inventory and to establish areceipt for disbursing purposes for these stores.

4 The ARBU will consolidate all reports for the Eastern Region stores, separated by
Navy Exchange (NEXCOM) supported commissaries and Army and Air Force Exchange (AAFES)
supported commissaries. Each package will include a summarized total and the dollar amount of sales from
each store, with the store-unique document number, and will be forwarded to DFAS-CO Center for payment
to AAFES or NEXCOM. An invoice number will be provided by ARBU to be used by DFAS-COin
processing the summarized invoice for payment. The invoice number will be"A" plus the semimonthly call
number for AAFES and "N" plus the semimonthly call number for NEXCOM.

5 The ARBU will consolidate all reports for the Midwest and Western/Pacific Region
stores, separated by Navy Exchange (NEXCOM) supported commissaries and Army and Air Force Exchange
(AAFES) supported commissaries. Each package will include a summarized total and the dollar amount of
sales from each store, with store-unique document number, and will be forwarded to DFAS-CO Center for
payment to AAFES or NEXCOM. Aninvoice number will be provided by ARBU
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to be used by DFAS-CO in processing the summarized invoice for payment. The invoice number will be
"A" plusthe semimonthly call number for AAFES and "N" plus the semimonthly call number for NEXCOM.

b. Reimbursement to the Exchange Services

D Defense Finance and Accounting Service-Columbus (DFAS-CO) will receive
invoices from ARBU. Theinvoiceswill be date stamped upon receipt at DFAS-CO. One consolidated
invoice will be prepared for payment to AAFES by DFAS-CO for the Western/Pacific and Midwest Regions;
and one consolidated invoice will be prepared for the Eastern Region. One consolidated invoice will be
prepared for payment to NEXCOM by DFAS-CO for the Western/Pacific and Midwest Regions; and one
consolidated invoice will be prepared for the Eastern Region.

2 In preparation of anet reimbursement owed to the Exchange Services, DFAS-CO
will enter the invoice information into SAVES based on information provided by ARBU.

€) The DFAS-CO will enter into SAVES, by store, each tobacco sales report, by the
corresponding store-unigue document number. This document number will correspond to the 31A, receipt
entry, at the store.

(b The DFAS-CO will process the summarized total of all sales reports for
reimbursement. The authorized cost recovery fee will be entered as a discount; to reduce the total salesto the
net payment owed to the Exchange Service. The discount field in SAVES will be used only as the convenient
field to reconcile this reduction for further accounting entries.

(© The reimbursement to the Exchange Services will be processed for immediate EFT
payment to the EFT address provided by the Exchange Services.

C. Reconciliation Procedures

D The ARBU will receive the Tobacco Reconciliation worksheets and supporting
documents quarterly from the Region/Area points of contact (POCs).

()] Review the worksheets to make sure all document numbers are recorded in
sequential order. Make sure the sales totals recorded for each semi-monthly period are the same as the totals
reported on the Tobacco Sales Certifications. |f problems are noted, contact the store to resolve the
problems.

(©)] Each quarter, ARBU will receive the physical tobacco inventory results (Inventory
Certification) from each commissary. ARBU will review the tobacco inventory amounts and make sure that
the amount entered on line 13 (titled "Physical Inventory") on the Tobacco Reconciliation page matches the
amount recorded on the Inventory Certification. Also, make sure that the amount entered on line 1 (titled
"Beginning Inventory") is the same amount as recorded on the Inventory Certification for the previous
quarter.

4 After reviewing the worksheet and resolving any problems noted, contact the
designated Exchange representative and reconcile the store totals (DeCA's total s) with the Exchange totals.

5 Enter the quarterly totalsinto the ARBU Region Reconciliation spreadsheet by
store/activity.
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(6) ARBU will contact the Exchange representative and reconcile the quarterly results
for each region with the Exchange Services.

@) After the quarterly totals are reconciled for each region, the region results will be
entered into the Region Summary Spreadshest.

(8 After the reconciliation is complete, ARBU will finalize the results and obtain the
agency gain/loss for each exchange service.

9 ARBU will inform Resource Management of the agency results for the quarter.
Copies of the ARBU Region Reconciliation Spreadsheet and the Region Summary Spreadsheet will be
forwarded to HQ Resource Management (RM) not later than the last day of the month following the end of
the quarter. RM will review the quarterly gain/loss for each exchange service and take appropriate action.

d. 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's
fileswill remaininthe activefilesfor at least 90 days after the final (fourth) physical inventory at the end of
the Exchange fiscal year. Unlessinstructed otherwise by your higher headquarters, 90 days after the end of
the Exchange fiscal year (Exchangefiscal year ends approx. January 31), the previous year's files may be
removed from the active files but must be retained for a period of 6 years and 3 months.

e Time Requirement for Reporting Sales. Mid-month report only requires sales data; end of -
month requires sales data and supporting documentation from POS/PLU.

ARBU or SFAOE (Subsistence Finance and ARBU/SFAOE. COB of 12th and 3rd workday of the
Accounting Office Europe) enter sdlesdatainto  month.

spreadsheet. ARBU or SFAOE contact stores

for any missing sales reports.

When all sales are received, the spreadsheetis  ARBU/SFAOE. COB of 13th and 4th workday of the

compared/vaidated to SAVES. month.

Make necessary corrections. ARBU/SFAOE. COB of 14th and 5th workday of the
month.

Prepare invoices. ARBU/SFAOE. COB of 14th and 5th workday of the
month.

Forward invoicesto DFAS-CO ARBU/SFAOE. COB of 14th and 5th workday of the
month.
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Chapter 13

VENDOR CREDIT MEMORANDUM CREDIT CARDS PROCEDURES

13-1. GENERAL. The Department of Treasury has approved the Defense Commissary Agency (DeCA)
to participate inthe 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, servicesto the public
(e.g., Freedom of Information Act requests) and fees and fines. The Vendor Credit Memorandum, DeCA
Form 70-10, Figure 13-1, is presented to commissaries for price deductions, damaged/salvage, and returned
merchandise. Reimbursements are by check/cash, or off invoice or credit card at the store or the ARBU.
ACS personnel enter vendor credit memorandums into DIBS that will passthrough AIMSto STANFINS.

13-2. RESPONSIBILITY. ARBU personnel will accept the plastic cards (MasterCard and VISA credit
cards) for the payment of the VCM when the sales representative elects the VCM payment option (paragraph
13-4) of "VCMCC - ARBU." The sales representative will present the VCM credit card to the ARBU
personnel for collection/payment of VCM. ARBU personnel will processthe VCM payment into the
financial systems, and the filing and retention of the documentation.

13-3. ELECTRONIC CREDIT CARD EQUIPMENT AND CREDIT CARD COLLECTION NET
WORK PROCESS. Credit card reader (Tranz 330) and printer will be set up in the ARBU for processing
VCM credit card transactions. The equipment will be on-line with NationsBank 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 deposit to DeCA account.

d. Maintain separate card readers per region.

13-4, VCM PAYMENT OPTIONS. Distributors, manufacturers, vendors, and sales persons, to include
Frequent Delivery System (FDS) representatives (hereafter this group is referred to as sales representatives)
generally have three methods (options) of payment for VCMs. These options are cash/check, credit card
processed at the store (VCMCC - Store), and credit card processed at the ARBU (VCMCC - ARBU). The
VCM (52T/92T) payments are annotated in one of three ways in block v on the DeCA Form 70-10.

a Payment by Check or Cash: If the sales representative submitsaVCM with a check or
cash, the Accounts Control Section (ACS) personnel will enter the VCM data as a credit type of " C" into
DIBS.

b. Payment by VCMCC - Store: |If the sales representative € ects the option of "VCMCC -
Store" he/shewill present a MasterCard/VISA credit card (VCMCC) to the OCO personnel for
collection/payment of the VCM. ACS/commissary personnel will enter the VCM data as a credit type of
"C" into DIBS.

C. Payment by VCM CC - ARBU: If the sales representative el ects the option of " VCMCC -

ARBU," the OCO personnel will check the"VCMCC Vendors Listing" provided by the ARBU to determine
if the vendors are participating in the VCMCC payment program at the ARBU:
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D If the vendor ison the list, the OCO personnel will select "VCMCC - ARBU" in
block v onthe DeCA Form 70-10. ACS/commissary personnel will enter the VCM data as a credit type " F"
into DIBS.

2 If the vendor is not on thelist, or the credit card is denied/exceeds the credit limit by
the NationsBank, or the sales representative has no credit card, the OCO personnd will request ACS
personnel to process acredit type" N" (offset invoice) VCM in the DIBS and the amount of the VCM will be
deducted from the next invoice payment.

Note: If astore receivesaVCM without a payment (described in 13-4a, 13-4b, or 13-4c), the ACS personnel
will enter the VCM with an “N” for off invoiceinto DIBS.

13-5. ESTABLISHING VCMCC PAYMENT AT ARBU.

a The commissary will obtain the vendor's name, PIIN, address, and necessary information of
each participating sales representative from the ARBU.

b. ARBU will provide alist of the"VCMCC VendorsListing" to the commissary.

C. If the sales representative electsto leave a MasterCard/V1SA credit card/credit card account
number at the ARBU for VCM payment, aletter or form for authorization of charges must be on file at the
ARBU from the participator's sales representative. A copy of the representative's signature card for VCMCC
will be maintained in the ARBU.

D ARBU personnel will maintain records of all credit cards/credit card account
numbers received for VCM payments.

2 All credit cards/credit card account numbers received by ARBU are manually
logged into the appropriate Credit Card Log and secured in the office safe with access limited to authorized
personnel.

13-6. BEFORE PROCESSING VCM CREDIT CARD COLLECTION.

a VCM CREDIT CARD LOG, Figure 13-2. Each VCMCC transaction processed at the
ARBU must be recorded in the automated VCM Credit Card Log and secured in the office's safe with access
limited to authorized personnel. Instructionsfor completing the VCMCC log are at the end of this chapter.

b. VCM CREDIT CARDSPAYMENTS, Figure 13-3. Thisreport is produced weekly
(Sunday to Saturday). It providesalisting of all open VCM recordsin SAVES by region code and PIIN
number. Records are reprinted each time the report is prepared until corrective action is completed. It is used
for processing credit card transactions at the ARBU. When you receive the weekly listing, ARBU personnel
will take the following actions:

D For each contract/PIIN number shown on the listing, the ARBU personnel will
ensure that the PIIN number/sales representative’ s name is shown on the vendor'slisting. If not, request the
commissary correct the payment option stated in paragraph 13-4 of this chapter.

2 For each contract/PlIIN number shown onthe VCM Credit Cards Payments|listing,
the ARBU personnel will charge the vendor's credit card for the total amount shown on thislisting.
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13-7. PROCESSING VCM PAYMENT.

a Before beginning a credit card transaction, ARBU personnel will determine to the best of
their ability if the card isvalid by:

D Checking the expiration date to make sure that the card has not expired.

2 If the CardisaVISA Card, ensure that the four digits printed above the account
number are the same asthe first four digits embossed onthe card. (NOTE: Currently this procedure is not
applicable to MasterCard transactions.) If adifferenceis detected, the card cannot be accepted as a means of
payment.

3 Check the cardholder's signature. |f signature has been visibly atered, ARBU
personnd will:

@ Notify the vendor.
(b Deetethe VCM transaction(s) in SAVES.

(© Reenter the VCM transaction(s) with credit type" O" (offset invoice) for the
amount of the VCM to be deducted from the next invoice payment.

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

@ Make sure the credit card reader (TRANZ 330) isin the ready mode.
(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 card reader key pad and manually enter
the credit card account number, card expiration date, and the total dollar amount of VCMCC transaction from
the automated VCMCC log. The amount of the VCM is keyed in without the decimal. Example: A
$1200.57 VCM payment is entered as 120057; $100.00 as 10000. Verify the amount and press the "Enter"

key.

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

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

()] NationsBank sends the approval or denial response displayed on the card reader
screen. |If the transaction is denied, areceipt will not be generated.

(9) If approved, areceipt will be printed listing the VCM dollar amounts/total of

transaction (sample at Figure 13-4). If the transaction is declined or exceeds the credit limit, it isindicated
on the reader screen and the printer will not print areceipt, ARBU personne will:
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D Notify the vendor.
2 Delete the VCM transaction(s) in SAVES.

(©)] Reenter the VCM transaction(s) with credit type" O" (offset invoice) for the
amount of the VCM to be deducted from the next invoice payment.

(h) If the sales representative presents a MasterCard/VISA credit card at the ARBU, the
sales representative will sign the receipt. Once the sales representative has signed the receipt, the signature
on the receipt will be compared with the signature on the credit card to ensure they are the same.

0) After verification of asignature, ARBU personnel will retain the white copy of the
receipt to be attached to the " VCM collectionsto be processed by credit card at the OSC" listing. The
yellow copy of the receipt and card will be returned to the sales representative.

13-8. VENDOR CREDIT MEMORANDUM CREDIT CARD REFUND (VCMCCR).

a Completing Refund Documentation. If a sales representative requests credit (refund) for
overpayment of aVCM, ARBU personnel will:

D Pull the vendor's VCMCC receipt.

()] Review all necessary documents affecting the VCM transaction, i.e., original 70-10,
VCMCC receipt, etc., to determine if the vendor is entitled to the refund. If the vendor is entitled to arefund,
request ACS/commissary personnel prepare anew DeCA Form 70-10 for VCMCCR to include the
following information:

@ Indicate in Block "i" the type of refund on the new DeCA Form 70-10 (sample at
Figure 13-5).

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

(© Complete Blocks"j," “k,” "I", "m," and "n" with the same information shown on the
origina DeCA Form 70-10.

(d) Typetheinformation in Block "p" from the original 70-10 (New Price), in Block "0"
(Old Price) on the new DeCA Form 70-10.

(e Typethe correct VCM pricein Block "p" on the new 70-10.

()] Compute the difference between Blocks 0" and "p" and type the results in Block

(9) Price extend the columns and type the total dollar amounts and grand total in Block

(h) The Commissary Officer and authorized sales representative will sign the new
DeCA Form 70-10.
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3 Reguest ACS/commissary personnel prepare/submit Financial Transaction
Corrections Form, DeCA Form 70-88, for VCM refunds. ACS/commissary personnel will follow the
procedures in Chapter 21, Processing of Financial Corrections and Reversals, of DeCAD 70-6.

4 Request ACS/commissary personnel forward a copy of new DeCA Form 70-10 and
SAVES Financial Transaction Correction Form, DeCA Form 70-88, to ARBU for VCM refunds.

b. Processing Refunds Using a Credit Card Reader (Tranz 330). Upon receipt of the DeCA
Form 70-10 and correction form from the ACS/commissary, ARBU personnel will review the documentsto
ensure that the VCM refund agrees with the sal es representative's request. Enter the VCMCCR transactionin
the automated VCM Credit Card Log. ARBU personnel will process the VCMCCR in the credit card reader:
D Make sure the credit card reader (Tranz 330) isin the ready mode.
2 Pressthe"4" key (credit key) to activate the credit card reader for customer credit.

3 Swipe the sal es representative's credit card through the credit card reader and press
"Enter" key.

NOTE: Only manually enter credit card account information when card is not present or acard reader is
unable to read magnetic stripes.

4 Using the credit card reader key pad, enter the credit total (no decimal) from the
corrected DeCA Form 70-10. Example: $180.00 entered as 18000. The credit amount will be displayed on
the reader as: 180.00.

5 Verify thetotal credit amount and press the "Enter" key.

(6) Enter the vendor code'02". Pressthe "Enter" key.

@) The credit card reader will process the transaction and print a credit dlip (sample at
Figure 13-6)

(8 Pressthe "Clear" key.

9 The authorized representative(s) for the ARBU will sign the credit receipt
authorizing the refund.

(10)  Havethe salesrepresentative sign the receipt.

(11) The ARBU retainsthe white copy of the credit receipt to be attached to the ARBU
copy of the VCMCCR.

(12) Theydlow copy of receipt, copy of the VCMCCR and credit card will be returned
to the sales representative.

13-9. VOICE AUTHORIZATION PROCEDURE - USING TRANZ 330'S
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These procedures will be used when the credit card reader is not operational or there is aproblem
with the telephone line from the card reader terminal to the credit card company. (Thisshould not bea
normal store oper ating procedure, it should be the exception). (Procedures are provided in NationsBank
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 (sample at Figure 13-7).
Universal Sales Slips are provided in starter kit. |If your commissary does not have the Universal Sales dips,
create your own using Figure 13-7 asaguide. Make sureyou obtain al of the information requested on the
Universal Sales Slip.

b. Print the sal es 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
isinthe Important Number Section of your Quick Access Guide.)

d. Provide the Voice 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 sal es representative's signature on the receipt.

. If the sales representative's signature is on the credit card, verify the signature to the
signature on the sales dip.

h. At the appropriate time, follow the Force Draft Capture procedures below and complete the
transaction.

13-10. FORCE DRAFT CAPTURE PROCEDURES-USING TRANZ 330'S

Force Draft Capture procedures are used to enter information in the credit card reader from avoice
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 credit card
reader/communications lineis 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 do the Force Draft
Capture procedures. Procedures are asfollows. (These procedures [to include terminal responseg] are
provided in NationsBank'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.
d. Verify the total amount and pressthe " Enter" key.
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e Enter the Vendor Code ("02" for VCMSs) and press the "Enter" key.

f. Enter the authorization number from the "V oice Authorization" receipt.
. Verify the Authorization Number and pressthe " Enter" key.

h. Upon completion of the transaction, pressthe " Clear" key.

13-11. END-OF-DAY RECONCILIATION OF VCMCC TRANSACTIONS.

a Using the credit card reader, ARBU personnel will pull the end-of-day Batch Detail Report
(sample at Figure 13-8). Thereport will show adetailed listing of credit card transactions (to include
creditsfrom returns). Thereport will list VCM transactions and the dollar amount of each transaction. It
will also list grand totals (transaction count and amount), example: 6 transactions totaling $200.00.

b. ARBU personnel will run atotal of the VCM credit card receipts.

C. Thetotal dollar amount of the VCM receipts should be the same as the grand total on the
end-of-day Batch Detail Report.

d. If both totals agree, then press the settlement key on the card reader to ectronically deposit
the VCM credit card transactions. NOTE: ARBU personnel must electronically deposit (daily) each day's
credit card transaction. If thisisnot done, it will cause adelay in DFAS-CO receipt of the EFT SF 215.

e Print the Settlement Report (sample at Figure 13-9).

f. If the total of the sales receipts does not agree with the Batch Detail Report, ARBU
personnel will call NationsBank Customer Service line for assistance in resolving problems. A problem
should be resolved before depositing credit card transactions. (NOTE: ARBU personnel should review all
transactions making sure dollar amount entered credit card reader isthe same asamount printed on
receipt before calling NationsBank.)

0. VCM CC Documentation/Processing in SAVES. After completing deposit process,
ARBU personnel will:

Q) For each contract number/PIIN, prepare a DD Form 1131, Cash Collection Voucher
(sample at Figure 13-10), for the total VCMCC amount for that day's business. (NOTE: The DD Form
1131 will list each VCM transaction as shown onthe " VCM collectionsto be processed by credit card at
OSC" ligting to include the VCM document number and the accounting classification). Alsotype"VCM
CREDIT CARD PAYMENT" inthe description area of the DD 1131. The accounting classifications for
theregions are asfollows:

Central Region (4601): 97X4930 4K 00 46 4601 033150
Northeast Region (4602): 97X4930 4K 00 46 4602 033150
Southern Region (4603): 97X4930 4K 00 46 4603 033150
Midwest Region (4604): 97X4930 4K 00 46 4604 033150
Southwest Region (4605): 97X4930 4K 00 46 4605 033150
Northwest Region (4606): 97X4930 4K 00 46 4606 033150
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()] Verify the total amount of DD 1131 against the total of the VCM credit card
receipts to ensure that both totals agree.

3 Upon completion of the DD Form 1131, ARBU personnel will processthe VCMCC
"collection data" in SAVES from the DD Form 1131 by the end of the next business day to close the VCM.

4 Mail/fax the origina validated copy of the DD Form 1131 to DFAS-CO-FPS by the
close of the next businessday. Timely submission of the DD Form 1131 to DFAS-CO-FPS isimperative.

13-12. ELECTRONIC FUNDSTRANSFER - DEPOSITS.

a NationsBank settles the VCMCC transactions and electronically transfers deposits to
DeCA's account on adaily basis.

b. NationsBank 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 (Disbursing Office) by NationsBank.

13-13. CHARGEBACK PROCEDURES.

a A chargeback will be mailed by NationsBank to the ARBU 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.

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

b. Analysis and Reconciliation Business Unit Responsibility when a Chargeback is Received
from the NationsBank.
D Insure Prompt Response to NationsBank. When you receive the debit device,

promptly research and return to NationsBank within five (5) 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. Nulls and voids will cause DeCA to lose funds
represented by chargebacks.

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

(©)] Review Documentation before Return to NationsBank. Insurethat the
documentation necessary to refute the chargeback is legible and all requested information has been provided.

4 Call NationsBank toll-free Number. If there are any questions regarding a

chargeback, contact NationsBank Customer Service Office at 1-800-732-9195. When doing this, have
available the chargeback date and your merchant number.
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13-14. NATIONSBANK RESPONSIBILITY. NationsBank personnel 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. Try to reverse to the issuing bank any chargeback that they can refute on the ARBU's behal f

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

13-15. FILING AND RETENTION.

a For each contract number (PIIN), the credit card salesreceipts and the" VCM collectionsto
be processed by credit card at the OSC" listing will be maintained by the ARBU for a period of six years
three months (current year at site and othersin records holding area).

b. DD 1131 will befiled by month sequence. These fileswill be maintained by ARBU for a
period of six years three months (current year at asite and othersin records holding area).

C. Closed VCM's, DeCA Form 70-10 will be maintained in alphabetical order by vendor name
and month sequence. These fileswill be maintained by ARBU for a period of six years three months (current
year at site and othersin records holding area).

d. VCM Credit Card log will be filed by month. These files will be maintained by the ARBU
for aperiod of two years (current year plus one year in records holding area).
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INSTRUCTIONS FOR PREPARATION OF VENDOR CREDIT MEMO CREDIT CARD (VCMCC)

Block 1.

Block 2.

Block 3.

Block 4.

Block 5.

Block 6.

Block 7.

Block 8.

Block 9.

LOG

FY. Enter the Fiscal Year.

Voucher #. A sequential number assigned to the DD Form 1131. Thelog maintained at the
OSC will be used to assign the number that begins at 0001 and will be reset each fiscal year.

Credit Card Date. Enter the date of VCMCC transaction was made.
Company. Enter the name of the vendor.

Region. Enter appropriate region name.

PIIN #. Enter the PIIN # for the VCMCC transaction.

VCMCC amount. Enter the amount of VCM credit card transaction.
VCMCCR amount. Enter the amount of VCM credit card refund transaction.

Remarks.
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VENDOR CREDIT MEMO CREDIT CARD (VCMCC) LOG
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VCM Credit Card (VCMCC) Log
Figure 13-2
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VCM Credit Card Payment Recelpt
Figure 13-4

13-14



DeCAD 70-16  September 30, 1998

' 2. COMPANY/SUPPLY BULLETIN | 5. DOCUMENT NUMBER ' . OATE e
VENDOR CREDIT MEMO |ponamer ‘ 11-508 ’
(For wae of shis form. sse DeCAD 76-6: OPR is RM.) |apiScO ! i & EFFECTIVE DATE
! PAGE OF PAGES
1. COMMIESARY AND DODAAC | 5. MAME OF ACCOUNTABLE OFFICER | h. DEPARTMENT ‘L RETURNEDMOSE [
FORT CRATER COMMISSARY ICOMMISSARY OFFICER DAMAGEDVSALV. J0
HOCSKP . |GROCERY PRICEREDUCTION [J
‘ mEM * omaowas b ™ UNITE ON HAND ~ e i " pmee " oA
(UPC 5-16 Digics) WSV 13 Deguss u WAREROUSE sTore _ |TOTALUNITS' OLOPRICE | NEWPRICE |DIFFERENCE | DOLLAR AMOUNT
TCRACKERS RTZ ; . ;
1440000710 aS 0 2 w S 183 010 i 1230
] Pl ‘
i : <CnhA~/
| _ A\
VCMCCR : NN\ A
AN <
AN ' 1
EERTNNN\ 2
(o \VP DY
-.mumunuzumw | 4. VENDOR'S REMIT ADORESS v. 1 CASHICHECK ATTACHED  _ w. GRAND
, P O BOX 75150 2 VCMCC - STORE = TOtAL $ 1230
. | CHARLOTTE. NC 28275 3 VCMCC - ARBU [X) | 2 CONTROL NUMBER
DFAS-CO .
y. PRINTED NAME AND SIGNATURE OF COMPANY REPRESENTATIVE
} sam JoneS
r"““‘:‘s’“m_rogmma” meiumuemsmmsuonmmauuwmummwm
JJAN 1, DOCS SKPSGO802 e
00 PRINTED NAME AND SIGNATURE OF COMMISSARY OFFICER OR STORE bb. SPECIAL PRICE CHANGED . 3 !
:.nuums BY (Name. Sinacrs. and Tikic) | oc. DATE
i 11-1.08
DaCA Farm 70-14, Sap B¢ Supsrsstas DaCAF 78-10, Sep 01
Vendor Credit Memo (Refund)
Figure 13-5

13-15



DeCAD 70-16  September 30, 1998

7D /D [

THA®Y YOU FOT SHOPFING
UrCh-g- KEGIOH
:h:;:u i}*‘ﬁ.ﬁi«'ﬁ sLiD
HOPEREL[ s ZIHAE

DATE: HONDRY, B0, 570 g2:c P
e BT T

BRIT:  DECAHOCHERA]
(AR TYPL: BAZTCRCARD
TRASC TYPD: ECTURM
REFEREXTT £ BBEC
AUTH &

TOTRL AMT = 3 1&2B.87-

LILEF'"’ FANE -

1 ARREE T8 FaY ABDUT TOG~_ ARGINT

- R, Xl Y TR
r\rPPP-a L .r,q,.r! ¥ "3 - g i)
l-ld’ - = l- - bamam, s 4

l ounihs
SIBNATURS °...'.'1_-.-- s
VENDOR CORE ' B

VCM Credit Receipt (Refund)
Figure 13-6

13-16



DeCAD 70-16  September 30, 1998

3 -0

I 9T ALL PURPOSE SALES SLIP

W

e 0O NOT CRCLE EXPRATION DATE e LSS B0

Mr. Customer

K. Lee CommissAary

1234 SuT8 911 ZZZme

5191853

PRESS FiRMLY — USE BALL POINT PEN

[ STt
.

. Lee, Vlrglﬂlo.
BT

DO NOT WRITE IN THIS AREA

MEACHANT COPY

Universal Sales Slip
Figure 13-7

13-17



DeCAD 70-16  September 30, 1998

VON-SU EERTON
2298 GAKLALK BLVD
HOOPERELL W& 23865

M' J:Sﬂ 147 m": '-’.- .9?5 3.""
REPORT 3% - BATTH H) 3(;TH
REF: CAEC  AMDUNT

- S ARSS G Abae an a

Bei” T8 1.21734455%1?& $428.72
KT CAED: NOWMS $9.88
NDT Cr?:f» vISh $428. 72
. Crkl:: NASTERCARL $8. 68

B 3 Cﬁ?..- R EXPRESS $8. 8¢
Nc7 CRRD: OTHER $8. ¢
NET FLi CARDS: . $828,7%

82 | 88l ¢ 4247
10T AL CODES R B IR

Batch Detail Report
Figure 13-8
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Chapter 14

SYSTEMS

14-1. GENERAL. DeCA ACS/commissary/CDC/OPP use DeCA's Interim Business System, commonly
known as DIBS, to process financial transactions daily. ARBU personnel use SAVES, AIMS, and
STANFINS systems to process and reconcile the data transmitted from DIBS. ARBU personnel also are able
to access the ORS to obtain data from the AIMS and STANFINS reports.

14-2. DIBS

a DIBS is the world-wide business system of DeCA. It operates on a Honeywell mainframe
computer. Its primary uses within the continental United States are ordering, receiving and maintenance of
pricing of commissary store products for resale, creation of financial transactions to debit and credit store
accounts and the transmission of financial datato systems outside of the agency for payment or collection.

b. The Summary Audit Log (SAL) isadaily report and is provided to ARBU. The SAL reflects
all transactions processed by store. It serves as an auditable record for all transactions affecting the store account.
The report is aso an automated register of al blocksinput into DIBS for the month. It printsin block number,
DIC, and document number sequence. Thisreport has two parts:

D Part |: List the block numbers sorted by department. It includes the DICs, the
transaction count, and the debit/credit total of the block. It aso gives the opening inventory baance (by
department), the total activity for the day for the DODAAC, and the department closing inventory balances.

2 Part I1: List the lineitem included in each block.
14-3. SAVES.

a. SAVESisthe system used to process paymentsto vendors. Receipts (DIC 31As), VCM (DIC
52Ts), and VCM collections are input into DIBS by commissary/ACS/CDC/OPP personnel and transmit to
SAVES. Theinformation from the receiving report is data transmitted by department block number into the
SAVES and electronically transmitted to the SRD1 for disbursement and to the Paying Office for processing
for bill paying. Invoicesare input by Commercial Accounts at the DFAS-CO.

b. When SAVES end of day processing is completed, reports received are provided to ARBU
personnel. ARBU personnel will review these reports and take necessary actions to clear the transactions
rejected by SAVES. Reports are broken out by Region and then further broken out by store and distributed to
the responsible ARBU personnel. The SAVES output reports are:

D SAVES SORTED BY DODAAC AND BATCH (E/W29). Thisreport isadetail
lineitem listing of the blocks listed on the AIMS Financial Query and is used to research differences between
AIMS and SAVES. File retention: Destroy after next cycle or when no longer needed.

2 RECEIPTSINPUT TO SAVESAT SERVICE CENTER (E/W26). Thisisa
listing of individual receiptsinput at the ARBU and processed through end of day. It issorted by
DODAAC/Company/Name/PIIN/Call Number. Fileretention: Destroy after next cycle or when no longer
needed.
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(3) RECEIPTSREVERSAL INPUT TO SAVES (E/W27). A listing of all
individual receipt reversalsinput at ARBU for AIMSinput. It is sorted by
DODAAC/Company/Name/PIIN/Call Number. Fileretention: Destroy after next cycle or when no longer
needed.

4 STORE (31A) RECORDS REJECTED (E/W23). Thisisalisting of all receipt
transaction input at the stores and rejected by SAVES. The rgjected transactions must be researched and
corrected. Fileretention: Destroy after next cycle or when no longer needed.

(5) STORE (52T) RECORDS REJECTED (E/W24). Thisisalisting of all credit
memos input at the store and rejected by SAVES. The rgjected transactions must be researched and
corrected. Fileretention: Destroy after next cycle or when no longer needed.

(6) RECEIPTS/CREDITS/OLD CREDITSVENDOR CHECKSDELETED
(E/W 35). Thisisalisting of al records deleted from SAVES at the ARBU. File retention: Destroy after
next cycle or when no longer needed.

14-4. ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM (AIMYS).

a AIMSisused at the ARBU. All financia transactionsinput at the
ACS/commissary/CDC/OPP are transmitted to AIMS. This system interfaceswith STANFINS. The AIMS
system functional procedures are provided in Appendix C. This system has the ability to inquire against the
AIMS and to create transactions for entry into VRGC/STANFINS.

b. The system will automatically produce the following reports out of the daily cycle. These
reports will only print in one area of the ARBU.

D ALCIE DATA EXTRACT ERROR REPORT. Thisreport is produced when the
daily cycleisrun. The cycletakesthe records from the DIBS financial file and the SAVES files and creates
the records that will be transmitted to STANFINS. The report will provide the number of detailed records
included in the STANFINS process, the number of DIBS control records NOT included in the process for
STANFINS, the number of duplicate records now in the duplicate file. Thereis a separate report for the daily
DIBS finfile called FIN.dat.month day. Thereis also a separate report for the files named
ASAC.esc.monthday and ASAC.wsc.montyday. If atransaction does not processit will be listed in 80/80
format. It will be the responsibility of A& R to research the transaction for proper format, correct DODAAC,
etc., and input the transaction through the Financial Data Entry Screen. Annotate on any report that has a
transaction that did not process what action wastaken. Thereis also asummary page with the transactions
listed for all threefiles. Keegp this page and any annotated pages for a period of one month.

2 UNMATCHED TRANSFER INS AND TRANSFER OUTS REPORT. Thisreport
is produced when the daily cycleisrun. The cycle matches the transfer DIC, document number, and dollar
amount. The transactions match if the DIC are 31V/51V, 31V/L1V, and 51V/N1V for the same document
number and dollar amount. The report displays all unmatched transactions after the transactions have been
matched that day. The fidlds that are displayed are DIC, SUPPL DODAAC (for that DIC), DIC, SUPPL
DODAAC (for that DIC), DOCUMENT NO., TRANSFER IN, and BLOCK NUMBER, AMOUNT,
TRANSFER OUT, BLOCK NUMBER, and AMOUNT.
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3 AIMSDUPLICATES. Thisreport is produced when the daily cycleisrun. The
cycle checks each detail transaction against the history file to seeif it has processed previoudly. Itis
considered aduplicate if the DIC, DOCUMENT NUMBER, DODAAC, and DOLLAR AMOUNT are the
same. Thetransactionisthen listed on thereport. Thefieldslisted are DIC, DOCUMENT ID, DODAAC,
BLK, AMOUNT, TRANSDATE, and HIST DATE. The history date is the date the transaction was
processed through the system. When the transaction is processed or deleted it will no longer appear on the
report.

14-5. STANFINS. STANFINS s an automated accounting system designed to provide accounting
support to DeCA. Various reports are produced from STANFINS and are used to monitor sales, obligations,
receipts, inventory, and adjustments, etc. The following STANFINS output reports are storing in ORS for
viewing (for additional information, see ORS functional procedures, Appendix E, this directive):

a AVK-009 - F&AO INPUT NOTICE

D Description. Thisdaily report lists transactions read into the STANFINS cycle
which was generated from manual input by the DFAS-CO, disbursements passed into STANFINS from
SAVES, and interfund disbursements. Thisdaily report is provided to ARBU on Microfiche.

2 Purpose. AVK-009 provides avisual image of the card input and can be used for
research.

3 File Retention. Destroy after next cycle or when no longer needed.
b. AVK-015 - SUPPLY INPUT EXCEPTION LISTING

D Description. Thisdaily report furnishes alisting of supply transactions containing
invalid accounting processing codes (APC's). Transactions are reprinted each time the report is prepared
until corrective action is completed.

()] Purpose. Thisreport is used to reconcile discrepancies between the AIM S report
and the STANFINS AVK-054 report. It may be destroyed upon completion of the monthly STANFINS

cycle.

3 File Retention. Destroy next cycle or when no longer needed.

C. AVK-033 - SUBLEDGER ERROR LIST

D Description. Thislisting shows transactions that could not be posted to the
appropriate subledger during processing. These rejected transactions are recorded in subledger 39 until
corrective action is completed. It is produced each time a STANFINS cycleisrun. AVK-033 will be purged
at the end of each month. The AVK 033 is provided to ARBU on Microfiche monthly.

()] Purpose. Each transaction on the AVK-033 must be visually examined to determine
the erroneous condition. All erroneous transactions must be reversed and corrections processed so that the

datawill record in the correct subledger.

3 File Retention. Destroy after next cycle or when no longer needed.
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d. AVK-036 - STOCK FUND HISTORY LISTING (INFORMATION ONLY) AVK-037 -
STOCK FUND HISTORY LISTING (ACTION REQUIRED)

D Description. Thislisting isadetailed history printout of stock fund records by
document number. It is produced each time a STANFINS cycleisrun. The AVK-036 and AVK-037 reports
are provided to ARBU daily. The AVK-036 lists data for information purposes only and the AVK-037 lists
data requiring corrective action (except the DIC 92T caused by negative obligation).

@ When current input transactions do not meet predetermined conditions established,
the system creates an automatic history inquiry.

(b Theinformation will appear only at the time the record is affected.

(© When the F& AO submits an inquiry card (TA code N5) into the system to review
and analyze transactions of a particular stock fund document number, all transactions for that document
number as of that day will be printed on AVK-036 with the message" CAUSED BY MANUAL
INQUIRY™".

(d) Records with no current or previous month's transactions will appear with the
statement " NO MATCHING DOCUMENTSIN HISTORY".

()] Purpose. Thislisting is used to correct errors as soon as they occur to prevent the
error from appearing on the AXL file at the months end. When an automatic history inquiry is generated by
input updating the system'’s undelivered order record in the AXL file, the transaction causing the history
printout and all current and previous month's transactions for that record will appear on the AVK-037.

@ The history listing is given to the accounting technician responsible for that store.
The following are some examples of condition messages and action to take:

1 Detaill unmatched to AXL. Determineif the transaction has been recorded under an
erroneous document number. If so, reverse the transaction recorded and process a new transaction with
correct document number.

2. If history is caused by negative obligation (92T)... Take no action.

3. If history is caused by negative obligation or accrual (other then DIC 92T).
Coordinate with the store to determine the cause of the negative obligation. Possible causes are duplicate
cancellations or an erroneous document number on the cancellation. It is necessary for the store to input
appropriate corrections.

4. Possible Duplicate Document. Review history listing to determine if the transaction
recorded isaduplicate. If the transaction is aduplicate and it isinput by the store, request the store process
the necessary reversal.

(b The AVK-037 report is prepared on adaily basis and will be kept by the accounting
technician until all actions are completed.

(©)] File Retention. Destroy after next cycle or when no longer needed.

14-4



DeCAD 70-16  September 30, 1998

e AVK-054 - DAILY AUTOMATED FINANCIAL CONTROL REGISTER (AFCR) BY
DOLLAR AMOUNT AVK-060 - MONTH-TO-DATE AFCR BY DOLLAR AMOUNT.

D Description. The AFCR provides information on input in total amount and by item
count for each type action codein STANFINS. Thisinformationis provided on adaily (AVK-054), monthly
(AVK-060), and year-to-date (AVK-066) basis.

()] Purpose. The AFCR can be used to monitor the accuracy of data introduced into
STANFINS from the supply system (AIMS). The AFCR has 7 columns;

@ Block Balance Suspense

(b DFAS Input

(© Supply Input

(d) Processing Suspense
(e Processing Creations
()] Non Processed

(9) Net Processed

The supply input column is the one that displays the total value of financial data passed from AIMS
to STANFINS on adaily basis on the AVK-054 and the cumulative amount on the AV K-060.

(©)] File Retention. Destroy after next cycle or when no longer needed.
f. AVK-075 - UNAPPLIED DO (Disbursing Officer) DEPOSITSLISTING
D Description. Thisreport provides a detailed listing by document, accounting

classification, remitter code, and FSN for all DO deposit transactions. In addition, a summary by accounting
classification and FSN will be provided.

()] Purpose. Thislisting isadetailed analysis of GLA 2411. Daily disbursements or
collections may be reconciled to the DO deposit Account entriesin the Disbursing Officers Cash Book.

3 File Retention. Destroy after next cycle or when no longer needed.

g. AVK-206 - LOCAL PURCHASE ACCOUNTS PAYABLE FOLLOWUP
AVK-209 - STOCK FUND ACCOUNTS PAYABLE $5,000 AND OVER.

D Description. These reports are requested quarterly and provide a listing of accounts
payable of $5,000 and over that are outstanding for 150 days (5 months old) and a listing of local purchase
accounts payable outstanding for 60 days.

()] Purpose. These reports are worked in conjunction with the AVK-252, AVK-212,
AVK-218. Research must be done to determine why the accounts payable has not been paid by commercial
accounts. |If the disbursement has been made under another document number, it should be moved to
liquidate the transaction. Research must be done to make sure that the transaction has not been corrected
previously on the AVK-036/037 histories or the AVK-212/218 in-transits.

3 File Retention. Destroy after next cycle or when no longer needed.
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h. AVK-212 - INVENTORY-IN-TRANSIT AGE ANALYSISAVK-218 -
INVENTORY -IN-TRANSIT EXCEPTIONSAGE OVER 150 DAY S

D Description. These reports are requested quarterly and provide financial data on
inventoriesin transit 60 to 150 days for analysis and inventories-in-transit over 150 days for write-off. The
AVK-212 and AVK-218 are provided to ARBU on Microfiche monthly.

2 Purpose. These listings should be compared to the AVK-252 (AXL) where the
receipt may be located under a different document number with asimilar or like dollar value. If thereceipt is
located on adifferent line, the proper corrective action should be taken to liquidate both transactions (i.e.,
move receipt to disbursement or request DFAS-CO to move disbursement to receipt). Research must be done
to be sure that corrective action for the transaction has not been taken while working the histories or the
accounts payable listings. In some cases, A& R will determine that the transaction should be written off. For
instance, if the receipt for a disbursement has aready been liquidated and research shows that the
disbursement is a supplemental disbursement, it should be written off. Analysis and Reconciliation Business
Unit personngl should notify DFAS-CO to write off disbursement.

(©)] File Retention. Destroy after next cycle or when no longer needed.

i AVK-252 - ASF MONTHLY UNDELIVERED ORDERS/ACCOUNTS
PAYABLE/INVENTORY INTRANSIT (AXL FILE)

D Description. Thisfile will be provided to ARBU monthly on Microfiche only. It
provides the status of undelivered orders, accounts payable, unpaid obligations, unpaid undelivered orders
and flagged intransit items as applicable for each open requisition. In addition, the report contains
cumulative obligations, accruals, and disbursements in summary form for each open requisition.

2 Purpose. The AXL filewill be reviewed to ascertain that all automatic and manual
reconciliation, follow-up, and write-off actions are being performed. Each error or discrepancy detected must
be analyzed to determine the necessary corrections required. Each document number on the AVK-252 has
three columns of data:

Column I: Row 1. Obligation Data
Row 2: Receipt Data (Accruals)
Row 3: Billing (Disbursement) Data

Column I1: Row 1: Undéelivered Orders
Row 2: Accounts Payable
Row 3: Inventory in Transit
Column I11: Row 1. Unpaid obligations
Row 2: Unpaid undelivered orders
The following are examples of conditions which may occur that must be researched and corrected.

€) Disbursement with no receipt and no obligation. Disbursement may be under one
document number and the receipt under another. Move the receipt to match the disbursement.

(b An aged obligation with receipt and no disbursement. Either a payment has not
been made or the disbursement was processed incorrectly. Accounting technicians at the Service Center
cannot correct disbursements. For example, if the disbursement is processed under the wrong fund code,
DFAS-CO would have to be notified to make the correction.
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(© A receipt with no obligation and no disbursement. The receipt may have been
processed under an erroneous document number.

3 File Retention. Destroy after 6 years and 3 months (Example: COFF Sep 30, 1998,
TRF RHA Oct 1999; Destroy Jan 2004).

J- AVK-500 - GENERAL LEDGER INQUIRY

D Description. Thisreport isalisting of the detailed transactions that updated the
general ledger. Itisproduced for all detailed transactions on an inquiry basis to provide an audit trail of all
transactions entering the general ledger. It isused for research purposes.

()] File Retention. Destroy after next cycle or when no longer needed.
k. AVK-618 - CURRENT STATUS OF INVENTORY ACCOUNT

D Description. Thisreport isadaily listing by store by department, block number,
and dollar value of blocks that have been processed through AIMSto STANFINS. Thisreportis
provided to ARBU on a hard copy bimonthly.

()] Purpose. The AVK-618 is used to validate and correct the AIMSinput. Itisa
major report for reconciliation purposes.

3 File Retention. Destroy after next cycle or when no longer needed.
AVK-619 - MONTHLY STATUS OF INVENTORY ACCOUNT

D Description. Thisreport is used to reconcile with the AIMS VRGC by department,
block number, and dollar value. Thisreport is provided to ARBU monthly.

2 Purpose. Any differences may be caused by suspended transactions or month end-
cut off. STANFINS cuts off on the last day of the month. The VRGC is not closed until all transactions for
the month are keyed in so transactions input into AIMS after the last day of the month have to be taken into
consideration.

3 File Retention. Destroy after two years (Example: COFF Sep 30, 1994; Destroy
Oct 1996).

m. AVK-901 - INSTALLATION GENERAL LEDGER TRIAL BALANCE AVK-
902 - INSTALLATION FUND ENTITY

D Description. Various reports are produced from STANFINS at the end of the month
and provided to ARBU. They are used to monitor sales, obligations, receipts and adjustments to the Resale
Stocks accounts. The AVK-901 and AVK-902 reports are provided to ARBU on microfiche and hard copy
monthly.

2 Purpose. The AVK-901 gives the current month changes and FY TD balance of
each region (allotment serid number). The AVK-902 reflects general ledger current month changes and
FY TD balances by commissary. These reports are used to monitor individual activities and overall Region
status.
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(©)] File Retention. Destroy after two years (Example: COFF Sep 30, 1998; Destroy
Oct 2000).

n. AVK-934 - ACCOUNTS RECEIVABLE ADDRESS MASTER FILE REPORT AVK-935
- ACCOUNTS RECEIVABLE ADDRESS FILE UPDATE REPORT AVK-936 - ACCOUNTS
RECEIVABLE ADDRESS FILE UPDATE ERROR REPORT

D Description. The cycle AVKR22 establishes (adds) address master records and
changes or deletes to previoudly established files. All three records input formats are normally required to
establish (add) customer recordsto the CARAVK. Any of the three records input formats may be used to
change data within afile record. Record number oneisused to delete. The AVK-934 is provided to ARBU
on microfiche monthly.

()] Purpose. The AVK-934 provides alisting of complete printout of the updated
CARAVK. The AVK-935 provides alisting of all added, changed, or deleted CARAVK records. An
asterisk will appear above any field which has been updated. The AVK 936 provides alisting of rejected
input records and indicates the reason for rejection.

(©)] File Retention. Destroy after next cycle or when no longer needed.
0. AVK-963 - CASH SALES RECONCILIATION REPORT

D Description. Thisreport shows, by store code and document number, the
differences between cash sales (DIC 51R) reported and cash sales collectionsin STANFINS. Thisreportis
produced at the end of the month. The report lists document numbers, sales, collections, adjustments, and net
amount. The net amount is the difference between the sales column and the collection and adjustment
column. It isan automated reconciliation of cash salesto cash collections. The AVK-963 isacumulative
report that continues to hold unmatched items until the appropriate sales of collection action isinput. Errors
in the "collection" column will be corrected by DFAS-CO. Thisreport is provided to ARBU on microfiche
monthly.

2 Purpose.

@ The AVK-963 will be analyzed monthly by ARBU personnd. It reflectsthe sales
and collection activity for the end of the month. Thisreport is used as a management tool to ensure that sales
and collections process correctly and timely. Sales and collections may fail to match because of incorrect
document numbers; portions of sales/collection data erroneously posted, or suspended transactions.
Discrepancies between sales and collections must be researched and corrected. The DD Form 707 can be
used to assist in matching collection datato sales data. The DD Form 707 should provide the correct
document numbers and correct amount of cash sales. For example, duplicate sales transactions will be
reversed at the ARBU.

(b The AVK-963 can also be used to identify duplicate sales data. Duplicate saleswill
have the same store, document number and sales amount. The duplicate sales must be reversed (DIC NIR).

(© Aged items should be investigated and corrective action taken.
(©)] File Retention. Destroy after next cycle or when no longer needed.

p. AVK-965 - SF 1080 BILLS.
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D Description. Thisreport will generate Commissary Resale 1080 hills for charge
sales transactions.

2 File Retention. In case aduplicate bill is needed, a copy should be kept until bill is
paid. Destroy when no longer needed.

. AVK-967 - CASH SALES PURGED REPORT

D Description. Thisisa purged report which lists the cash sales transactions which
have matching cash collections. These transactions are no longer listed on the AVK-963.

2 File Retention. Destroy after next cycle or when no longer needed.
r. AVK-971 - ACCOUNTS RECEIVABLE RECONCILIATION

D Description. This report compares earnings, collections, and overall accounts
receivables posted in the Debt Management (Accounts Receivable Master, Bad Check Master, and Cash
Sales Master) files for a particular month, by Reimbursement Source Caode, to the corresponding current
month posting in the subsidiary ledgers.

2 “File Retention. Destroy after next cycle or when no longer needed.
S. AVK-990 - AGING OF ACCOUNTS RECEIVABLE, ASF

D Description. A status report of aged accounts receivable from STANFINS is
provided each month to ARBU. Aging of delinquent accounts by customers and commissaries provides aged
data to include charge sales, coupons and those WIC charges that are awaiting reimbursement. WIC
vouchersin check form are processed in the same manner as regular customer purchase checks. Research and
analysisis performed to determine cause of partial or nonpayment and action is taken in accordance with
STANFINS Debt Management.

2 Purpose.

@ The report will be reviewed. Obvious mismatched items will be reported for
correction.

(b Telephone communication with the commissary when accounts first become
delinquent often resolve problems immediately.

(© Erroneous charges made by commissary personnel will be corrected by ARBU
personnel.

(d) Callection action for delinquent accounts will be initiated by following the
procedures of STANFINS Debt Management.

(©)] File Retention. Destroy after next cycle or when no longer needed.

14-6. STANFINSDATAQUERY. The STANFINS DATAQUERY will provide the resource
management capability by accessing the most up-to-date information from the STANFINS database.
STANFINS dataquery files may be updated after each STANFINS daily cycle, weekly cycle, or monthly. The
dataquery is menu driven with 'PF' keys and command promptersto aid usersin selecting and using various
system commands. A user can how be authorized as an 'associate’ user with the ability to
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execute existing queries or as a'conventiona' user with full authorization for creating and maintaining
gueries. The STANFINS DATAQUERY functional procedures for ARBU are provided in Appendix D.

14-7. ON-LINE REPORTING SYSTEM (ORS). The On-Line Reporting System provides managers
with access to accurate, timely reports without printing them on paper. ORS provides a menu-driven access
to AIMS, STANFINS, and DBMSreports. Reports available within ORS result from processing by the
Defense Logistics Agency System Automation Center (DLA-DSAC) in Ohio. Based on the prearranged
needs of each region or ARBU, the DSAC produces reportsin electronic format and then transfers these
reportsto your ORS machine. The ORS functional procedures are provided in Appendix E.
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Chapter 15

COUPON INTRODUCTION

15-1. MERCHANDISE COUPONS. Couponscomein theform 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 coupons. This
includes authorized local coupons and specific area coupons aso known as route salesman coupons. 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 aVendor Credit Memo (VCM). If at any time there is a conflict between the
terms of the coupon contract and this directive, the terms of the contract shall prevail.

15-2. MISSION STATEMENT. The mission of the Coupon Redemption Branch (CRB), isto provide
operational accountability of the commissary coupon redemption program. DeCA Automated Coupon
System (DACYS) is used for coupon processing at the DeCA/ARBU-CRB.

15-3. PURPOSE. The purpose of these proceduresis to provide guidance for the operation and
accountability of the commissary coupon system. The Coupon Redemption Branch administers the DeCA
Commissary Merchandise Coupon Program.

15-4. RESPONSIBILITIES. The Coupon Redemption Branch isresponsible for accounting, controlling,
reporting results, developing and recommending policies and procedures, and recommending improvement or
revision to the coupon program. The Contracting Officer, Acquisition Management, isresponsible for the
administration of the contract under which the coupon clearinghouse contractor is employed. This
responsibility includes the enforcement of the terms and conditions of the contract through the office of the
Contracting Officer.
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Chapter 16

STORE COUPON TRANSMITTALS

16-1. GENERAL. DIBSaccumulate daily coupon totals from the Report(s) of Deposit until the storeis
ready to ship them. When the store informs the ACS that they are ready to ship the coupons, the ACS will
enter the coupon cut-off datain DIBS. DIBS will create both a transmission batch and a transmittal report
for the commissary. The CRB personnel are responsible for establishing the store coupon transmittal work
files, review and reconcile of store coupon transmittals, and process audited transmittal data received from the
Coupon Clearing House (CCH).

16-2. WORK FILESMAINTENANCE. Work files should be maintained by the control clerk
responsible for processing the coupon transmittals for the relevant region. Work files will be established as
follows:

a Store Transmittals. There are two types of store transmittals, commissary/contractor
transmittals and DIBS generated transmittals. The Commissary/Contractor Transmittal, DeCA Form 70-3, is
shown at Figure 16-1. The DIBS Coupon Transmittal is shown at Figure 16-2. Fileswill be established for
each commissary and labeled with the commissary name and Department of Defense Activity Address Code
(DODAAC). Fileswill be maintained by region and within aregion the fileswill bein DODAAC order.
Within aDODAAC file, the transmittals will befiled in transmittal number order. The store transmittals will
be entered into the DeCA Automated Coupon System (DACS) prior to filing.

b. Store Transmittals Summary File Report. Store Transmittal Summary reports (Fig 16-3)
will be maintained in date order based on date the report was generated as shown at the top, right side of the
report. Thisreport is used to validate the data from the store transmittals were entered correctly into the
DeCA Automated Coupon System (DACS).

C. Transmittal Matching Report File. Transmittal Matching Reports will befiled by date
generated, based on date on top right of report. This report will be used to identify audited transmittal data
submitted from the coupon clearing house (CCH) contractor that does not match to a store transmittal entered
into the DACS by the CRB personnel.

d. Suspense File. A suspensefile will be established to hold store transmittals awaiting
information requested from a commissary.

16-3. REVIEW OF STORE TRANSMITTALS. The copies of store transmittals received either from
the mailroom or faxed by the commissary will be sorted by region and given to the responsible control clerk
for processing and filing.

a The store transmittals will be sorted by DODAAC and by transmittal number for each
DODAAC.
b. Store transmittals will be reviewed for completeness and to ensure all store transmittals are

on file at the DeCA CRB.

D Determine if atransmittal ismissing. A transmittal will be considered missing if the
transmittal file for aDODAAC has amissing transmittal number between two other transmittal numbers.
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()] Determine if atransmittal isincomplete based on comparing ending and starting
sales dates between consecutively numbered transmittals.

3 Determine if the store is not assigning transmittal numbers correctly, i.e.,
duplicating or skipping humbers or the business system is not assigning transmittal numbers correctly for the
automated store transmittal form.

4 Determine if the store transmittal is a corrected copy or arequested copy.

€) Segregate the requested copies (i.e., for missing or incomplete transmittals).
Remove the documents from the Suspense File and attach behind the completed/missing store transmittal
provided by the store as aresult of the CRB's request. Insert these transmittals and their relevant documents
with the ather transmittals that have never been entered into the DACS (by DODAAC, in transmittal number

sequence).

(b Segregate the corrected copies of previoudy entered store transmittals. These will
be processed separately from the transmittals that have never been entered into the DACS.

C. Contact the store if a store transmittal is determined to be incorrect or not on file at the CRB.

D Request the store provide a copy of missing store transmittals or corrected copies of
incomplete store transmittals by close of the store's next business day.

()] A written record should be maintained in the Suspense File (for each transmittal) of
the person's name at the store that was provided the request, the date of the conversation, and a synopsis of
what was requested and relevant comments.

3 Insert the store transmittal and/or applicable notes into the Suspense File based on
the date the store was contacted and provided with the request.

4 Persistent errors by a store should be documented and a letter forwarded quarterly to
the respective Regiona Director or Commander for assistance.

d. Contact the store if the transmittal numbers on the automated transmittal form are incorrect

or out of sequence. If it isdetermined that thisis a software problem, the CRB will contact HQ DeCA/RMA
for appropriate action. Theregion is responsible to coordinate with the store to ensure the coupon transmittal
number established in the business system will produce non-duplicate transmittal numbers.
16-4. INPUT AND RECONCILIATION OF STORE TRANSMITTALS. The store transmittalswill
be input each day and segregated by date of input until reconciled with the Store Transmittals Summary
Report.

a The following store transmittal datawill be entered into the DACS:

D Transmittal Number

()] Last sales date on the Transmittal
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(©)] Daily activity for the number of coupons
4 Daily activity for the dollar value of coupons.

b. The control clerk will verify that store transmittals were entered into the DACS correctly.
The control clerk will initial the transmittal form after it has been verified. The following procedures will be
used to reconcile the store transmittals:

D The control clerk will enter the dollar value total from each transmittal into an
adding machine and produce a print-out of each entry and the total.

2 A Store Transmittal Summary Report will be generated after the input for the day is
completed.

(©)] The adding machine printout total will be compared to the Store Transmittals
Summary Report total (or the difference between the current and the previous report if the total is cumulative
for multiple days input). If the totals do not agree, the control clerk will compare the individual transmittals
total dollar amounts to the adding machine printout and the Store Transmittals Summary Report to determine
where the error occurred. If the wrong dollar amount was entered into the system it will be corrected in the
system and a new Store Transmittals Summary Report generated to validate the totals agree.

16-5. RECEIVE AND PROCESSAUDITED TRANSMITTAL DATA. The coupon clearing house
(CCH) contractor counts the coupons and invoices the relevant manufacturer for the number and dollar value
of valid coupons accepted by DeCA commissaries. The CCH contractor provides the number and dollar
value of valid (invoiced) and invalid (not invoiced) coupons processed for atransmittal number to DeCA
CRB viaéectronic transmissions. The audited transmittal valid counts and dollar amounts will equal the
total number and dollar value of coupons invoiced or the CRB will not accept the file from the CCH
contractor.

a Determine if the sum of the counts and dollar values of the individual transmittal records
agree with the respective counts and dollar values of the batch control record. Out-of-balance batches should
be detected prior to processing into the DACS and the CCH contractor naotified the fileis being rejected
because of the out-of-balance condition. The batch will be deleted from the DACS after the CCH contractor
isnotified. CCH contractor is responsible for correcting the batch and re-transmit the corrected batch datato
DeCA CRB.

b. When the batch isin balance and the "float" report is on-hand at the CRB, the CRB will
initiate the DACS transfer function to transfer the audited and invoice information from the file-side to the
accounting-side of the DACS.

16-6. RECONCILE STORE AND AUDITED TRANSMITTAL DATA. Thedatareceived from the
CCH is processed into the DACS and matched to the store transmittal data entered by the CRB control clerks
prior to the system posting the audited transmittal data.

a The CRB initiates a Transmittal Matching Report.

D Analyze the CCH audited transmittals to the store transmittals input at the CRB.

2 |dentify and correct the duplicate transmittal numbers and unmatched audited
transmittal records before posting of data.
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b. If an audited transmittal record does not match a corresponding store transmittal record,
contact the CCH contractor for a copy of the audited transmittal form.

C. If the CCH contractor made an error in input,
D Contact the CCH contractor and request them to correct their files and store tickets.
2 Change the audited transmittal number to the correct transmittal number.

(©)] Make anote of the error and insert acopy of it in each store's files that were
affected.
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COMMISSARY/CONTRACTOR TRANSMITTAL
1#or use of thus form . aee DeCAD 70-6: OPR 13 RM

COMMISSARY: F‘ORT Q RATE R DATE

ADDRESS:  EQRT LEE VA Q300 o Lalone 1S 1998 |
TRANSMITTAL NO.

HGCCGA Rol i
L DAILY ACTIVITY CONTAINED IN SHIPMENT I
MONTH DAY “:::::.“o; TOTAL VALUE MONTH mﬂ: TOTAL VALUE I

— 72 s//WI
| REIN |
I AR )
I

0614l 3359 552971y

/ <

Nk

\5/

AN

PN\ m
// - ]II /
A\ TOTAL
/ vl —J sfm’:r- 3359 |$S,297.1¢
m:pw:pm ‘mﬂm__e 1S, 1998 g:wéyn-@zu

COMMISSARY DISTRIBUTION

Place in box with shipment to Coupon Clearinghouse.

Maii to Defense Commissary Agency :
ATTN Coupon Redempuion Branch
38th Street and E Avenue
fort Lee VA 23801-6300

Mail to Coupon Ciearinghouse by First Class Mail.

Retain at the Commissary.

*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 70-3 . Aug 94 Supersedes DeCAF 70-3, Jun §1.
Use existang Stock untl exhausted.

Commissary/Contractor Transmittal, DeCA Form 70-3
Figure 16-1
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DIBS COUPON TRANSMITTAL

Prepared:
DODAAC:
STORE: Commissary HED  Transmittal No:
HQCNED932

Cutoff Date:
DATE NUMBER OF COUPONS DOLLAR VALUE
01-AUG-93 (93213) 0 0.00
02-AUG-93 (93214) 0 0.00
03-AUG-93 (93215) 623 1409.67
04-AUG-93 (93216) 544 906.42
05-AUG-93 (93217) 543 747.49
06-AUG-93 (93218) 465 549.23
07-AUG-93 (93219) 561 590.54
08-AUG-93 (93220) 0 0.00
09-AUG-93 (93221) 0 0.00
10-AUG-93 (93222) 446 500.15
11-AUG-93 (93223) 436 803.14
12-AUG-93 (93224) 386 534.55
13-AUG-93 (93225) 707 583.63
14-AUG-93 (93226) 709 717.65
SHIPMENT TOTAL: 5420 7342.47
DATE I SSUED: BY:

DIBS Coupon Transmittal
Figure 16-2
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ie u a
Dotfense Loesisszrv figency ‘ g Jud 199t
5705 TRANSMITTALS Fage !
MIDHEET REGION HOTRE
CLMMARY
Transaitta: [Fate inzut Date Tranzzittsl Coont iransaittal Total
HACYC3I8sE ZJuN 199¢ Z JUN 199¢ 4397 J044.55
HacxuC3es! & Uy 190r B Jun 1992 3652 2732.63
HOCHCHB92 5 JUN 1998 B JUN 1998 C 8928 §323.7%
ROCNCE894 & JUN 1995 B JUN 1998 7745 5882.98
ROCNCEB9S 7 JUN 199% g JuN 1998 S&35¢ 3736.81
HOCNCL282 24 MAY 1992 24 MAY 1998 95651 3816.56
HocMCL 287 31 MAY 1998 T1 MAY 1998 18543 6996.25
HOCMCN232 2 JUN 1998 2 JUN 1998 728! 983,18
HACNCR232 3 JUN 199¢ I Jud 199¢ &B2: 3716.80
PRINT JCP SUNNARY
Totz! Count 53847 Tectzl Doliar Value ] 19,582.9%

Store Transmittals Summary File Report
Figure 16-3
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Chapter 17

COUPON ACCOUNTSRECEIVABLES

17-1. GENERAL. This chapter provides procedures for maintaining the accounts receivable for the
coupon redemption program at the CRB. CRB personnel will process non-coupons received from the CCH.
CRB personnel will maintain and reconcile the SF 215 to the bank data transmitted by the CCH. Coupon
over-payment by manufacturer will be researched to determine whether or not the overpayment isvalid. The
CRB personnel are responsible for researching and validating of the non-payment by manufacturer on avalid
invoice.

17-2. PROCEDURESUSED TO PROCESS NON-COUPONS. Non-coupons can comein many
forms, however, there are only four basic categories that they may fall into; (1) Cash Equivalents, (2) Local
Coupons, (3) Foreign Items and (4) Missorted Coupons. Non-coupons are those items that were either
detected at the CCH processing plant or returned by the manufacturers as unpaid. Upon receipt of non-
coupons, the CCH will mail them to the CRB for processing and disposition. Non-coupons should never be
arbitrarily destroyed. Asaminimum, they should be forwarded to the respective regional headquarters for
evaluation and subsequent distribution to the appropriate commissaries. The following procedures will be
used by the CRB when processing hon-coupons:

a Cash Equivalents. Cash equivalents (CE) are legal instruments (i.e., Refund Checks,
Rebate Checks, Mail-in certificates, etc.) that have been placed in the boxes of couponsin error by
commissary personnel. Refund checks can be accepted at the cash registers provided the patrons sign them
properly. These checks should be processed in the same manner as personal checks through the local banking
institution by the commissaries. Rebate checks should not have been accepted by commissary cashiers.
Instead, the patron should be informed that rebate checks should be cashed at the patron's bank. Mail-in
certificates should never be accepted at the commissaries. Asthe name implies, these certificates should be
mailed-in to the manufacturers by the patrons. The following procedures should be used by the CRB when
they receive these cash equivaents from the clearinghouse:

D The CCH will send all cash equivalentsto the CRB that were either detected during
processing or returned from the manufacturers. The CE will be sealed in a cellophane packet to allow for
identification and visual inspection.

2 Each packet will contain a store tag attached to the packet of CE. The storetag
identifies the commissary, transmittal number, invoice number, and other data relevant to the returned cash
equivalent.

3 The CRB will record the basic data that applies to the non-coupons on a CE
Collection Log, DeCA Form 70-67 (Figure 17-1). Thelog will contain the following information, (a)
commissary's name, (b) date, (c) number of returned CE checks, (d) type of CE, and (e) the total dollar
amount of returned CE checks.

4 All CE checkswill be pulled out of the packets, and placed in a safe or secured
container for overnight storage.

5 The CRB will attach the CE to a Coupon Transmittal Sheet, DeCA Form 70-68

(Figure 17-2) to be sent to the First National Bank of Chicago for deposit into DeCA'slockbox account. A
copy of the Transmittal Sheet will befiled in a separate folder.
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(6) The CRB will ensure that each deposit has been made and validated with incoming
bank vouchers and SF 215, Deposit Ticket (Fig. 17-3), received from the banking ingtitution. This
validation will be annotated on the Cash Collection Log.

@) CE should be retained by the CRB no longer than aweek before depositing them, or
if thereis a cumulative amount of at least $100.00. Current directives and/or guidelines suggest that checks
should be deposited as soon as possible, or not later than the following duty day. However, in that these
individual cash equivalents may be as small as $.25, it would not be cost effective to deposit them on adaily
basis.

(8 On amonthly basis, the CRB will submit to the respective regional headquarters, a
report of commissaries that had cash equivalents processed by the CRB for the previous month. This report
will be mailed to the regions by the 10th working day of each month. Cumulative totals for both the
individual commissaries and the regions will be reflected on thisreport. NOTE: Also see Para 17-9,
Handling of Checks.

b. Local Coupons. Loca coupons are those coupons that cannot be invoiced by the CCH and
must be submitted by the local distributor for redemption. These local coupons should have been retained
and processed at the individual commissaries where they were accepted. These local coupons were
inadvertently placed in the box of coupons shipped to the coupon clearinghouse. The CRB will process local
coupons received from the CCH in the following manner:

D The CCH will send all local couponsto the CRB. These couponswill besealedina
cellophane packet to allow for identification and visual inspection.

()] Each packet will contain a store tag attached to the packet of local coupons. The
store tag identifies the commissary, transmittal number, number of coupons, and other data about the returned
coupons.

3 The CRB will record the basic data that appliesto the local coupons on aLocal
Coupon Log - Returned Coupons, DeCA Form 70-69 as shown at Figure 17-4. Thelog will contain the
following information, (&) commissary name, (b) commissary DODAAC (c) transmittal number (d) number
of returned coupons, (€) name of company (f) handling fees, and (g) face value (h) and the total dollar amount
of those local coupons.

4 All local coupons will be pulled out of the packets, and placed in separate
commissary store folders. These folders should be filed by individual stores, by regions.

(5) A letter (sample shown at Figure 17-5) along with the coupons will be forwarded to
theresponsible store. The letter will contain the information regarding the coupon count and the face value
amount of coupons being returned.

(6) On receipt of the reimbursement check for the local coupons sent back to the
individual commissaries for redemption, the CRB will establish an Accounts Receivable record for the
number of coupons, Face Vaue, and Handling Fees amount annotated on the check and/or the Transmittal
sheet. The CRB will annotate the Local Coupon Log and adjust the accounts receivable record on the log and
enter the information to the DACS.

@) Monthly, the CRB will submit to the respective Regional Headquarters, areport of
commissaries that had local coupons processed by the CRB for the previous month. This report will be
mailed to the regions by the 10th working day of each month. Cumulative totals for both the individual
commissaries and the regions will be reflected on this report.
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C. Foreign Items. Foreign items are those hon-coupons that have been detected in boxes of
coupons shipped from individual commissaries to the CCH. These non-coupons, were either accepted by the
cashiers as couponsin error, or were mistakenly placed in the boxes of coupons. Experience has dictated that
foreign items discovered in boxes of coupons have included such items as plastic cards, certificates, personal
checks, manufacturers advertisements that look like coupons, etc. It has been noted that on occasions,
cashiers have accepted and deducted from the patron's bill, amounts as much as $18.00 thought to be
coupons. Cashiers should scrutinize any coupons more than $1.00 that is not for tobacco purchases. It
should be understood that DeCA will never get reimbursed for foreign items accepted as coupons. When
foreign items are returned to the CRB for processing and disposition, the following procedures will be used:

D The CCH will send all foreign itemsto the CRB returned by the manufacturers.
These items will normally be sealed in a cellophane packet to allow for identification and visual inspection.

()] Each packet will contain a store tag attached to the packet of foreign items. The
store tag identifies the commissary, transmittal number, number of coupons, and other data about the foreign
item.

3 All packets containing foreign items will be sorted, logged in the Foreign Items Log,
DeCA Form 70-70 (Figure 17-6), and placed in a separate folder by region.

4 On amonthly basis, the CRB will submit to the respective Regional Headquarters,
theindividual packets with the store tag attached (identifies commissary) of the foreign itemsincluded in their
shipments of couponsto the CCH. These packets will be mailed to the regions by the 10th working day of
each month.

d. Missorted Coupons. Missorted coupons are those coupons found in the coupon boxes that
the CCH returned to the CRB asinvalid coupons. Missorted coupons are those coupons that the
manufacturers have returned to the CCH because the coupons belong to other manufacturers.

D The CCH inadvertently will send missorted coupons to the CRB returned by
manufacturers. These coupons will be sealed in a cellophane packet to allow for identification and visual
inspection.

2 Each packet will contain a store tag attached to the packet of missorted coupons.
The store tag identifies the commissary, transmittal number, number of missorted coupons, and the total face
value of al coupons.

(©)] The CRB will record the basic data that applies to the missorted coupons on a
Missorted Coupons Log, DeCA Form 70-71 (Figure 17-7). Thelog will contain the following information,
(a) number of missorted coupons, (b) face value, (c) and the newly assigned Transmittal Number.

4 CRB will prepare a Transmittal Sheet, DeCA Form 70-3, to be attached to the
missorted coupons being forwarded to the CCH for processing.

5 The Transmittal Sheet will include a Transmittal Number assigned by the CRB for
control and accountability reasons. The format for the transmittal number is as follows:

SAMPLE: HQCRTNO0O01
"HQC" = Remains static
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"RTN" = Abbreviation for "returns’
"001" = Sequential numbering starting with
"001" and continuing thru "999"

(6) The CRB will ensure that no more than $15,000.00 worth of missorted coupons will
be shipped in any one package or box to the CCH.

@) The"RTN" is used to alert the CRB and the CCH that those coupons have aready
been accounted for regarding payment of contractor fee. Therefore, the CRB will ensure that coupons
possessing an "RTN" in the transmittal number will not be considered again for payment.

(8 The CRB will resubmit missorted coupons back to the CCH at least monthly, or
sooner if the number and amount of missorted coupons so dictate.

9 The Missorted Coupon Log will be filed in a separate folder, properly labeled and
maintained. Thislog should be maintained in the desk file of the accounting technician who's primarily
responsible for accountability. The supervisor of the Coupon Redemption Branch will initial each monthly
log signifying concurrence with the status of the missorted coupons as stated on the log.

17-3. LOCAL COUPONS. In accordance with proceduresincluded in DeCA Directive 70-6,
commissaries will submit alocal coupon Transmittal Sheet (DeCA Form 70-3) to the CRB. Thistransmittal
sheet will alow the CRB to establish an accounts receivable record for local coupons. Thelocal coupon
Transmittal Number assigned by the commissary will be used as the invoice number to bill local
manufacturers. A separate transmittal must be completed for each company/manufacturer from whom the
commissary has received local coupons. Local coupon transmittal sheets can only have one manufacturer's
name assigned to each sheet. Manufacturer's checks received at individual commissaries for redemption of
local coupons should be forwarded to the CRB for processing. The below listed procedures will be followed
by the CRB when processing these checks:

a Receive manufacturers checks for local coupon redemption from all commissaries.

b. Attached to the checks should be a manual Commissary/Contractor Transmittal (DeCA
Form 70-3), that contains as aminimum, (1) Local coupon transmittal number, (2) total number of coupons
redeemed, (3) total face value of local coupons, (4) handling fees, and (5) total amount of both the face value
and handling fees combined.

C. The total amount for face value and handling fees should equal the check amount.
d. The Transmittal Number format for local couponsis asfollows:

SAMPLE; LOCNWNO01

1-3="LOC" (abbreviation for local)

4-6 ="NWN" (last three digits of store's DODAAC)
7-9="001" (sequential numbering starting with 001)

e If alocal coupon redemption check does not have a DeCA Form 70-3 attached, the CRB will
contact the applicable commissary and request an appropriate Transmittal Number. In addition, the
commissary should be requested to fax a copy of DeCA Form 70-3 to the CRB that same day. Have
commissaries refer to DeCAD 70-6, Chapter 9, for instructions and guidance on processing local coupons.
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f. Upon receipt of an appropriate DeCA Form 70-3 and checks, enter the local coupon data
into the store transmittal file to establish an accounts receivable and record the transaction. Make a copy of
all local coupon checks before submitting them to the bank for deposit. Maintain aLocal Coupon Cash
Collection Log, DeCA Form 70-72 (Figure 17-8) of all checks received and submitted, for accountability
purposes. Mail the original check and a completed SF215 to the appropriate banking institution.

. Upon receipt of the transmission from CCH for the Bank Voucher File data containing the
Local Check accountability, enter the datainto the Audited Transmittal file, Invoice File, and Bank datafile.
Filelocal coupon check copies and DeCA Form 70-3 together in file maintained for reconciliation of bank
deposits for that day and the SF 215.

h. Update all appropriate manual logs and files covering local coupon checks. NOTE: Also see
Para 17-9, Handling of Checks.

17-4. BANK VOUCHERS. The CRB receives electronically transmitted bank data on adaily basis from
the CCH. The CRB will also receive by mail, a Batch Summary listing, supporting vouchers, and copies of
checks mailed from the CCH to the bank. The banking ingtitution will mail a copy of the SF 215, (Deposit
Ticket). This documentation will be used to verify the total amount deposited with the transmitted data
imported. The SF 215 and the Batch Summary will be reconciled to the transmitted bank data recorded in the
Cash Collection Log. The following actions must be performed to record Bank V oucher information:

a This datawill be imported from the CCH's coupon system and integrated into DeCA's
coupon system.

b. Transfer bank data from the communication link to the file side of the coupon system. The
following actions are taken to accomplish the transfer of the bank voucher data from the communication link
inthe DACS:

D Select the Communication File and highlight the Coupon Clearing House. Then
select the Receive Bank Information File.

2 Print the screen.
(©)] Select each file by highlighting and enter.

4 View how many bank vouchers are in each file and write this information in the
manual Bank voucher Log.

5 Use the Function 10 key to import each file.

(6) For each of the completefiles, go into the file side Bank Voucher file. Sdlect the
ReCalc option to ensure the bank voucher file isin balance before printing.

@) Log in the Face Value, Handling Fee, and Postage to the manual Bank Voucher Log.
Update the Excel-Cash Collection mechanized log.

(8 For any incomplete files, go into the Communication option menu and select the File

Clean Upfile. For the transmitted files, select CCH and then enter twice. Then, delete any incomplete files.
Contact the CCH and request are-transmission of the file.
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C. Bank datais received by voucher control number, number of checks and voucher amount and
actual total.
d. Edit each voucher control number to ensure that the voucher total agreesto the actual total of

individual checks transmitted within that control number. If discrepancies exist on the voucher, record
adjustments on DeCA Accounts Recelvable Reconciliation Voucher Balance Sheet, DeCA Form 70-73
(Figure 17-9) or DeCA ARR, Bank Voucher Check/Invoice Research Form, DeCA Form 70-74 (Figure 17-
10).

e If avariance is displayed on the screen, delete the entire Bank Voucher File, contact the
CCH, have them make all the necessary corrections, and retransmit the Bank V oucher Control number.

f. Once all control numbers are in balance, print the File Side Bank V oucher Report.
. Reconcile the Batch Summary Listing to each Control number that has been imported.

D If the Detail Batch Listing contains any transactions that must be input to the
coupon system by the CRB (for example, Air Force, Local Coupon deposits, etc., needed to complete and
balance the deposit) the CCH will forward a copy of the detailed listing to the CRB.

2 The CRB will identify the amounts not input by the CCH and annotate whether the
transactions are for Air Force, Local Coupons, etc. deposited into DeCA's Lockbox account.

(©)] The CRB inputs the transactions into the coupon system in the following manner:

@ Enter the Bank Voucher Control number asa"9000" number. Thisidentifiesinput
by the CRB.

(b Input the DeCA Form 70-3 with a"HQCDAA" sequential number.

(© Input the invoice with asix-digit number. The Invoice format for entering the
transaction is asfollows:

SAMPLE:

1-2= FY (abbreviation for Fiscal Year)

3-5 = Batch Number (Control number assigned by the banking institution.)

6=1 (NOTE: Thisnumber will change each time Batch Listing has morethan
one transaction to be input within a control number.)

4 Print the Batch Invoice Report and the File Side Bank Voucher Report and ensure
that the invoices verses payments are reconciled.

h. Print the Partial Payment Report to determine the reason for al partialy paid invoices. |If
the unpaid balance is determined to be uncollectible, such as foreign coupons, expired coupons, €tc., then the
invoices will be changed from "Y" meaning "Yes, thisisa partial payment, to "N", meaning "No, thisisnot a
partial payment.

i. Each bank voucher control number islogged into the manual Cash Collection Log. Annotate
the voucher control number, date, face value, handling fee, postage, and total dollar amount.
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j- Update the Cash Collection Log in the Excel Program with the bank voucher information
recorded on the manual Cash Callection Log.

K. Ensure the amounts on the Cash Collection Log (Excel) agree with the Bank Voucher
Report. The Cash Collection Log is then printed.

l. A cumulative total is maintained on the Cash Collection Log that must be verified and
validated each time anew batch is received and logged in. To reconcile the cumulative amounts on the Cash
Callection log, do the following steps:

D The Face Value, Handling Fee, and Postage = CRB input plus CCH input.

()] CRB input plus CCH input = Advice of Credit (SF215)

m. Upon completion of all reconciliation, file all supporting documents in appropriate folders
by bank deposit date.
n. A Transfer function in the coupon system is then performed to transfer all reconciled data

from the file side to the accounting side.

0. Print the monthly (Not Posted) Bank Voucher Report and reconcile with the Cash Collection
Log in the Excel program before posting data to the Genera Ledger.

17-5. STANDARD FORM 215. Copiesof al deposit tickets, SF 215s and Advice of Credit are
forwarded to the CRB by the banking institution. The following procedures should be used when processing
these SF 215s:

a Receive SF 215s, normally two days after the actual deposit has been made.

b. SF 215s are reconciled with the Batch Summary sheets upon receipt. Place ared check mark
on the tag to indicate that all supporting documentation have been verified and balanced to the funds
deposited by the bank.

C. Weekly, SF 215s are combined and totaled to create a DD Form 1131, Cash Collection
Voucher (Figure 17-11), that is forwarded to DFAS-CO. A cumulative balance is maintained from
inception.

d. Totals from the DD Form 1131 are given to appropriate personnel within the CRB to update
their files and records.

17-6. FOREIGN CHECKS. Foreign checks are financial instruments received from an overseas banking
institution as payment for coupons redeemed. These financial instruments (checks), written on foreign
currency, are returned to the CRB as uncollectible. The banking institution that maintains DeCA's lockbox
account does not exchange foreign currency for U.S. currency. DeCA's banking institution will debit DeCA's
account and forward the foreign checks to the CRB for collection. Upon receipt of these checks, the CRB
must take appropriate action to exchange the foreign currency for U.S. currency. The following procedures
will be implemented by the CRB to accomplish that task:

a The CRB will receive foreign checks from DeCA's banking intitution.
b. A foreign check log (Figure 17-12) must be established to record receipt of foreign checks,

date, amount, check number, name of foreign bank, and the country.
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C. The CRB will telephonically contact the appropriate regional headquarters and request
assistance in getting the foreign check drawn on U.S. currency.

d. The CRB will make a copy of the foreign check and all other supporting documentation to
be sent to the regional headquarters. This material will be mailed by certified or federal express, allowing for
areceipt as proof of shipment to be obtained and filed by the CRB.

e Upon receipt of the replacement check drawn on U.S. currency, the CRB will record the
replacement check, date, amount, check number, name of foreign bank, and the country. Copies of the
replacement check, with supporting documentation, will be filed at the CRB.

f. The replacement check will then be forwarded to the banking institution for deposit into
DeCA's lockbox account.

. Reconcile the Deposit Ticket, SF 215, with the Batch Summary listing to ensure that the
replacement check was properly credited to DeCA's account.

h. File all documents pertaining to the entire process separately in the Deposit Slip folder.

17-7. OVER-PAYMENT BY MANUFACTURER. On occasions, manufacturers will notify the CRB
that they have overpaid DeCA for coupon redemption. In their notification, the manufacturers will request
some type of reimbursement of those funds. The following procedures will be used by the CRB in processing
any alleged claims of overpayments:

a Receive natification of overpayment from the manufacturer. Upon receipt, the CRB wiill
establish afilefor thiscase. Thefilewill contain al supporting documentation created/received during the
CRB's research and analysis.

b. Contact the manufacturer to obtain additional information on the alleged overpayment. The
contractor should be able to provide sufficient documentation to support their claim of over payment.

C. Research CRB's files to determine whether or not the overpayment isvalid. Every effort
should be made to obtain any documents about the case. These documents, and all other items available,
should be placed in the file for consideration.

d. Ensure that the invoiceis valid and properly recorded in your files. Make copies of the
original invoice with the categories of payment such as face value, handling fee, and postage.

e Check the invoice file to determine the total amount of the original invoice. Compare the
total amount with the actual amount paid by the manufacturer.

f. Check the Outstanding Invoice File to ascertain if any previous payments were received for
that particular invoice. Additionaly, list all outstanding invoices not yet paid.

. Check the appropriate Payment Batch to determine if DeCA actualy received the payment
claimed by the manufacturer. Thisinformation should be placed in thefile.

h. Check the Batch Summary Report received from the banking institution to determine if
payment has been received and posted (credited) to DeCA's lockbox account.
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i. If the research reveals that DeCA does not owe the manufacturer for the alleged
overpayment of an invoice, CRB will:

D Verbally inform the manufacturer of their findings based on actual facts obtained
during the research.

2 Follow-up with the manufacturer by mailing a copy of your findings to the
company. Provide as much documentation as possible to substantiate your findings.

(©)] Request an acknowledgement from the company that they have received your
findings and a statement as to whether they concur or non-concur with your findings.

4 If the manufacturer concurs with your findings, place a copy of the letter in thefile,
and close the case.

5 If the manufacturer non-concurs with your findings, send a copy of the entire
package to HQ DeCA/RMAB for final disposition.

j- If the research reveals that DeCA does owe the manufacturer for an overpayment of an
invoice, the following actions must be accomplished to effect reimbursement:

D Contact the manufacturer and request that a formal invoice be mailed to the CRB
for appropriate action.

()] Upon receipt of the manufacturer's invoice for overpayment, the CRB will prepare a
memorandum to be forwarded to DFAS-CO requesting reimbursement of overpayment. This memorandum
should request that funds be transferred from the DO Deposit Account to reimburse the manufacturer for the
overpayment. It issuggested that a copy of the entire file be attached to the memorandum to DFAS-CO.
Thiswill provide DFAS-CO with an audit trail of the entire case.

(©)] Request that a copy of the DD Form 1149, Authorization to Make Payment, be
forwarded to your office from DFAS-CO upon completion. File your copy of the DD Form 1149 with the
other records.

k. Ensure that a compl ete package of all appropriate documentsisincluded in thefile. Copies
of reports, letters, documents, and any other sources used in making the determination of overpayment or not,
should beincluded in this package. File accordingly.

17-8. NON-PAYMENT BY MANUFACTURER. Inthe event that it is determined that a manufacturer
is not making proper payments, or refuses to make payments on avalid coupon invoice, the CRB will:

a The CRB receives notification from CCH or manufacturers that payment has not been made,
or will not be made, on invoices for coupon redemption. This notification should come as aresult of the CCH
sending afollow-up letter to the manufacturer(s) informing them of the delinquent status of their account,
with negativeresults. A copy of the second follow-up letter will be forwarded to the CRB from CCH. If
through research or normal operations, the CRB determines that a manufacturer has not made appropriate
payment(s) on valid invoices, the CRB will contact the manufacturer to obtain reason for nonpayment.
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b. The CRB will research and verify the validity of the nonpayment. Gather all supporting
documentation available to validate claim of nonpayment. Documents such as |etters from the CCH, copies
of the invoices, time and dates, Transmittal numbers, and name of commissaries should be obtained and used
to support any claim of nonpayment.

C. Contact the manufacturer to obtain the reason for nonpayment. Document all telephonic
conversations between the CRB and the manufacturer. As a minimum, document name of point of contact,
time and date, and a brief summary of the conversation.

d. If it is determined by the CRB that the reason for nonpayment is valid, then the invoice will
be written off and the General Ledger accounts will be adjusted accordingly.

e If the reason for nonpayment from the manufacturer is questionable, the CRB will make
every attempt and take all necessary actions to obtain payment from the manufacturer.

f. After receipt of notification of nonpayment, the CRB will make at least two (2) follow-up
contacts with the manufacturer within 30 days period.

. If amanufacturer refuses to pay, then the CRB will be notified by HQ to write-off
nonpayment invoice and adjust the General Ledger accordingly.

h. All documents on write-offs will be sent back to the CRB and kept on file.

17-9. CANCELLED INVOICES. Periodically the CRB will receive notification from the CCH
requesting cancellation of invoices that were issued to the wrong manufacturer(s). These erroneous invoices
were due to missorted and misrouted coupons. The following procedures will be used to cancel erroneous
invoices:

a The CCH will send or fax a Commissary/Contractor Transmittal (DeCA Form 70-3) listing
the original invoice number and face value amount that will be canceled. Copies of the original invoices must
be attached to the Transmittal sheet. Thisinformation will be compared to the Outstanding Invoicefile
maintained at the CRB for validity. Upon completion of verifying the validity of all the invoiceslisted, the
CRB will issue a"HQCREP' sequential transmittal number to be used to re-bill the correct manufacturer.
The CRB will make a copy of the transmittal sheet and all documentation. File accordingly. The origina
transmittal sheet will be mailed or faxed to the CCH.

b. The CRB will maintain arebilled coupon log on these unique transmittal numbers.

C. A Transmittal Matching Report for "HQCREP" will be run as required to identify the Batch
number that the unique transmittal sheet was processed against.

d. The detailed Batch Invoice Report will be researched to verify that the new invoice numbers
and the invoice amount agree with the information provided by the CCH.

e After al theinformation has been verified, the CRB supervisor or person designated by the
supervisor must identify the invoices to be canceled.

f. In the DACS, go to the Outstanding Invoice file. The invoices requested to be canceled will

be flagged with a"C" meaning canceled. The system will automatically flag the original invoicein the Batch
Invoice file as canceled and adjust the General Ledger accounts accordingly.
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17-10. HANDLING OF CHECKS. The CRB will maintain records of al checks received for coupon
redemption.

a All checks received by the Coupon Redemption Branch are manually logged into the
appropriate Check Log and secured in the office safe until the following day.

b. The grand total of all checksto be deposited for that day is maintained. A copy of all
coupon checks and backup documentation is made prior to mailing the checks by certified mail. The checks
are mailed to DeCA's Lockbox at the First National Bank of Chicago, P.O. Box 73654, Chicago, I, by
certified mail.

C. Copies of checks and backup documentation are filed together for later reconciliation of
bank deposits and Deposit Tickets (SF 215s) for that day.

d. All appropriate manual logs and files concerning these checks are updated and maintained
daily.
17-11. BANK STATEMENTS. The First National Bank of Chicago will provideto the CRB with a
monthly bank statement of DeCA's account. The funds received and deposited into this account are from
coupon redemption invoices ddlivered to manufacturers for payment. The statement must be received,
verified and validated within 10 working days after receipt by the CRB. The following procedures will be
used in the validation process:

a The bank statement will contain the basic data relevant to any typical corporate banking
statements. Asaminimum, it should include the following:

D Account Number/L ockbox Number

()] Processing dates

3 Beginning Ledger balance

4 Closing Ledger balance

5 Credits to accounts (Detail and Summary)

(6) Dehits to accounts (Detail and Summary)

@) Supplemental information

(8 Cumulative balances

b. Upon receipt of the bank statement, the CRB will initially examine the beginning ledger

balance for correctness. This balance should be the same as the ending ledger balance for the previous

month's statement.

C. The CRB will verify the closing ledger balance by adding the beginning ledger balance, total
credits and total debits.

d. Upon receipt of funds, the bank will initially credit DeCA's account. On the next work day

the amount credited to DeCA's account is then debited into the U.S. Treasury Lockbox account. This process
must be verified to ensure that the same amount credited is debited on the next work day. Any
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deviations should be reported to the bank for resolution. If a problem existsin this regard, notification of
U.S. Treasury department personnel is mandatory. HQ DeCA/RMAB will also be notified of any problem
areas dealing with the lockbox.

e The deposit made on the last day of the month will only be credited to DeCA's account. The
bank will not debit this amount because the account must maintain a credit balance at the end of the
processing (monthly) period. On the next working date of the subsequent month, the debit of the lockbox
account will take place.

f. All credits are verified with the Deposit Tickets, SF 215, that have been recelved and logged
in on the CRB's Cash Collection Ledger.

. All debits are verified with the Deposit Tickets, SF 215, that have been received and logged
in on the CRB's Cash Collection Ledger. Supporting documentation will be attached to this SF 215 received
from the bank. These documentswill be used to verify all debits. Debit vouchers are used primarily to record
uncollectible to the account such as (1) returned checks, (2) accounts closed, and (3) the wrong payee.

h. Verify that all amounts have been properly credited and/or debited from DeCA's account.
Ensure that the closing ledger balanceis correct.

i. All discrepancies noted on the bank statement will be reported to bank officials for
immediate resolution.

j- Upon completion of balancing DeCA's bank statement, file all bank statements/documents
in chronological order with the latest bank statement on top.

17-12. WRONG PAYEE/NON-DECA INVOICE PAYMENT. Periodically, checkswill be deposited to
DeCA's Lockbox account that do not bel ong to the Defense Commissary Agency. The following actions will
be taken to have these erroneous deposits reversed:

a Theline item on the Batch Detail Listing will be identified and annotated as Wrong Payee or
Non-DeCA invoice deposit.

b. The banking ingtitution will be contacted and given all the relevant information of the
erroneous deposit.
C. The Cash Collection Log will be updated and this amount will be annotated under

"Remarks' section. (Note: The deposit date will be referenced both to the Credit Voucher and the Debit
Voucher).

d. A copy of the check with all supporting documentation will be sent to the banking
institution.

e The banking institution will then issue a Debit Voucher also as SF 215.

f. On receipt of the Debit Voucher, the Cash Collection Log will be updated and reference to

the original deposit date.
17-13. LOST OR MISSING COUPON SHIPMENTS. The contractor will notify the CRB of any coupon

shipments not received after 10 days for CONUS and 30 days for OCONUS from receipt of the advanced
transmittal. The CRB will prepare aletter to the appropriate commissary officer notifying that
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the coupon shipment was not received at the clearing house.

a The letter prepared by the CRB will instruct the commissary to obtain the store's copy of the
Postal Service Form 3817 (proof of shipment).

b. The commissary officer will initiate atrace of the lost coupon shipment through the local
Post Office.

C. The commissary officer will notify the Chief CRB in writing and provide a copy of the trace
results.

d. The Chief CRB will notify the coupon contractor by phone and in writing of the result of the
postal trace.

e The Chief CRB will request the coupon contractor to file an insurance claim and provide

proof of the claim within 10 days for lost shipments.

f. Chief CRB will request status of insurance claim every 30 days after date of |etter notifying
CCH contractor.

. If no insurance benefit is received within 90 days, Chief CRB will contact the contracting
officer for instructions.

17-14. CERTIFICATION OF COUPON TRANSMITTAL AMOUNTS. Once per quarter, the Chief
CRB will select one store from each Commissary Region to perform a certified count of a coupon shipment.
This certification will be used to verify the Coupon Contractor's reported count.

a The Chief CRB will once aquarter select, at random, one store from each Region to perform
a certified count of their current coupon shipment.

b. The selected stores will be sent aletter instructing the commissary to perform a count of one
coupon shipment.

C. Theinstructions will require the commissary officer to certify the completed count by
signing a statement attesting to the accuracy of the coupon transmittal amount. The statement will be
recorded on the bottom of the coupon transmittal.

d. The signed certified copy of the transmittal will be forwarded to the Chief CRB within 24
hours. So as not to alert the Coupon Contractor of the verification process, ensure that coupons show no
evidence of having been counted and/or sorted. Dumping the individual coupons in the box could serve that
purpose. The standard coupon transmittal, without the signed statement, will be included with the coupon
shipment.

e The Chief CRB will retain the certified copy of the transmittal in suspense until the
contractor's audited copy is received.

f. The CRB will compare the two transmittals. The comparison will include both valid and
invalid coupons. If no differences are found, file the certified transmittal for record.

. If adifference exists, the contractor will be contacted and given the opportunity to provide
support for his count. If no support can be provided the contractor will be instructed to change his report.
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h. In any instance where the contractor is proven to have reported an incorrect amount, the
Chief CRB will inform the Chief DeCA-AM in writing.

i. All records used to compare or support the comparison between the certified transmittal and
the contractors transmittal count will be retained for the required period.

17-15. MONITORING COUPON FLOAT. The CRB will monitor the monthly float reported by the
coupon contractor.

a Coupon float is defined by the contract as. a small number of uncommon coupons that is not
cost effective to invoice within asingle batch and are held until a meaningful number or amount accumulate.
Inventory float for any one manufacturer will not exceed 100 coupons or $100.00 of face value.

b. The CRB will create adatabase by manufacture recording the monthly float amount reported
from the contractor.
C. Each amount will be supported by details of thefloat provided by the contractor. An actual

break down of the coupon amounts by manufacturer and the date of the coupon sort that created the float. If
the contractor does not or can not furnish the detail of the float, the amount will be rejected and the batch will
be suspended from processing.

d. The CRB will include on the required Data base the coupon count, dollar amount and the
date of the float by manufacturer.

e The CRB will track float amounts as they are created and billed out to ensure that no float
amounts exceed the contract defined limits of 100 coupons or $100.00 per manufacturer.

f. Each float amount will be put in suspense for 30 days. |If the float amount still appears on
the contractor report after 30 days, or the amounts exceed the limits outlined in e, the contractor will be
contacted by the Chief CRB. The contractor will be required to provide explanation why the float has not
cleared.

. The Chief CRB will notify DeCA-AM of each occurrence when the contractor's float
exceeds the coupon amount or dollar limits. DECA-AM will be notified each time the contractor has not
cleared the float account within 30 days.

17-16. ADDITIONAL REQUIREMENTS. In addition to the coupon system functions, the CRB Coupon
Redemption Branch is also responsible for the following:

a Provide HQ DeCA, Budget Division, with income and reimbursement forecasts, to project
available resources for current and future operating needs,

b. Coordinate with the Contracting Officer, DeCA/CBU, to ensure that all the requirements of
the coupon processing contracts and ADP/software contracts are met. Problems with ADP/software
contracts should first be directed through HQ, DeCA, Resource Management (RM) Directorate for
coordination/approval for system change requests.

C. Coordinate noted systems/procedural changes with the Directors of HQ, DeCA, RM and
DO.
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d. Maintain and reconcile the Deposit Ticket, Standard Form 215, with the bank data
transmitted by the CCH and with the Disbursing Officers (DO) Deposit Account. DFAS-CO will provide
the CRB the Unapplied DO Deposit Report, AVK 075, generated by STANFINS on a monthly basis.

e Resubmit returned coupons to the CCH with aunique transmittal number initiated by the
CRB. Thiswill allow for detection of duplicate charges by the CCH, for returned coupons submitted to an
incorrect manufacturer and/or for coupons resubmitted to the CCH that were found in the boxes returned by
the CCH asinvalid or expired coupons. DeCA Form 70-3, Commissary/Contractor Transmittal Form, will
be used. The following procedures will be used to identify the three types of re-invoiced coupons:

D The CRB will resubmit coupons to the CCH and use the Missorted Coupon
transmittal number Log, DeCA Form 70-76 (Figure 17-13). Thiswill identify the coupons returned to CCH
because the coupons were sent to wrong address of the manufacturer.

2 The CRB will issue a unique transmittal number to the CCH using the Missorted
Coupons Transmittal Number Log, DeCA Form 70-76 (Figure 17-14). Thiswill identify the coupons
returned to the CCH that were invoiced to the wrong manufacturer and returned.

3 The CRB will issue a unique transmittal number from the Missorted Coupons
Transmittal Number Log, DeCA Form 70-76 (Figure 17-15) to the CCH using "HQCREP." Thiswill
identify the coupons that are missorted/misrouted.

f. Receive dectronically transmitted canceled invoice information from the CCH. The CRB
must identify and flag invoices on the Outstanding Invoice File that need to be canceled. Aninvoiceto be
canceled inits entirety or partially written-off will remain in the batch invoicefile asoriginally issued. The
invoice canceled in its entirety will be flagged "C", indicating canceled. Aninvoicethat is partialy paid and
is determined to be uncollectible will be flagged "W," indicating write-off. Thetotal amount of the canceled
invoice will be automatically removed by the system from the Outstanding Invoice file and the Genera
Ledger accounts will be adjusted accordingly. The CRB will initiate and maintain the Canceled Invoice
Report.

. Maintain control and accountability of the General Ledger. CRB will analyze the General
Ledger account balances to determine if imbalances exist. Ensure that a proper relationship exists among the
assets, liabilities, capital, and operating accounts. Conducts research to determine causes for imbal ances and
ensure that proper adjustments using journal vouchers (JV) are made, if applicable.

h. Maintain control and accountability of all contractor fees for services, and reimbursement of
postage. The CRB will receive the Financial Accounting History Record Listing from the Budget office on a
bimonthly or monthly basis, or asrequired. Thisreport reflects data relevant to commitments, obligations,
disbursements, and discounts for contractor fee invoices and postage invoices.
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CASH EQUIVALENT (CE) COLLECTION LOG

(For use of thus form,see DeCAD 70-16: OPR s RM.)

REGION AS OFfDate)
DecA Region ©7/15 (98
CASH EQUIVALENTS (Refund Chechs. Rebate Checks, exc)
COMMISSARY/DODAAC CHECK DATE CHECK NUMBER CETYPE DOLLAR AMOUNT
coatee /66eid3  lo7/i0/98 | 13345 llenayiean ' 6:5¢

<o

AN\Z

“

\9\’

DaCA Form 70-61. Aug 94

Cash Equivalent (CE) Collection Log, DeCA Form 70-67

Figure 17-1
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COUPON TRANSMITTAL SHEET pATE
(#0r use of thus form. see DeCAD 70-16: OPR w RM.) .
dra 29 /998
TO FROM
First Nauonal Bank of Chicago
Request the foliowing checks be deposited into DeCA’s Lockbox Account:
MANUFACTURER'S NAME CHECK NUMBER AMOUNT

Peactor ~ Qambk 123687 : 3975

B riste; Meyers 45532 |*  q6.4s
Annusei 003U3@\’ R0¢

ech- Myt S okgp [3d.S¢.

: 54. 35

€50

O\ \.gssssq ' 41.&S
PN :

S \DOV | :
IV

ubridecm

Listerine

TOTAL $ m. Q’C

DOCA Form 70-63. Aug 34

Coupon Transmittal Sheet, DeCA Form 70-68
Figure 17-2
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DEPOSIT TICKET s Sy reaes CraaTeen

10 AGLNCY WE

ATIN: DFAS-CO-

P. O. BOX 102204
COLUNBUS, OH 43216-:204 jwwoo VY
mmmmvnl“ru‘m AMTIORIZED MORAR ““‘
S
Wn anp AT

CONFIRMED COPY

Deposit Ticket, SF 215
Figure 17-3
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LOCAL/RETURN COUPON LOG
lemdlhurbm.chCADTD-IG:OPRuRM.)
REGION _ DATE
NCH‘}\wQS*" Paeilic Juu; (1998
COMMISSARY TRANS # o U:O NS COMPANY NAME HANDLUNG FEE FACE VALUE TOTALS
MeChord AER IWREDEL 12 1Cain'e P 0.96]*  5.95{% (.90
INAS idhid be, TsfWaU 110 2 |Cece Cola P vaelt 60l .9
oK S éiﬁ'un': S oot 2.3 a.70
Behofe |dBus louxyiq A1° ruel* o.be
A

EL lenis Nael) CMAK s $ 0 AR |

MeChord AER §116R43
EL howne LWAaR3

MO)M.W ool 0.9
\\5 Yoyt aselr 2.4q¢

_boung 13 R TN
/ s s s
\
$ $ $
s 3 $
3 $ $
$ 3 s
$ $ 3
$ $ $
o T 2%t 4700 11.50
HANDLING FEE s 9-?('
FACEVALUE s 14.7C
mu $ {705C
DeCA Form 70-69, Aug 94

Local Coupon Log - Returned Coupon, DeCA Form 70-69
Figure 17-4

17-19



DeCAD 70-16  September 30, 1998

MEMORANDUM FOR COMMISSARY OFFICER, FORT CARTER COMMISSARY
SUBJECT: Local Coupons returned by CCH

Enclosed are Local Coupons which were incorrectly submitted to DeCA's coupon processing
contractor from your store for the period of 1 January through 15 January 1998. It isyour responsibility to
pursue collection of payment for local coupons.

Request you pursue collection for the enclosed coupons and take corrective action to ensure that only
national coupons be submitted to the coupon processor for processing. Local coupons should be redeemed by

thelocal vender. See the guidance reference above for further instructions.

If you need further assistance and/or guidance, our point of contact isMs. Judy Anderson, (804)
452-3333.

MARY DOE
Chief, Coupon Redemption Branch

Attachments;
As Stated

Memorandum (Loca Coupon Returned by CCH)
Figure 17-5
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FOREIGN ITEMS LOG

(For useof this jorm, see DeCAD 70.16: OPR 15 RAM.)

REGION AS OF (Laie,
DecA Jucy 15 1G98
FOREIGN ITEMS RECEIVED
COMMISSARY M M?;;EYY ) # TEMS DESCRIPTION FACE VALUE
CRaTER 0'7/0!/'!3 2 |Certificate P 4.20
HARBOR 07/e5/98 | Q2 | Cectificate ' 1.5¢

2
NS

3%

GRAND TOTAL s 5' '7o

DeCA form 70-70, Aug 94

Foreign Items Log, DeCA Form 70-70
Figure 17-6
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MISSORTED COUPON LOG oA )
(For use of this form., see DeCAD 7u-16: OPR uw RM.) Juc Y 1< ’778
TRANSMITTAL
NUMSER COMMISSARY/MANUFACTURER # OF COUPONS FACE VALUE GRAND TOTAL
BE CRTNIYG HQJ(L! AE 122 |* 3300 |F
E+. &r(zcac} | s 6.25% |®
E+ Meade i P .25 P
Jacwson i lle | S 0.a5 B
. D
AGng ey AER é’/\ 0.5 |
_ 4
Shaw AEA AN\ 2 0.5¢ |
H Aracc Ah\ J% S
v \ g A\
AN : :
<\ >
\ s s
S h"d
— \ \ : ;
(N : ,
</ . .
[ 4 $
4 3
3 $
$ 3
H 4
TOTAL s
GRANDTOTAL jue e s 3o
ACCOUNTING TECHNICIAN CMIEE. CRB (T yped Name and lasiols)

DeCA Form 70-71, Aug 94

Missorted Coupons Log, DeCA Form 70-71
Figure 17-7
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LOCAL COUPON CASH COLLECTION LOG CONTROL MUMBER DATE
{For use of this form.see DeCAD 70-16: OPR «w RM.) ESCCRBO!1 JULY 12, 1998

COMMISSARY m‘l cmoc::::w CHECK MUMBER MANUFACTURER HANDUMGFEE | FACEVAIUE | QHECKTOTAL
BARBER"S POINT WHR JuL 98 112641846 MAUNA LOA H 25.60 {3 313,73 $ 316.38

PEARL HARBOR wiwe18  fsur 9.8 | 7041052879 | sorvon 1wc $ 142.08 |5 496.50 |s 638.58
FT RILEY MCG003 JULY g ‘.“‘6292 CAIN'S COFFEE CO ) 0.88 1 3 5.45 $ 6.33
MIROT AFB MCLOJ6 JUL 98 F ‘ ﬁ;ga J NORTHERN BOTTLING CO s 19.12 $ 101.25 3 120.37

PATRICK AFB CA7019 JUL 98 2! BROOKS BEVERACE MCT 4 2.96 $ 45.43 H 48.;;-
WRIGHT PAT carozr  four 98 | N\ gebuss_Jcoxe s oas |s o0 |5 0.8
WRIGHT PAT car02s s 98 C 2per Dravs S o056 |5 4897 |5 49.53
CASTLE AFB xuw3ts  faue 98 1% /|x § a nicitany saes |5 1192 |5 1788 |5 29.80
| WRICHT PAT CA7022 JJUL 9 8 lnM {Al COLA 8 26.10 |3 303.70 |% 1327.80
WRIGHT PAT car023 s 9. g 208 BEVERACE s 6.00 |5 sr2s s 6325
PEARL HARBOR umiets  jauL 9'g | 7041053146 N YNC s 62.40 |s 228.88 s 291.28
PEARL HARBOR wiwe23  JouL 9 1041053146 BoxfiTA $ 110.00 |5 371.70 |5 4s1.70
HURLBURT sit003  Jowr 9 5 | 202010200 | m xoeR s 0.6 s 4.25 |3 4.41
FORT STEWART sj2001  fJuL 98 411073 | mex eguepdy $ 048 |8 24.00 |3 24.48
HANSCOM AFS naaool  JuuL 9.8 8426 | orxon puRersdc s 10.88 |s s44.00 |s ssa.n8
LITTLE CREEK JuL 9 g 332 |a3. Xe@ oo s 2.2 ls s s 7.00
WRIGHT PAT ca7030  fsuL 98 298865 | srooks edEgef \  [s  z2.40 s 22.50 |5 24.%0
FORT CARSON ucaoos  fJuL 9-g 230606 ] LeveL mﬂqxx‘\\ s 76.88 I3 961.00 |$1,037.88
FORT CARSON nca0os  fJuL 98 230605 frever srorhee™ Is  1oa |5 1300 |5 16.0s
HANSCOM AFB JuL 9 8 9319 NORTHEAST MTLITARY $ 13.12 |s 196.80 |s 209.92
PEARL HARBOR WHW626 JUL 98 7041053379 | BORDEN INC $ 132.264 |3 445.85 |5 578.09
WHITEMAN AFE JUL 98 8735 | DIXON MARKETING $ 156.00 |s 450.00 s 606.00
EAST KELLY AFB JuL 98 27 | L1on corree s 400 |8 1302 s nraz

LITTLE ROCK AFB JUL 9.8 69600 | ROYAL CROWN s 0.6 s 3.5 |5 3.1
TOTALS ' wos.28 | 4.770.92 | 5.576.70

DeCA form 70-72, Aug 9¢

Local Coupon Cash Callection Log, DeCA Form 70-72

Figure 17-8
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DeCA ACCOUNTS RECEIVABLE RECONCILIATION VOUCHER BALANCE SHEET
Far usc uf thas jurm . DeCAD 70-16: OPR s RM..
DATE BANK VOUCHER CONTROL # aq ‘; _}.
M AY 10, Iqqg SANK VOUCHER TOTAL 25 (0.9
CHECKS TO BE DEDUCTED
CHECK NUMBER INVOICE NUMBER REASON CODE AMOUNT
Q1aA%05 AL S7/ b s 7.57
$
H
A ’
<o s
\ ¢ |
4\ :
$
\\\ :
)
— \v\v :
== s
$
TOTAL AFTER ADJUSTMENTS . -
IAmeunt of T ) 3 25 $6/- 89
REASON CODES:
1. Check is not for A/R Invoices (Rebate, ete).
2. Check does not belong to DeCA.
3. Portion of check does not belong to DeCA.
4. Invoice does not belong to DeCA
5. Overpayment of invoice.
6. Other (provide explanation below).
Leea( Ucepms
DeCA Form 70-73, Aug 94

DeCA Accounts Receivable Reconciliation VVoucher Balance Sheet, DeCA Form 70-73
Figure 17-9
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DeCA ACCOUNTS RECEIVABLE RECONCILIATION BANK VOUCHER CHECK/INVOICE RESEARCH
tFor use of thes form. DeCAD 70-16: OPR o RM.)

T0 FROM
DATE BANK VOUCHER CONTROL # :;q a 5
MA"\’ f5' !qqg BANK VOUCHER DATE M Ay i /998
CHECKS/INVOICES WITH MISSING DATA
CHECK NUMBER INVOICE NUMBER MANUFACTURER PERSON CONTACTED PHONE DATE OF CONTACT
o 2805 Loc Yeol Crof+ Lec May {M_q

ey
N\

O\ Y
,\g‘%;

NOTE: Manufacturer(s) Customer Service Department(s) have been notified of missing data on iwo separate
occasions during the last TEN days. Missing information has not been provided.

THIS BANK VOUCHER WILL REMAIN OPEN UNTIL CRB ADVISES NCRS/CPA OF ACTION TO TAKE.

DeCA Form 70-74, Aug 94

DeCA Accounts Receivable Reconciliation Bank Voucher Check/Invoice Research, DeCA Form 70-74
Figure 17-10
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* U.S. GPO: 1536-150-883

i DISBURSING OFFICE COLLECTION VOUCHER NUMBER

'

97090
T TACTIVITY (Mame and iocaton)
| DEFENSE COMMISSARY AGENCY, 5258 OAKLAWN BLVD, ATTN: A&R BUSINESS UNIT, HOPEWELL. VA 23860-7336
| RECENVED AND FORWARDED BY (Pnniec neme. btie anc sonature) | DATE

TONY F GAINES, CHIEF, REDEMPTION DIVISION

RECENVING
OFFICE

5-28-98

;Acmn'rv {Neme anc iocation)
| DEFENSE FINANCE & ACCOUNTING SERVICE P.O. BOX 182267 COLUMBUS OH 43218-2267

E %ﬁ [DISBURSING OFFICER (Prnfed neme, 009 and agneture) | DISBURSING STATION SYMBOL NUMBER ggﬁm nczyclosnmn SUBJECT TO
gg ’ WILLIAM G ARNOLD, DISBURSING OFFICER ' ;
o i
@ , 6355 |
PERIOD: From Yo l
. i
| DATE NAME OF REMITTER DETAILED DESCRIPTION OF ACCOUNTING :
I RECENED DESCRIPTION OF REMITTANCE oL BTN o e ‘ CLASSIFICATION ]
| FIRST NATIONAL BANK CHICAGO :ADVICE OF CREDIT FOR '97F3875.0111S33150 |
| :COUPON REDEMPTION ‘
DEPOSIT TICKET# ‘
| 5888 124120 -1.00
' 51198 |645636 432.287.76
i 5-12-88 (645835 1,751.372.80
| 5-13-98 |6456834 170,755.42
! 5-14-98 |6456833 60,160.28 ‘
: 5-15-98 |645632 438,152.50 .
: 5-18-98 1845631 430,115.78 :
: 5-19-98 /645630 81.090.74 :
: 52098 |645629 1,183.523.22
. 52288 845627 736,289.68 !
: i i
i :
H t
; ;
: |
‘ |
1 |
! !
! * . |
: i
: !
e !
| |
'3 |
| ! i
i |
E ! i !
TOTAL | $5.298.747.18 |
1
DD % 1131 Ca::r:l:r Gwa:!U.S,
24 Janusry 1956

:lﬂhn-mmbvibmm nc

Cash Collection Voucher, DD Form 1131
Figure 17-11
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FOREIGN CHECK 10G
1For uose uf this form_ see DeCAD 20.16: OPR u RM 1
TREASURY |
o AMTOUE N US CHECK DATE amrecvom | aowsmment
::c:u mwp:;":‘ BANK RAME(COUNTRY DOUARS ::;; aupDryy) | - SANKNAMECOUNTRY S DOLLARS AMOUNT
34S 107 L_m_&mc QE Y 100.76 | &7€90 |03 i) 5 99,70 1% Q.00

o\ . ;
DIV . ;
’/Cl ; ;
+ Y/ ; :
e 7/4 * ;

P .

DeCA form 70-75, Aug 94

Foreign Check Log, DeCA Form 70-75
Figure 17-12
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MISSORTED COUPONS TRANSMITTAL NUMBER LOG
(For use of this form. see DeCAD 70-16: OPR u RM.!
{Check one 1nat cppiies) D HQCRET
[ HQerer  LOG
X} HQCRTN
IMMBI;IT;YY) COMMISSARY TRANSMITTAL NUMBER # COUPONS FACE VALUE
odfoi/qR |CRATER HGCETN 143 s3Q¢ 1P 15943
° S
s
$
s
e :
< </<//\ 5
RN
N
CON ;
A" —
N\ < :
\ s
SO ,
QA\V/‘> s
&4 )V $
a4 s
$
1
H
$
s
$
S
DeCA Form 70-76. Aug 94

Missorted Coupons Transmittal Number Log, DeCA Form 70-76
Figure 17-13
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MISSORTED COLPONS TRANSHITAL NUMEER LOG
{CAecx one that applies; @ HQCRET
[ HQcRer  LOG
[ HocrTN
) COMMISSARY TRANSMITTAL NUMBER # COUPONS FACE VALUE
09/17/98 | CRATER HOCLET yos | w5 15 oo us
s
s
s
H
2 ’
AN 2N
//\Q\v/\ o s
~ALONS ;
A\ ( ( s
AN :
TN ;
ICAYad ,
)" :
"
]
$
$
H
$
s
$
$
H
DeCA Form 70-76. Aug 4

Missorted Coupons Transmittal Number Log, DeCA Form 70-76
Figure 17-14
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MISSORTED COUPONS TRANSMITTAL NUMBER LOG
tFor use of thus form.see DeCAD 70-16; OPR 1s RM.)
(Check one that applus: D HQCRET
MQCREP  LOG
D HQCRTN
DATE
(MMIDDIYY) COMMISSARY TRANSMITTAL NUMBER # COUPONS FACE VALUE
Hofoi /98 |CpaTeR BGCREP oo Yo P lTeo
N 3
s
4
$
( $
A \.& ’
Z N\ ;
N ;
\\) s
\ 4
N \ s
v.oY
/> $
W ,
9
. s
S
S
s
- b 3
s
s
DeCA Form 70-76, Aug 94

Missorted Coupons Transmittal Number Log, DeCA Form 70-76

Figure 17-15
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Chapter 18

COUPON FUNDS CONTROL

18-1. GENERAL. This chapter provides the procedures for maintaining the coupon funds control at the
CRB. The Cash Deposit Log (CDL) is used to record deposit and withdrawal documents received from the
bank. The CRB personne will reconcile the bank statement to the CDL monthly. The CRB personnel are
responsible for reconciling the DO suspense Account Log to the STANFINS AVK 075 (Disbursing Officers
Suspense Account Report) and to ensure that there are sufficient funds available in the DO Deposit Account
to transfer of funds to reimburse the DWCF Resdle.

18-2. WORK FILESMAINTENANCE. Work files should be maintained by the Funds Control Clerk
responsible for reconciling the DeCA lockbox account's deposits and withdrawal s with the payments recorded
in the DeCA Automated Coupon System (DACYS), the bank statements and the DFAS-CO Disbursing
Officer's Suspense Account (AVKO075 Report). Thefiles are listed below and are described in paragraphs
which follow.

a Cash Deposit Log.

b. Cash Collection Log.

C. Bank Voucher Log.

d. Journa Voucher File.

e Bank Statement Reconciliation.

f. Disbursing Officer's Suspense Account.
. Handling Fee Transfer.

h. Face Vdue Reimbursement.

i. Postage Reimbursement.

j- Contractor Fee.

18-3. CASH DEPOSIT LOG. The DeCA Cash Deposit Log, DeCA Form 70-77 (Figure 18-1) isan
automated spreadsheet used to record deposit and withdrawal documents received from the bank that
maintains DeCA's lockbox. It isdesigned to account for all deposits and to validate the completeness and
accuracy of the payment information the coupon clearing house (CCH) contractor inputs into the DACS,
CCH Sub-system.

a Receive the deposit ticket with the Advice of Credit and Debit V ouchers from the bank daily.
Staple the bank advice and vouchers to the appropriate deposit ticket.

b. Enter the amount of each deposit and debit voucher into a subsidiary register, the Cash
Collection Voucher Log, DeCA 70-78 (Figure 18-2).

18-1
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C. Prepare a Cash Collection Voucher (DD Form 1131).

D)
2

List all deposits and debits.

The accounting classification for the DD Form 1131 will be 97F3875.0111 S33150

which is the Disbursing Officer's Suspense Account (DO Suspense Acct).

3

Assign a Cash Collection Voucher number from the Cash Callection Voucher Log.

This number will consist of the last two digits of the fiscal year and a sequential number beginning at 001
each fiscal year, i.e. thefirst voucher for the month of October 1998 will be 99-001.

(4)
()
@
(b)

The Chief, Coupon Redemption Branch will sign the DD Form 1131.
Disseminate the copies of the DD Form 1131.
The original will be retained at the CRB.

FAX acopy of the original to DFAS-CO-SAR. Attach the FAX transmission status

report to the original DD Form 1131.

(©

The DD Form 1131 will be filed chronologically in a separate file folder by fiscal

year in front of the relevant deposit tickets and Advice of Credit and Debit VVouchers.

18-4. BANK STATEMENT RECONCILIATION. The CRB will perform a monthly bank statement
reconciliation within 5 working days after receipt of the bank statement with the Cash Deposit Log. The
deposits and credit and debit vouchers will be reconciled to the bank statement. Transfers of deposits from
the DeCA lockbox account to the U.S. Treasury will be validated.

a The bank statement will contain the following data:

D)
2
3
(4)
()
(6)
()
(8)

Account Number/L ockbox Number
Processing dates

Beginning Ledger balance

Closing Ledger balance

Credits to accounts (Detail and Summary)
Dehits to accounts (Detail and Summary)
Supplemental information

Cumulative balances

b. Upon receipt of the bank statement, the CRB will initially examine the beginning ledger
balance for correctness. The beginning balance will be compared to the ending balance of the prior month's
bank statement. Any difference should be immediately reported to the bank for an explanation and

resolution.
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C. Reconcile each debit and credit item on the cash deposit log with the bank statement.

D Annotate on the bank statement, next to the item, the cash collection voucher
number if theitem isrecorded in the Cash Deposit Log.

2 Annotate on the Cash Deposit Log, next to the item, the ending bank statement
month date the item appears on.

(©)] Annotate a check mark next to the item listed on the last Bank Statement
Reconciliation Form in the Deposit/Credit Not Recorded and Debits Not Recorded if theitem isrecorded in
the Cash Deposit Log. Annotate next to the item on the Cash Deposit Log the month in the as-of-date on the
Bank Statement Reconciliation Form.

d. The Funds Control Clerk will complete the Bank Statement Reconciliation Form (DeCA
Form).

D The following steps will be required to compl ete the Bank Statement Section of the
Bank Statement Reconciliation Form:

@ On the Beginning Balance line (line one) enter the beginning balance from the bank
statement.

(b Add al deposits and credit vouchers from the Cash Deposit Log since the last
reconciliation and enter on the Deposits/Credits line (line two).

(© Add al debit vouchersin the Cash Deposit Log since the last reconciliation and
enter on the Dehits line (line three).

(d) Compute the Reconciled Total (line one + line two - line three = line four) and enter
onlinefour.

2 The following steps will be required to compl ete the Cash Deposit Log Section of
the Bank Statement Reconciliation Form:

@ On the Beginning Balance line (line one) enter the balance for the end of the month
that the bank statement isfor.

(b Add al deposits and credit vouchers on the bank statement that are not on the Cash
Deposit Log and enter on the Deposity/Credits Not Recorded line (line two).

(© Add all debit vouchers on the bank statement that are not on the Cash Deposit Log
and enter on the Debits Not Recorded line (line three).

(d) Compute the Reconciled Taotal (line one + line two - line three = line four) and enter
onlinefour.

(©)] Any difference between line four of each section indicates an out-of-balance
situation that must be researched and corrected. All discrepancies noted on the bank statement will be
brought to the attention of the Chief, CRB and bank officials for immediate resolution.

4 The following steps will be required to be complete the Transfer Section.
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@ Upon receipt of funds, the bank will initially credit DeCA's account. On the next
work day the amount credited to DeCA's account is then debited into the U.S. Treasury Lockbox account.
This process must be verified to ensure that the same amount credited is debited on the next work day. Any
deviations should be reported to the bank for resolution. If a problem existsin this regard, notification of
U.S. Treasury department personnel is mandatory. HQ DeCA/RMA will also be notified of any problem
areas dealing with the lockbox.

(b The deposit made on the last day of the month will only be credited to DeCA's
account. The bank will not debit this amount because the account must maintain a credit balance at the end of
the pracessing (monthly) period. On the next working date of the subsequent month, the debit of the lockbox
account will take place.

5 Upon completion of balancing DeCA's bank statement, file all bank
statements/documents in a chronological order with the latest bank statement on top.

18-5. DeCA's COUPON SUSPENSE ACCOUNT LOG. The CRB personnel will record onthe DO's
Coupon Suspense Account Log, DeCA Form 70-79 (Figure 18-3) al transfer-in of funds from the DeCA
lockbox and all transfer-outs to Defense Working Capital Fund (DWCF). The DO Suspense Account Log
will be reconciled to the STANFINS AVKQ75 (Disbursing Officers Suspense Account Report). Each
transfer from the lockbox, as shown on the bank statement, to the U.S. Treasury should be identified on the
AVKO75. Each transfer-out, as requested per memorandums from the service center, should be identified on
the AVKQ75.

a Reconcile each transfer-out on the bank statement with the AVK075. Contact DFAS-CO if
there are discrepancies for correction.

b. The CRB will ensure that there are sufficient funds available in the DO Deposit Account. A
telephonic reconciliation of the balance will be made with DFAS-CO.

18-6. TRANSFER TO DEFENSE WORKING CAPITAL FUND (DWCF). Thefundsthat are
generated as aresult of invoices being paid for the face value of coupons redeemed at DeCA commissaries
remain in the DO Deposit account until CRB provides documentation to effect transfer of funds to reimburse
the DWCF, Resale Stocks.

a The DWCF, Resale Stocks will be reimbursed based on availability of funds as recorded and
verified in the DeCA Coupon Suspense Account Log, usually atwo month period after redemption. The
oldest documents, Voucher for Transfer between Appropriations (SF1080) will be reimbursed first.
Reimbursements should be made for a full month's billing at one time.

b. The CRB will receive SF 1080's generated from DFAS-CO and from Subsistence Finance
and Accounting Europe (SFAEO) on a monthly basis. Two copies of the SF 1080's are forwarded to the
CRB. The SF 1080's will indicate the amount of reimbursements owed to the respective regions and the
individual stores.

C. The CRB will then validate the SF 1080's. Any corrections will be forwarded to the
Analysis and Reconciliation Business Unit in accordance with the instructions in Chapter 6 of this directive.

d. If any SF 1080's identified by the CRB as erroneous are found to be accurate by the ARBU,

and the error exists in the store transmittal, a correcting journal voucher will be prepared by the CRB senior
accountant taking into consideration the effects of gain and losses incurred by the error.
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e The CRB will ensure that there are sufficient funds available in the DO Deposit account to
pay the SF 1080's. Reconcile the DeCA Coupon Suspense Account to the AVKQ75 prior to transferring any
funds.

f. Submit a memorandum for reimbursement of SF 1080'sto DFAS-CO. Attach to the
memorandum alisting of bill numbers, date of bills and amount of hills.

0. Prepare a separate Journal Voucher (JV) (Figure 18-4) for the total face value amount to be
reimbursed to theregions. Input the data from the JV into the coupon processing system.

h. Update the DeCA Coupon Suspense Account and reconcile the reimbursements to the
AVKO75 report.

18-7. TRANSFER OF HANDLING FEES. Based on bank data transmitted from the CCH, the net
handling fee will be transferred from the DO Deposit account to the DWCF Commissary Operation. Losses
from variances to face amounts and miscounts must be deducted from the gross handling fee amount prior to
the transfer of handling fees. The following procedures will be followed prior to the transfer of handling fees:

a Print the monthly bank voucher report to obtain gross handling fees received.
b. The following calculations will be performed to ascertain the losses:
D Gross handling fee reflected on the monthly bank voucher report less the face value

variance from the monthly performance report. Review the performance report for any duplicate audited
transmittals affecting the variance. If there are duplicates research and correct the performance report and
adjust the variance accordingly.

()] Determine the face value write-offs from the reconciliation report. Next, obtain the
multiple payment report from the coupon system and determine if there were multiple erroneous write-offs to
the sameinvoice. If so, add them back in to reduce the amount of write-offs.

(©)] The gross handling fee less variances from subparagraphs (1) and (2) aboveisthe
net handling fee to be transferred.

C. Prepare a memorandum to DFAS-CO citing the amount and the DWCF appropriation to
receive the funds being transferred. Transfer handling fees on a monthly basis after reimbursing the stock
fund.

d. Prepare and input a JV into the coupon system to update the general ledger.

e Update the DeCA Coupon Suspense Log and reconcile the transfers to the AVK075 report.

18-8. TRANSFER OF POSTAGE. The coupon contractor will be reimbursed 100% of actual postage
received from the manufacturers as determined from the bank payment data in accordance with the contract.

a Obtain the actual postage from the Posted and Not Posted bank voucher reports.

b. Update and reconcile the automated Postage Payment Spreadsheet with the DeCA Cash
Callection Log after each bank voucher transmission.
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C. When the coupon redemption contractor invoices DeCA for reimbursement of postage
expenses actually collected, the CRB branch will verify that each control number listed on the invoice has
been imported to the coupon system and posted to the Postage Payment Spreadsheet and that the dollar value
isaccurate.

d. Ensure previous payments have not been made on any of the control numbers and that
sufficient funds are available under the postage contract and the DO Deposit account to cover the amount to
be transferred.

e Prepare a DD Form 250, Material Inspection and Recelving Report. Obtain the necessary
signatures, stamp date the DD Form 250 and fax a copy to DFAS-CO, HQ DeCA ATTN: Contracting, and
forward a copy to HQ DeCA, ATTN: Budget.

f. Prepare and input a JV into the coupon system to update the General Ledger and post the
transfer to Postage Payment Spreadsheet and the DeCA Suspense Log.

. Reconcile cumulative postage fees with DFAS-CO on amonthly basis. Reconcile with the
AVK-075 report.

18-9. COUPON REDEMPTION CONTRACTOR PAYMENTS. The CRB will prepare the DD Form
250 for services provided by the coupon contractor. All invoices from the contractor must be reconciled to
the audited transmissions of batch transmittals and invoices before certifying for payment. The following
procedures will be followed when processing contractor payments:

a Receive a monthly invoice from the contractor for service fees owed for coupons processed
and reconciled as stated above. All valid and invalid coupons should be accounted for in processing payment
information. The coupon contractor bills the CRB by batch number (audited transmittals and invoices). The
CRB will validate the batches with the Coupon Clearing House Batch Report. The valid and invalid number
of couponswill be compared to what the contractor has billed. If the batches include any HQCRET or
HQCRTN transmittals (missorted returned coupons) they will be deducted from the payment. If thereisa
discrepancy, the contractor will be notified to resubmit a correct invoice.

b. Ensure that sufficient funds are available for disbursement under the coupon processing
contract maintained at DFAS-CO/AEOC by checking the reconciled cash balance in the DeCA Suspense
Account Log.

C. Prepare the DD Form 250 and forward to DFAS-CO for payment. Provide a copy to the
contracting officer.

d. Prepare and input a JV into the coupon system to update the General Ledger. The JV will
contain a debit to GLAC 23, Accounts Payable/Contractor Fee for the amount of the payment and a credit to
GLAC 11, Cash, for the same amount. Explain on the JV that the transaction is to record disbursement to the
coupon redemption contractor for fees to process the following batches (list batch numbers), and annotate the
contractor'sinvoice number.

e Record the payment in the DeCA Suspense Account Log and deduct the amount from the
cash balance.

18-6



DeCAD 70-16  September 30, 1998

DeCA Cash Denouit Log FY8 g |
|
Trens. | Bonk Betch Emtry Foce Hendling AMC CCH Adivoe ef Credit Dete Fax
or Vo _|Botch Dete Dete Vaive ] Postoge [ L] oot Betoh amount |G.T. on SF215 to DFAZ Mo
Totals o0 of 9-30-98 445.776.302.91 u.:noi‘.\c [\ 1279.79¢.70 89.591.088.20] 403.678.401.02 515.921.088.43
| W
004 |_enans] 11nem3] 1.401.05249]  23hgo¥so $.670.87) 1,845.231.18
2045 | en14ams| 101289 231.987.45 80. 4.005.70 200.029.47
2046 | enams| 101203 10.708%8} 7 /0.00] 94.980.41
047 |__enem s100\ ¥ /s 1nen
2048 llllifl 102088 20.018.48 200808l / 96.68375
2040 | ennarg| 10/20mg 17.764.83 209328 V72 20,148 83
126362049 einang| 1 38,240.74 80.32 .301.0€
2050 e lnnm;l 1.082.924.90] 72.538.88 £os Pl 1,142,508.24)
2081 -mug' 10128098 104.201.16 12.078.40 a7\ 121.052.28
2243 | snsmgl 1or2zmg 218.4868.19 12.135.28 whdl” A\ 136.601.30 N
22¢¢ | ans 19m 311.022.94 23.902.80 |.m.ﬁ*,\' \J} 338.229.18
2281 824 10112 1.675.323.31]  249.945.80 sseses] N\ /R isnne
228e | w2e 1012283 72.617.29 4.050.48, 23895 P 78.910.12
2270 | sy 480.522.15 19.140.02 wat| 7~ 433.068 44
2271 | simimy| torazmg 401.843.72 23.971.68 43088 \ _Ag0.245 94
215 | siong| 1A 123.872.71 9.341.00 105.18 \.) 130318.87
Jazzs | enomg| t1on2 _ $3.353.33 13,230.00 1,262.34 | . \bdgars
9637[278 | snong] w2 450 0.00 000 SN\ VY
2293 | smimg] 11nmy 340.114.37 10.019.38 51315 |\ 350.846.08
9640{2299 | smvmg] nnms 89.25| 30.48 0.00) 12003 ¥
2000 | sming| 1 3.559.99 1.089.78 203.77 4.851.51
2302 | en1ng] 1omaenmy 22.998.93 1.807.04 261.08 24.745.43
2207 sing|  vinmy 255.708.33 2.852.60 376.70 265.937.71
9647]2291 9123|1018 5.97 0.00 0.00 5.97
2282 o2 10N 2.779.45 1.280.08 1.1 9.223.24
J229s snng| nnﬂ 580.359.43 23.108.04 10179 604.165.32

Cash Deposit Log, DeCA form 70-77

Figure 18-1

18-7




DeCAD 70-16 September 30, 1998

o aea s DoCAD T 16-07 bl
b °”°::;a il TOTAL VOUCHER TOTAL comuatvetota, | BATEIARERTO
dd-04] |pele3/aR1* 3 e 18 1° 382 190.049 [*E3p e 1973
3 H $
Qu-oul locjoe/G§ |* A 117 €2 |° s
ou/p7/a8 I* 1777.52.00 * s
boo/pg/g g I*  R8A1cx [* :
06)09/48 |* 33362207 |1 s
ocjiej6® 1° 393 728.99 |* AD
| loe/1319 8 1* 240, 135,80 18 <(OA
oL/1d [GR 18 | 4S3, 683, Jl* >
o6/1- /9% 1* c77s .
(/98 1* 4 33K 525039 2%|° 7 2% oegg./jﬂ
-043 06/(5/98 |* : :
06/ > |¥ > 1713 H
IR\ 05, 1 :
0b y 14,957, ¢91° :
O/ a4/98 ) 2698032.i7|* 3007 2¢3. D
$ $ $
$ $ $
$ $ $
$ $ $
$ $ $
$ $ 3
s $ $
$ $ $
$ $ $
DeCA Form 70-78. Ang 84

Cash Callection Voucher Log, DeCA Form 70-78
Figure 18-2

18-8



DeCAD 70-16  September 30, 1998
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Chapter 19

COUPON RECONCILIATION PROCEDURES

19-1. GENERAL. This chapter provides the procedures for reconciliation of coupons at the CRB and the
ARBU. The store coupon transmittals will be reconciled to the AVK 965 (SF 1080 Bills) by CRB personnel.
The ARBU isresponsible for processing Financial Transaction Correction Form, DeCA Form 70-88,
(Figure 19-1) completed by the CRB personndl as result of their reconciliation of the AVK 965, voucher for
transfers between appropriation and/or funds.

19-2. BACKGROUND. The CRB receives copies of completed coupon transmittal forms (DeCA Form
70-3, Commissary/Contractor Transmittal) from commissaries. The commissary personnel enter the total
number and dollar value of coupons received from patrons as reflected on the daily report from the point of
sale (POS) system on the store coupon transmittal. A coupon transmittal form may reflect one day or many
days coupon sales. Each day's entry on the coupon transmittal reflects the Julian date used to enter the daily
sales into the business system that passed the transaction to AIMS/ STANFINS. The commissary personnel
put the coupons in a separate bag for each day's business and annotate the business date on the bag. Coupons
must be close out and shipped at least twice monthly. Each shipment must contain a unigue transmittal
number. A copy of the closed transmittal goes inside the box with the coupons to the clearinghouse, and a
copy isforwarded to the CRB. The CRB personnel enter the transmittal number, coupon count and dollar
value into the DeCA Automated Coupon System (DACS). Once amonth, the CRB receivesthe AVK-965
bills from STANFINS for the coupon sales entered by the commissaries. The CRB personnel must validate
the entries on these bills to reimburse the applicable DeCA region's resale account for the dollar value of the
coupon sales. The validation processis to reconcile the daily coupon sales entries on the AVK-965 hill to the
coupon transmittal. When differences, duplicates or stand-alone credits are found, the CRB personnel will
document these findings on the Coupon Transmittal -STANFINS Reconciliation Form. The Coupon
Transmittal -STANFINS Form is form will be used to prepare the DeCA Form 70-88 which will be
forwarded to the ARBU or European Region to enter the correction in AIMS/STANFINS. The ARBU
personnel will ensure all corrections are validated to the SBCJ and the Report of Deposit (DD Form 707).
The CRB personnd will prepare the Summary of AVK-965 Coupon Balances Form to show the summary
effect of the reconciliation of the AVK-965 bills and the coupon transmittals. Copies of the DeCA Forms 70-
88, and STANFINS Reconciliation, and Summary of AVK-965 Coupon Balances will be retained by the
CRB.

19-3. COUPON REDEMPTION BRANCH (CRB) PROCEDURES. Thefollowing listed procedures
will be used by the CRB during the reconciliation process of Store Coupon Transmittals and the AVK 965.

a The CRB will obtain the following documents/reports prior to beginning reconciliation:

D Outstanding balances by AVK 965 hill number (STANFINS BAT file obtained
from supporting finance offices)

2 Coupon transmittals (DeCA Form 70-3) organized by Julian date, by month.

(©)] AVK 965 hills (Voucher for Transfers Between Appropriations and/or Funds, also
known as 1080 hills) sorted by store, by month.

4 Coupon Transmittal - STANFINS Reconciliation Form.
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5 Summary of AVK 965 Coupon Balances.
(6) Financia Transaction Correction Form (DeCA Form 70-88).
b. The reconciliation process will consist of the following step-by-step instructions:

D Compare the daily entries on the coupon transmittal to the daily entries on the AVK
965 hill to ensure all entries are matched and accounted for by line item.

2 Annotate on the coupon transmittal form next to the daily coupon sales entry each
AVK 965 bill month the transaction appears on.

(©)] The AVK 965 bill and the coupon transmittal are in balance when thereis aonefor
one match by Julian date and dollar value. However, thereis an out of balance condition when the 52Qs and
N2Qs on the AVK 965 hill do not net to the dollar amount on the coupon transmittal for a Julian date or the
AVK 965 ismissing an entry or has an entry that is not on the coupon transmittal. Each out of balance
condition will be annotated on the Coupon Transmittal-STANFINS Reconciliation form and the transaction
will be coded based on the nature of the transaction (i.e., 52Q or N2Q for AVK 965 transactions, or a TL for
acoupon transmittal transaction (see instructions for completing Coupon Transmittal-STANFINS
Reconciliation form).

4 When performing the reconciliation, the following actions will be required
depending on the existing conditions:

Condition 1. 52Q amount and Julian date on the AVK 965 matches the coupon transmittal
amount.

Action: No action required.

Condition 2: 52Q with matching N2Q amount for the same Julian date/transmittal number
on the AVK 965 hill and the coupon transmittal shows the identical amount and Julian date/transmittal
number. Thefinancial affect of the 52Q and the N2Q for the same amount is zero. Therefore, the coupon
sales amount is not reflected in the financial records and a 52Q must be entered to make the net of the 52Qs
and N2Qs equal the daily entry on the coupon transmittal form.

Action: Annotate each 52Q and N2Q on the Coupon Transmittal-STANFINS
reconciliation form. Prepare the DeCA Form 70-88, for a 52Q for the amount shown on the Coupon
Transmittal STANFINS Reconciliation form.

Condition 3: Multiple 52Q amounts shown on AVK 965 hill for the same Julian
date/transmittal number match a single entry for the Julian date/transmittal number and amount shown on the
coupon transmittal.

Action: Annotate each 52Q and TL on the Coupon Transmittal-STANFINS Reconciliation
Form. Prepare the DeCA Form 70-88 for aN2Q for amount of the difference between the AVK 965 and the
coupon transmittal. To determine the difference, add the amounts for the multiple 52Q entries on the AVK
965 and subtract the single entry amount on the coupon transmittal.

Condition 4: N2Q entry shown on the AVK 965 but no matching 52Q on the AVK 965
and there is no coupon transmittal entry for the same Julian date/transmittal number.
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Action: Annotate each N2Q on the Coupon Transmittal-STANFINS Reconciliation form.
Prepare the DeCA Form 70-88 to process 52Q amount to offset the N2Q credit.

Condition 5: N2Q entry shown on the AVK 965 but no matching 52Q on the AVK 965 but
there is a coupon transmittal entry for the same document.

Action: (1) Annotate each N2Q and TL on the Coupon Transmittal-STANFINS
Reconciliation form. (2) Prepare the DeCA Form 70-88 to process two 52Q transactionsto create a net
amount of the 52Q amount. On the DeCA Form 70-88, annotate in red ink/marker anumber "2" to help
highlight this situation to the ARBU technicians. Two 52Q are being processed to maintain the audit trail of
the transaction. NOTE: The ARBU technicians will determine the block numbers to be used for the two 52Q
entriesto avoid error suspensein AIMS.,

Condition 6: An entry is on the coupon transmittal but no corresponding Julian date or
amount is on the AVK 965 hill.

Action: (1) Annotate each TL on the Coupon Transmittal-STANFINS Reconciliation
form. (2) Prepare the DeCA Form 70-88 to process a 52Q for the TL amount.

Condition 7: 52Q amount shown on the AVK 965 hill does not match the coupon
transmittal amount.

Action: (1) Annotate each 52Q and TL on the Coupon Transmittal-STANFINS
Reconciliation form. (2) Prepare the DeCA From 70-88 to show both amounts. Ensure next to each amount
isreflected whether it isthe AVK 965 or the TL (coupon transmittal) amount. This error correction form
must be maintained separate from the other types of corrections outlined in this chapter. The ARBU
technicians will compare the AVK 965 hill and the coupon transmittal amounts to the SBCJ and the DD
Form 707 to determine the correct amount. The ARBU technician will annotate the correct amount on the
error correction form and enter the correcting transaction into the financial system and return the error
correction form to the CRB.

C. The following procedures will be used when preparing DeCA Form 70-88, Financial
Transaction Correction Form:

D Corrections for the same transmittal number where the AVK 965 bills did not reflect
the coupon sale or the transactions did not net to the amount of the coupon sale.

2 Corrections where the coupon transmittal amount and the AVK 965 amount were
different for the same transmittal number.

d. After al correction forms are prepared and separated, complete the Summary of AVK-965
Coupon Balance Form to compute the amount outstanding on the AVK-965 hills. Forward the correction
forms, DeCA Form 70-88, to ARBU or Europe Region for processing.

e When the ARBU technicians process the correction forms, and return a copy of the
correction form, DeCA Form 70-88 to the CRB for final reconciliation and file retention. Upon receipt of the
DeCA Form 70-88, the CRB personnel will annotate on the applicable coupon transmittal form the correct
amount as verified by the ARBU technicians. The CRB personnel will enter the amount of the adjusting
financial entries computed by the ARBU techniciansin block "D" of the Summary of AVK-965 Coupon
Balances Form that was used during the initial reconciliation process. All documents used in the
reconciliation will be retained on file at the CRB for required periods.
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19-4. ACCOUNTING AND RECONCILIATION BUSINESSUNIT (ARBU) PROCEDURES.

a The ARBU technicians process correction forms, DeCA Form 70-88, provided by the CRB.
A copy of the each completed DeCA Form 70-88 will be returned to CRB.

b. All correction entries for original transactions that occurred prior to inventory will be
assigned a block number with the second position assigned "D" (all coupon sales are reported in the grocery
department). If the original transaction occurred after the inventory, assign a block number with the second
position assigned "A".

C. Aswith al correction entries, the ARBU technicians must track the entry through AIMS and
STANFINS to ensure proper posting to all accounts. The posting in STANFINS of all correction entries will
be verified by the AVK-618 Report.

d. All requested corrections will be validated by the Report of Deposit and/or SBCJ. The store
will be contacted if neither of these documents are available or a discrepancy between the two exists. For the
following conditions, the identified actions should be taken by the ARBU technicians:

Condition 1. 52Q with matching N2Q amount for the same transmittal number and Julian
date on the AVK 965 bill and the coupon transmittal shows the identical amount, transmittal number and
Julian date. Thefinancial affect of the 52Q and the N2Q for the same amount is zero. Therefore, the coupon
sales amount is not reflected in the financial records and a 52Q must be entered to make the net of the 52Q
and N2Q equal the daily entry on the coupon transmittal form.

Action: Compare the information on the correction form to the Report of Deposit to ensure
the requested correction is proper. |If correct, process a 52Q transaction.

Condition 2: Multiple 52Q amounts shown on AVK 965 bill for the same transmittal
number and Julian date match a single entry for the transmittal number, Julian date, and amount shown on the
coupon transmittal.

Action: Compare the information on the correction form to the Report of Deposit to ensure
the requested correction is proper. If correct, process a N2Q transaction.

Condition 3: N2Q entry shown on the AVK 965 but no matching 52Q on the AVK 965
and there is no coupon transmittal entry for the same transmittal number and Julian date.

Action: Compare the information on the correction form to the Report of Deposit to ensure
the requested correction is proper. If correct, process a 52Q transaction.

Condition 4: N2Q entry shown on the AVK 965, but no matching 52Q on the AVK 965,
but there is a coupon transmittal entry for the same transmittal number and Julian date.

Action: Compare the information on the correction form to the Report of Deposit to ensure
the requested correction is proper. If correct, process two 52Q transactions to create a net amount of the 52Q
amount. Two 52Qs are being processed to maintain the audit trail of the transaction. The ARBU technicians
will determine the block number to be used for the two 52Q entriesto avoid error suspensein AIMS (i.e.,
assign different block numbers or assign different datesto the control card if the same block number is used).

Condition 5: An entry is on the coupon transmittal, but no corresponding coupon
transmittal number or amount is on the AVK 965 hill.
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Action: Compare the information on the correction form to the Report of Deposit to ensure
the requested correction is proper. |If correct, process a 52Q transaction.

Condition 6: 52Q amount shown on the AVK 965 hill does not match the coupon
transmittal amount.

Action: Compare the amounts annotated on the correction form related to the AVK 965 hill
and the coupon transmittal to the Report of Deposit to determine the correct amount of coupon sales. If there
is adifference between the DD Form 707 amount and the AVK 965 hill, a correction entry will be required.
ARBU technicians will determine if the correction entry will be a52Q or aN2Q. Annotate on the correction
form (DeCA Form 70-88) the conclusion of the research so the CRB will know if a correction entry has been
made and the correct amount of the coupon sales. Return a copy of the annotated correction form to the
CRB.

e The ARBU technicians will retain, for the required periods, all correction forms, DeCA
Form 70-88, as supporting documentation for the correcting transactions entered into AIMS.

19-5. PREPARATION OF RECONCILIATION FORM. Thefollowing guiddines will be used when
preparing all reconciliation forms.

a The Summary of Coupon transmittal-STANFINS Reconciliation form is used to record the
results of aline item comparison between the store coupon transmittal (DeCA Form 70-3) and the
STANFINS AVK-965 hill. It will provide the basis for the Summary of AVK-965 Coupon Balances form.
It will also serve asthe basis for preparing Financial Transaction Correction Forms, DeCA Form 70-88, that
will be forwarded to the ARBU to process for correction of the coupon sales.

b. The following instruction applies when preparing the Coupon Transmittal-STANFINS
Reconciliation Form, DeCA Form 70-88:

D Accumulate al of the coupon transmittals and the AVK-965 bills for asingle store.
Both sets of documents should be organized in date or origin sequence. Thiswill allow for an orderly
comparison between the two.

()] Heading: Enter the name of the commissary and the DODAAC that the coupon
transmittal and the AVK-965 bills are to be reconciled for.

(©)] When adiscrepancy exists between the coupon transmittal form and the AVK-965
bill, an entry will be made on the form for each line related to the transmittal number.

@ COUPON TRANSMITTAL NUMBER: From the DeCA Form 70-3
(b) BILL DATE: From the AVK-965 hill

(© BILL NO: From the AVK-965 hill

(d) DOCUMENT NO: From the AVK-965 bill or DeCA Form 70-3

(e DOLLAR AMOUNT: From the AVK-965 bill or DeCA Form 70-3, depending on
the status code

()  STATUSCODE:
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52Q = from the AVK-965 if an increase (debit) on the bill
N2Q = from the AVK-965 if a decrease (credit) on the bill

TL = from the store coupon transmittal form. Used to identify an entry on the
coupon transmittal form.

REMARKS: Theremarks column isto be used to record notes that will clarify the
course of events or other data. It could be used to record totals of multiple 52Q's, N2Q's, or incorrect Julian
dates or any comments about incorrect coupon bills.

4 Prepare Financial Correction Form, DeCA Form 70-88. After all lines between the
AVK-965 hills and a store's coupon transmittal forms have been reconciled, a net total of the 52Q and N2Q's
dollar amounts must be made for each Julian date on the coupon transmittal. Thiswill serve asthe basisfor
preparing the correction forms to be forwarded to the ARBU.

5 PREPARED BY: Enter the name of the person that completed the reconciliation
and the form.

(6) Corrections verified to AVK-965: Name and Bill No. The name of the person
validating that the corrections returned from the ARBU appeared on a subsequent bill and the number of the
bill that the transactions appeared on.

C. INSTRUCTIONS: The following instruction applies when preparing the Summary of AVK-
965 Coupon Balances. The Summary of AVK-965 coupon Balancesis used to compute the amount owed on
the AVK-965 hillsfor coupons. The formis used to list the outstanding balances due for each AVK-965 hill
and to identify the total dollar amount of adjustments from the Financial Correction Forms, DeCA Form 70-
88, processed for transactions on the outstanding bills.

D The heading of the form contains space for the commissary name, DODAAC, Date
Prepared, and the name of the person preparing the form. These elements are salf-explanatory.

()] BLOCK A: Enter each outstanding AVK-965 bill number, month of bill, and the
dollar amount due on the bill. Thisinformation can be obtained from the STANFINS BAT file for the
supporting finance office. Total theindividual amounts entered and annotate the total amount on the
"BLOCK A TOTAL" line.

3 BLOCK B: Enter the transmittal numbers on the DeCA Form 70-88 to the "52Q
NUMBER" line and/or the "N2Q NUMBER" lines. Enter the net dollar adjustment for the 52Q and N2Q
corrections on the "DOLLAR AMOUNT" line.

4 BLOCK C: Enter the transmittal numbers on the DeCA Form 70-88 to the "TL
NUMBER" line. Enter the net dollar adjustment on the "DOLLAR AMOUNT" line. These arethe
correction forms generated from the completion of the Coupon Transmittal-STANFINS Reconciliation Form
for the TL entries where the coupon transmittal and the AVK-965 hill dollar amounts were different. The
ARBU technicians must research to determine the correct dollar amount.

5 BLOCK D: Thisiswhere the correct dollar amount of the transmittal referenced in
BLOCK Cisentered. Upon receipt the DeCA form 70-88 from ARBU, enter the correct net dollar
adjustment amount on the "ADJUSTED BLOCK C DOLLAR AMOUNT" line. The corrections processed
by ARBU technicians should appear on a subsequent AVK-965 hill.
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(6)  SUMMARY BLOCK:

@ BLOCK A TOTAL: EntertheBLOCK A TOTAL dollar amount from BLOCK A.
Thiswill be the actual amount that will be transferred from the disbursing officer's suspense account to pay
the outstanding AV K-965 hillslisted in BLOCK A.

(b) BLOCK B TOTAL: Enter the DOLLAR AMOUNT from BLOCK B. Thiswill be
the error identified in the outstanding AV K-965 billslisted in BLOCK A that will be corrected on a
subsequent hill.

(©) UNDER(OVER) PAYMENT (A-B): Subtract BLOCK B TOTAL from BLOCK A
TOTAL and enter difference on thisline. Thisisthe amount of funds actually due on the outstanding hills.
However, the system is not designed to allow the credits to be applied to the applicable bill so the amount of
funds that will be transferred from the DO account is shown on the BLOCK A TOTAL line of this summary.
A subsequent bill will be adjusted for the applicable corrections shown on BLOCK B TOTAL line of this
summary.

(d) BLOCK D TOTAL: Enter the ADJUSTED BLOCK C DOLLAR AMOUNT from
BLOCK D. These are adjustments related to the AVK-965 hills listed in BLOCK A that will appear on a
subsequent hill. The Coupon Redemption Branch personnel must make sure that these reconciliation
adjustments appear on future bills.

@) The Summary of AVK-965 Coupon Balances form must be filed and maintained
with the Coupon Transmittal-STANFINS Reconciliation form, the Financial Transaction Corrections Form
(DeCA Form 70-88), the Commissary/Contractor Transmittal Form (DeCA Form 70-3) and the AVK-965
bills. These documents will serve as the support for the coupon sales financial adjustments and the
reconciliation of the coupon accounts receivablesin STANFINS.
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TERMSAND ACRONYMS
ACS Accounts Control Section
AFCR Automated Financial Control Register
AM Acquisition Management
AP Accounts Payable
APC Accounts Processing Code
A/R Accounts Receivable
ARBU Analysis and Reconciliation Business Unit
ASF Army Stock Fund
AVK I ndicates automated reports generated by STANFINS
AXL Undelivered orders/Accounts Payable/l nventory Intransit (AVK 252)
BDO Blanket Delivery Order
BPA Blanket Purchase Agreement
CALL No. An apha/numeric number issued to a vendor for each order placed
CCH Coupon Clearing House
CDC Central Distribution Center
CE Cash Equivalents
CLIN Contract Line Item Number
CMF Catalog Master File
COFF Cut Off
COM Commissary Operating Manual (Army)
CONUS Continental United States
CPA Coupon Processing Associates
CRB Coupon Redemption Branch
Ccv Cash Variance
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DeCA

DFAS-CO

DIBS

DIC

DO

DoDAAC

DORAS

DOORS

DOV

DPSC

DRD

DRMO

DSD

DSN

DSSN

DTI

DWCF

EBT

EDI

EOD

FDS

FAO

FS

GLAC

Defense Commissary Agency

Defense Finance and Accounting Service, Columbus Center
DeCA Interim Business System

Document Identifier Code

Disbursing Officer

Department of Defense Activity Address Code
Date of Receipt at Store

DeCA Overseas Ordering and Receiving System
Disbursing Officer Voucher

Defense Personnel Support Center

Demand Receipt Date

Defense Reutilization and Marking Office
Direct Store Ddlivery

Defense Switchboard Network

Disbursing Station Symbol Number

Ddlivery Ticket Invoicing

Defense Working Capital Fund

Electronic Benefit Transfer

Electronic Data I nterchange

End of Day

Frequent Delivery System

Finance and Accounting Office

Food Stamps

General Ledger Account Code

I nspector General
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JULIAN DATE A four-digit number beginning with the last number of the calendar year and followed
by the Number representing the date as its position in relation to 365 days a year.
Example: 10 Jan 98, 8010; 01 Feb 98, 8032; 31 Dec 98, 8365.

N Journa Voucher

MOU Memorandum of Understanding

OCONUS Outside CONUS Commissaries

0/6(0) Office of Commissary Officer

OOP Overseas Ordering Point

OPAC Online Payment and Collection

OPP Overseas Processing Point

OPR Office of Primary Record

ORS DeCA On-line Reporting System
OSA/DVD Offshore Acquired/Direct Vendor Delivered
PIIN Procurement Instrument Identification Number
PLU Price Look Up Report

POS Point of Sale

POS-M Point of Sale Modernization

QA Quality Assurance

RFM Region File Maintenance

ROA Resale Ordering Agreement

ROD Report of Discrepancy

R/R Recelving Report

RSUL Requisition Status Update List

SAL Summary Audit Log

SAVES Standard Automated V oucher Examination System
SBCJ Store Block Control Journal
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SC Surcharge

SDEM SAVES Data Entry System

SF Standard Form

SFAOE Subsistence Finance and Accounting Office Europe

STANFINS Standard Financial System

TA Type Action — Defines the type of transaction in STANFINS (Equivalent to DIC)
TL Transmittal Letter

UPC Uniform Product Code

VCM Vendor Credit Memorandum

VE Voucher Examiner or Voucher Examination, interchange used in reference to

Commercial Accounts
VRGC Voucher Register and General Control

WIC Women, Infants and Children Program
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AIMSDOCUMENT IDENTIFIER CODES (DIC)

DIC/REVERSAL TA SBCJ TABLE OF CONTENTSBY DIC/TA

21A/K1A Cl12 DR/CR Receipt Local Purchase Due-in

21B/K1B Cl12 DR/CR Receipt MILSTRIP Due-in

31A/L1A B5 DR/CR Receipt Local Purchase Not Due-in

31B/L1B B5 DR/CR Receipt MILSTRIP Not Due-in

31D/L1D C3 DR/CR Inventory Capitalization - From Other DOD Stock Fund

31U/L1U C3 DR/CR IntraDivision Transfer in - Outside Region

31V/L1V C3 DR/CR Intra Division Transfer in - Within Region

51D/N1D C3 CR/DR Inventory Decapitalization - From Other DOD
Commissary Resale

51R/N1R 6A CR/DR Cash Sales

51U/N1U C3 CR/DR Transfer Out - Outside Region

51V/N1V C3 CR/DR Transfer Out - Within Region

52Q/N2Q 6A CR/DR Charles Sales/Coupons

52T/N2T C3 CR/DR Return to Vendor - VCM

81A/Q1A C3 DR/CR Incoming Shipment - Gain

81B/Q1B C3 DR/CR Physical Inventory - Gain

81C/Q1C C3 DR/CR Standard Price Changes - Gain

81D/Q1D C3 DR/CR Accounting Adjustments - Gain

82A/Q2A C3 CR/DR Incoming Shipments - Loss

82B/Q2B C3 CR/DR Physical Inventory - Loss

82C/Q2C C3 CR/DR Standard Price Changes - Loss

82D/Q2D C3 CR/DR Inventory Losses From Accounting Adjustments

82E/Q2E C3 CR/DR Loss Adjustments - Transfer to PDO for

Salvage/Markdowns or Vet Samples
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DIC/REVERSAL TA SBCJ TABLE OF CONTENTSBY DIC/TA
82F/Q2F C3 CR/DR Loss Adjustments - Major Disaster

92T/R2T B5 CR/DR Return to vendor - VCM

1771377 B3 DR/CR Obligation Adjustment/Cancellation - Increase/Decrease
4Bl na na VRGC Beginning Inventory Card

4Bl na na VRGC Block Control Card

4Bl na na VRGC Store Select Card

4Bl na na VRGC Report Select Card

4cv na na Cash Variance (+)

4FSs na na Food Stamps

4SC na na Surcharge

4TC na na Transaction Count

4WC na na WIC

AOA na na MILSTRIP Requisition - Spec Item CONUS
AO1 na na MILSTRIP Requisition - Spec Item Overseas
AO4 na na MILSTRIP Requisition - Brand Name Overseas
FA1 na na Disbursement - Interfund

FA2 na na Credit - Interfund

FA5 na na Process Created Disbursements - Interfund

FAE na na Customer Request for Billing Allowance

FAR na na Reply to Customer Request for Billing Allowance
FB1 na na Disbursement - Interfund

FB2 na na Credit - Interfund

MCV na na Cash Variance (-)

UA1 na na Uniques Region, DODAAC, Customer Record
UCA na na Change DODAAC Record

B-2



DeCAD 70-16 Appendix B September 30, 1998

DIC/REVERSAL TA SBCJ TABLE OF CONTENTSBY DIC/TA

ucCB na na Add or Change DODAAC Record

uD1 na na Delete From Uniques File

na B4 na Adjustment to ASF Requisition

na c4 na Adjustment to ASF Receipt

na N5 na ASF History Inquiry

na WO na Accounts Payable Write-of f

na DO na Local Purchase disbursement - This Station

na D1 na Local Purchase disbursement - By Others

na 6A na Reimbursable Issues (Charge Sales) - By Commissaries
na 6C na Miscellaneous Sales or Accounts Receivable Writeoffs
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ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM (AIMYS)
FUNCTIONAL PROCEDURES

SECTION 1. GENERAL OVERVIEW

The Accounting and Inventory Management System can be accessed from the SAVESicon. The
login and password will accessthe AIMS Main Menu.

AIMS will process all the DIBS transactions directly to STANFINS and post to aVRGC. This
system will allow direct input of required transactionsto STANFINS. It will do atransfer reconciliation of
transfersin and out and will alow transfersto be interactively purged as required. It will validate all
transactions for duplicates. A duplicate transaction will be the same DIC, document number, and dollar
amount. It will not allow duplicates to pass to STANFINS unless an accounting technician processes the
transaction that appearsto be aduplicate. It will provide the capability to enter an APC and inquire against
the APC. Itwill dlow aVRGC to be viewed or printed for the weekly pracess, monthly process, and
inventory. It will allow direct input, correction, or deletion to the VRGC. It will provide an audit trail of the
transactions that are processed from DIBS to AIMSthen to STANFINS.

The ARBU will have access to menu selections based on their login. The user will have accessto a
Help Function on each screen. “Control and K” will provide amenu of all function keys that are active.

SECTION 2. SIGN ON PROCEDURES

a To use the Accounting and Inventory Management System (AIMS) function, the user must
first sign onto DeCA Network Menu and select the “SAVES’ icon or click the “ Start”, “Program”,
“SAVES’, and select “SAVES”, and press “enter” key.

b. At the“Login” prompt, the user will have to type their login then press “enter” key and at
the “Password” prompt enter your password then press “enter” key again.

SECTION 3. ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM (AIMS) MENU

After the user entersthe login and password, the system will make a security check to determine if
the user can be allowed access to the AIMS menu. If accessto AIMS s granted, the“WARNING!!!" screen
will appear for afew seconds and the“’PRODUCTION’ ACCOUNTING AND INVENTORY
MANAGEMENT SYSTEM (AIMS)” screen will be displayed.

‘PRODUCTION’ ACCOUNTING AND INVENTORY MANAGEMENT SY STEM
(AIMYS)

Financial Data Entry

Block Edit Function

Financia Inquiry

Transfer Inquiry

Duplicate Inquiry and Processing
APC Inquiry and Entry

Create Initiadl VRGC Balances
VRGC Weekly

NG AW
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9. VRGC Monthly
10.VRGC Audit Inquiry
11.VRGC Monthly Print
12.MISC Adjustment Entry

Sign Off System

Please enter salection:

Select the process you want to access or press <X> to return to the SAVES Main Menu.

31 FINANCIAL DATA ENTRY

a To accessthe“ FINANCIAL DATA ENTRY” screen, the user will sdlect “1” from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be

displayed.

-load

DIC:
RIC:

Suppl DODAAC:

Defense Commissary Agency AIMS Application

Financial Data Entry

Document Number:

DODAAC:

Amount:

Block No: Trans Date: 04-SEP-1998
APC:
i >
Count: *0 <List><Replace
b. The Financia Data Entry screen allows the user to enter transactions which are

automatically converted to AIMS input transaction formats and subsequently processed in AIMS cycles.
This allows transactionsto directly interface with STANFINS and post to a history file. This system will
allow direct input of required transactionsto STANFINS. The transactions that are input will be available
for query until the nightly cycleisrun. The transaction may be deleted or changed until the cycleisrun. (To
add, change, and delete blocks from the VRGC use selection 2 (Block Edit Function).
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C. The following fields must be entered. The editsfor each field are listed.
FIELD EDITS
DIC VALID DIC. Thelist function provides al valid DICs.
Document Number Field must be completely entered.
No blanks are alowed.
RIC RIC must be SOP, LPC, H**, S9S, A, B,C, D, F, M, N, P, Q, R, W.
Field must be entered completely.
DODAAC VALID DODAAC.
Field must be entered completely. Store DODAAC
Suppl DODAAC Must be avalid DODAAC to include region DODAACSs. For al DICsbut 31B/LIB,
31V/L1V, 31U/L1U it will equal the DODAAC field.
Amount Field must be in dollar format.
Negative amounts not allowed.
Block No VALID 1ST Position month code.
Field must be entered completely.
Trans Date Date entered must be less than or equal to today’ s date.
Date format is dd-mmm-yyyy format.
Day must be between 1 and last of month.
Must be avalid month name.
APC VALID 1ST Position isnumeric. Requiresan APC for 51R/N1R, 52Q/N2Q.
Predisplays 0000 for DIC 51V/N1V, 51U/N1U, 52T/N2T, 92T/R2T
3.2 BLOCK EDIT FUNCTION.

a To accessthe“BLOCK EDIT FUNCTION” screen, the user will select” 2” from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be

displayed.

— sbcj

Defense Commissary Agency AIMS Application
Block Edit Function

DODAAC:

Block Number:
Block Amount:
DIC:

Department:
Verify:

Trans Date:

Last Modified:
VRGC Description:

Enter a query;
Count: *0

press “X to execute, PF4 to cancel.
ENTER QUERY <Replace>
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b. The Block Edit Function screen will allow the block transaction to be entered, changed or
deleted. Thischangeisinteractive. The addition, change, or deletions will be visible in the query function or
inthe VRGC print or view. The complete block record may be added. Only the dollar amount may be
changed. The complete block record may be deleted. When it isddeted it will display when queried and on
the VRGC with a zero dollar amount.

C. The VRGC Description field will be used to enter any notes for changes made to the black.
The notes entered will be displayed on the VRGC in the description field. It will overlay the DIC description
that was previously displayed.

d. All blocks that have been edited will be in the VRGC Audit Inquiry; Selection 10, with a
history of all changes made to the block.

e The blocks that have been added, changed, or deleted will update the store SBCJin the
ACSS system.

f. The following fields may be queried.

1. DODAAC. Last three of DODAAC.

2. Block Number The 3 digit block number

3. Block Amount The dollar amount of the block

4. DIC The DIC of the block

5. Department The department of the block

6. Verify Noted as part of the ACSS process

7. TransDate Date of the Transaction

8. Last Modified Date user last modified block

9. VRGC Description Field to be used for notes on changesto entry.

3.3 FINANCIAL INQUIRY

a To accessthe“FINANCIAL INQUIRY” screen, the user will sdlect “ 3" from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be

displayed.
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- aims_hist Defense Commissary Agency AIMS Application
Financial Query
DIC: 4wC | Documert Number: 08051998
RIC: ___ DODAAC: HQCSJ4
Suppl DODAAC: HQCSJ4 Amount: 167.66
Block No: MGG Trans Date: 05-AUG-1998
ApC: Hist Date: 07-AUG-1998
Count: 1 v <Replace>
b. The“FINANCIAL INQUIRY” function allows the user to inquire against financial

transactions that have processed into AIMS previously. The user may inquire using any of the fields on the
screen (except Suppl DODAAC) or acombination of them. Keep in mind the Trans date is the date of the
transaction. The Hist date is the date the transaction processed in the system.

C. The user cannot update or delete any transaction that is queried.

d. Any of the following fields (except Suppl DODAAC) or combination of the fields may be
used to query the financial transactions.

(1) DIC
2 Document Number
(3) RIC

(4  DODAAC
(5  Suppl DODAAC

(6) Amount
@) Block No
(8 Trans Date
9) APC

(10)  Hist Date
34  TRANSFER INQUIRY

a To accessthe“ TRANSFER INQUIRY”, the user will select “ 4" from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”
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Defense Commissary Agency AIMS Application
Transfer Inquiry

r AIMS trans

DIC: ccument Number:
DODAAC:

Amount:
Suppl DODAAC:

Block No: Trans Date:
Transfer Matching Records

DIC: Document N :

DODARAC: ) e Number

Anount:
Suppl DODAAC:
Block No:

Trans Date:

. *
Count: *0 <Replace>

b. Each day when the daily cycle runs the system will do atransfer reconciliation of transfersin
and out. All unmatched transfers will print on Unmatched Transfer Ins and Transfer Outs Report (See report
section). Transfer Inquiry allows the user to inquire against all the unmatched transfers that are in the system.

From the Inquiry screen the transfers may be interactively purged as required. When the matching transfer is
input the document number will no longer appear on the report.

C. The user may inquire using any of the fields on the screen or acombination of them. If a
transfer with adifferent DIC but the same document number isin thefile it will display in the lower block of
the screen. The following messages are received when querying the transfers and a matching transfer

appears.

1. A matching (DIC) transfer record exists.
2. There is more than 1 matching transfer.

To purge atransfer use PF1, PF3 key combination. If you purge atransfer that had a matching record the
matching record will appear in the upper block of the screen the next time you inquire using that document
number.

NOTE: Until AIMSisdeployed in Europetherewill not be any visibility of thetransfers between
regions.

35 DUPLICATE INQUIRY AND PROCESSING

a To accessthe“DUPLICATE INQUIRY AND PROCESSING” screen, the user will
select “5” fromthe“ ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the
screen will be displayed.
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—— AIMS dup —— Defense Commissary Agency AIMS Application
- Duplicate Inquiry and Processing

DIC: Document Number:
Block No: DODAAC:
Amount: Trans Date:

Enter a gquery; press "X to execute, PF4 to cancel.
Count: *O ENTER QUERY <Replace>

b. Each day when the daily cycle runs the system will validate that the transactions are not
duplicates. Each transaction is verified against the history file. The fields that are validated are the DIC,
document number, and dollar amount fields. All duplicateswill be printed on Duplicate Report (See reports
section) and the report automatically prints. All duplicates can be queried in the Duplicate Query Screen.
The users can inquire against all the duplicates that arein the system. The user may inquire by DIC,
DODAAC, document number, block number amount or trans date. The transaction date field is the date of
the transaction. From the Inquiry screen the duplicates must be deleted or processed if required.

DELETE DUPLICATES

Use the PF1, PF2, and PF3 keysto delete.

When the duplicates are deleted from this screen it is an interactive process and they are
instantly deleted.

PROCESSDUPLICATES

Use the PF1 and 7 keys to process a duplicate.

Any duplicates that are processed are included in the next night's cycle. After aduplicate
has been selected to be processed it will be available for query in the Data Entry Screen until
the nightly cycleisrun.

3.6 APC INQUIRY AND ENTRY

a To accessthe“ APC INQUIRY AND ENTRY” screen, the user will sdlect “6” from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be
displayed.
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— apC ———————— Defense Commissary Agency AIMS Application
APC Inquiry and Entry
APC:
DODAAC:
Date Added:
Count: *0 <Replace>
b. This function allows the user to enter and inquire on an APC and DODAAC. The APC and

DODAAC areinteractively updated and the Date Added Field is popul ated with the system date.

APC INQUIRY

The APC Field isthe key field for inquiry. DODAAC may also be used for inquiry. The DODAAC
and Date Added Field are displayed.

APC ENTRY

An APC can be entered. The DODAAC field isarequired field to be entered. The edits are:

FIELD EDITS

APC VALID 1°" Position is numeric.
Field must be entered completely.

DODAAC Field must be entered completely.

After entry of both fields use PF3 to commit the transaction.
APC DELETE

An APC can be ddeted. Inquire against the APC that will be deleted. Use the PF1, PF2, and PF3
keysto delete.

When the duplicates are deleted from this screen it is an interactive process and they are instantly
deleted.

3.7 CREATE INITIAL VRGC BALANCES
a To accessthe* CREATE INITIAL VRGC BALANCES’ screen, the user will select “ 77

from the“ ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”. The screen for
Create Initial VRGC Balances varies according to requirements for system set up.
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b. This function will allow the creation of theinitial VRGC balances. This function will be

used during the start up of AIMS and when anew DODAAC isadded. The use of this function will be
controlled by security.

C. The following fields must be entered or validated. In theinquiry mode enter thelast 3 of a
DODAAC and a Month and balances currently residing on the ACSS system will display if they are
available. The balances are for the Ending Balance for each department (grocery, meat, and produce) and are
broken down into Receipts YTD, Sales YTD, and Adjustments Y TD by Department.

GROCERY MEAT PRODUCE

Ending Bal

Receipts YTD
SaesYTD
Adjustments YTD

Verify the balances with the VRGC that was closed for the month input and correct any
inconsistencies.

3.8 VRGC WEEKLY

a To accessthe*VRGC WEEKLY” screen, the user will sdlect “8” from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be
displayed.

— VRGC ~weo . Defense Commissary Agency VRGC Application
VRGC Print Report

REGION:

ZONE:

A

DODAAC:

MONTH: .

n
o]
g

2]
=

BEGINNING DAY:

ENDING DAY:

w
[y

(V) IEW, (P)RINT OR (B)OTH: V

b. This function allows the user to request the weekly VRGC. The report may be printed or
viewed. REGION, ZONE or DODAAC selectsthereport. The report can be selected only by aregion, a
zone, or aDODAAC. The other select criteriaare the period of time. The beginning and ending period of
time must be within the same month and year. The system will display the first day of the current month and
the 31% asthe last day of the current month even if the month does not have 31 days. The dates may be

changed asrequired. The last select criteriafor the report are to view or print or both. F3 will create the
report as requested.

C. The VRGC Weekly will be used for reconciliation purposes. It should be run prior to
running the Monthly VRGC.
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d. When the report is selected for view the following commands are used to move through the
report.
1. Enter moves 1 page
2. Enter / then select criteria Search for specific data on viewed page
3. Entern Next occurrence of specific data
4. Qorq quits view
5. Number (enter) Forwards number of pages
6. —Number (enter) Backwards number of pages
7. +number] (lower case L, ho spaces)  Forward number of lines
8. —numberl (lower case L, no spaces)  Backward number of lines

e The VRGC is printed at the selected network printer.
39 VRGC MONTHLY

a To accessthe*VRGC MONTHLY” screen, the user will select “ 9” from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be

displayed.

— monthly ——————— Defense Commissary Agency AIMS Applicatiom
Monthly Closing

DODARC:

NEXT MONTH CLOSED:

F3 = Close Month

Enter a query; press “X to execute, PF4 to cancel.
Count: *0 ENTER QUERY <Replace>

b. This function allows the user to request the weekly VRGC. The report will automatically be
printed. The user selectsthe DODAAC. The system displays the next month to be closed. When F3is
selected amessage is displayed “Are you sure? Y/N”. This question must be answered prior to the monthly
VRGC running.

C. Prior to running this report the weekly function should be used to reconcile with the SBCJ
and/or SAL.

d. After running this report the blocks for a month that has been closed can not be changed.

C-10
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3.10 VRGCAUDIT INQUIRY

a To accessthe“VRGC AUDIT INQUIRY” screen, the user will sdlect “ 10" from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be

displayed.

— audit sbcj ————Defense Commissary Agency AIMS Application—
VRGC AUDIT INQUIRY

DODAAC: - DIc:

Block Number: _ Block Amount:

Trans Date: Last Modified:
Audit User:

Enter a query; press "X to execute, PF4 to cancel.
Count: *0 ENTER QUERY <Replace>

b. The VRGC Audit Inquiry provides the capability to inquire against any blocksthat have
been changed. Y ou may query by DODAAC, DIC, Block Number, Block Amount, Last Modified, or Audit
User. The Audit User will be the AIMS user that modified the block and the last modified date will be the
date it was modified.

C. Any of the following fields or combination of the fields may be used to query the VRGC
Blocks.

(1) DODAAC

2 DIC

(©)] Block Number
4 Block Amount
(5) Last Modified
(6) Audit User

3.11 PRINT VRGC MONTHLY REPORT

a To accessthe*VRGC MONTHLY PRINT” screen, the user will select “ 11” from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be

displayed.

C-11
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— VRGC ——— — Defense Commissary Agency VRGC Application
VRGC Monthly Report Print

(V)IEW, (P)RINT OR (B)CTH: V

b. The monthly VRGC can be printed or viewed using this function. Select the VRGC required
by Region, Zone, or DODAAC. Then sdlect the month required. Then select if the report isto be viewed,
printed or both. F3 will create the report as requested.

312 MISC ADJUSTMENT ENTRY

a To accessthe“MI1SC ADJUSTMENT ENTRY” screen, the user will select “ 12" from the
“ACCOUNTING AND INVENTORY MANAGEMENT SYSTEM MENU”, and the screen will be
displayed.

—nisc adj——————— Deefense Commisary Agency AIMS Application
Miscellaneous Adjustment

pIic: _ Document Number:

DODAAC: Amount:

Block No: __ Trans Date:
Hist Date:

Enter a query; press "X to execute, PF4 to cancel.
Count: *0 ENTER QUERY

<Replace>

b. The miscellaneous entries may be corrected or deleted from this screen. (All miscellaneous
entries that need to be added will be added through the Financial Data Entry Screen.) Use query to bring up
the miscellaneous entry that requires correcting or deleting. The entry is pulled from the History File and
displayed. The changeis made interactively to the VRGC and the history file.

C-12
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SECTION 4. SIGN-OFF PROCEDURES
AIMS sign-off is accomplished by press “ESC” key until you reachthe“ ACCOUNTING AND

INVENTORY MANAGEMENT SYSTEM MENU" screen then press“X” key again, and click the
“EXIT” icon.

C-13
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STANDARD FINANCE SYSTEM (STANFINS)
DATAQUERY FUNCTIONAL PROCEDURES

SECTION 1. GENERAL

The DATAQUERY is menu driven with 'PF' keys and command prompters to aid usersin selection
and using various system commands. DATAQUERY permits various authorizations of end users. A user
can now be authorized as an 'ASSOCIATE' user with the ability to execute existing queries or as an
'CONVENTIONAL' user with full authorization for creating and maintaining queries.

DATAQUERY enhances the authorized user capability by accessing the most up-to-date
information from the STANFINS database. STANFINS DATAQUERY files may be updated after each
STANFINS daily cycle, weekly cycle, and monthly. This processis controlled by DFAS-CO. Accessto
these STANFINS DATAQUERY filesis controlled by the assignment of aDATAQUERY password.

Currently, users at the ARBU personnel can inquire the AXL File (AVK-252) from the STANFINS
database by using DATAQUERY. Thisapplicationis strictly an inquiry system and will display the
information requested by the authorized user.

The bottom of the screen list the 'PF' keys, this trandates to the 'ESC' key on the Personal Computer
(PC). For the numbers use the top line numbers on the keyboard.

The queries written for the AXL File (AVK-252) will show thetotaling of the fields. When afiddin

the print statement of the query isin parentheses (), the system will total the field when "F3" key is pressed.
To return to the detail screen press "F4" key.

The query screen holds thirteen lines. If your query execution exceeds thirteen lines you can press
"F8" key to turn the page forward, and "F7" key to turn backward.

SECTION 2. PROCEDURESTO SIGN ON OF DATAQUERY

a To usethe STANFINS DATAQUERY functions, the user must first sign on to DeCA
Network Menu and select the “DBMS’ icon or click the“START”, “PROGRAM”, “DBMS’, and salect
“DBMS’, and press “enter” key. The screen will be displayed as follows:

OR ANY OTHER DOD INTEREST COMPUTER SYSTEM
I‘(IISDE)D?gSr-;':Hg:gI‘IS’I‘I‘I’UTI:".S AN EXPRESS CONSENT TO MONITORING AT ALL
TIMES. THESE DODICS, AND ALL RELATED EQUIPMENT, ARE TO BE USED
FOR THE COMMUNICATION, TRANSMISSION, PROCESSING, AND STORAGE OF
OFFICAL U.S. GOVERNMENT OR OTHER AUTHORIZED INFORMATION ONLY.
ALL DODICS ARE SUBJECT TO MONITORING AT ALL TIMES. IF
MONITORING OF ANY DODICS REVERLS POSSIBLE VIOLATION OF
CRIMINAL STATUTES, ALL RELEVANT INFORMATION MAY BE PROVIDED

TO LAW ENFORCEMENT OFFICIALS.

ENTER LOGON:

At the"LOGON" prompt enter: af2cipdg or af2cipdo, and press “enter” key, the screen will be
displayed.

D-1
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%% DECA ASAC %% 16:19:54

Jekdrhkdhddeddddrod v d ok gk ok d ke %

* CICS/MVS RELEASE 2.1 *
*****************************************************t*******vt*********
* USE OF THIS OR ANY OTHER DEPT. OF DEFENSE INTEREST COMPUTEX SYSTEM *
* (DODICS) CONSTITUTES AN EXPRESS CONSENT TO MONITORING AT A~ TIMES. *
* THIS DODICS AND ALL RELATED EQUIPMENT ARE TO BE USED FCR THE *
*  COMMUNICATION, TRANSMISSION, PROCESSING, AND STORAGE OF OFFICIAL  *
*  U.S. GOVERNMENT OR OTHER AUTHORIZED INFORMATION ONLY. AL: DODICS *
* ARE SUBJECT TO MONITORING AT ALL TIMES. IF MONITORING OF ANY DODICS *
* REVEALS POSSIBLE VIOLATION OF CRIMINAL STATUTES, ALL RELEVANT *
* INFORMATION MAY BE PROVIDED TO LAW ENFORCEMENT OFFICIALS. *
* *

*****t*t***************************t**I'i't**t*******i****************i*

* PRESS CLEAR KEY TO CONTINUE *

Tdkdhkdkkdkhhkbhbhkrkdhdddddrrrdbhrirddhd

This screen must be cleared, using “ Shift+Ctrl+F3" keysthen type "cesn" and press "enter" key, the
following screen will be displayed.

CESN - CICS/VS SIGNON - ENTER USERID AND PASSWORD
USERID:

PASSWORD:

NEW PASSWORD:

Type user |D and tab down to type your password then (return). Type“dqry” then press“enter”
key. Thefollowing screen will be displayed.

->
DDDDD QOQOQ RRRRRR YY YY
DDDDDDD QQOQO00 RRRRRRR YY Y
DD DD QQ QQ RR RR YY YY
DD DD QQ QQ RR RR YY YY
DD DD QQ QQ RRRRRR YY
DD DD 0 Q Q0 RR RR YY
DDDDDDD QOO0 RR RR YY
DDDDDD QOQOQ0O RR RR YY
Q
CA-DATAQUERY
Version: 8.1 Time: 16:15 Date: 09/11/98
Signon:
Password:

New Password:

Use of this system by unauthorized persons is strictly prohibited.
COPYRIGHT (C) 1989 COMPUTER ASSOCIATES INTERNATIONAL, INC.
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At the"Signon" prompt, the user will have to type their user ID (Kli ) again and tab down to
type "deca" and your last 4 digits of your user ID, then press"enter" key. The DATAQUERY MAIN
MENU screen will be displayed.

=>
T DQZ60
DATAQUERY: MAIN MENU - DQL MODE
ENTER THE NUMBER OF THE DESIRED FUNCTION ===
1. DIRECTORIES - Lists of Queries, Terms, Tables, and Saved Sets
2. CREATE - Query, Dialog or Term creation
3. GUIDE - Structured query creation
4. ADMINISTRATION - DATAQUERY system management
5. HELP - Display Help Information
6. OFF - DATAQUERY session termination

SECTION 3. HOW TO EXECUTE A QUERY

Type"1" or "DIRECTORIES" on the command line from the DATAQUERY MAIN MENU and
press"enter" key. The DATAQUERY DIRECTORY SELECTION screen will be displayed.

->

x Queries and Terms - List all queries and terms accessible to you.
Queries Only - List queries accessible to you.

~ Terms Only - List terms accessible to you.

~ Dialogs - List Dialogs accessible to you.

~ Public Queries - List public queries.

~ Queries and Terms - List queries and terms created by user:
Tables - List the tables accessible to you.

- Start Table Directory with Letter:
Saved Sets - List the saved sets.

<PF1l> HELP <PF2> RETURN

Typean"X" beside Queriesand Termsand press "enter” key. The DATAQUERY
DIRECTORY OF QUERIES AND TERM S screen will be displayed.

D-3
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=>
Place the cursor on the desired name and press the appropriate PFkey
-------------------------------------------------------------------------- DQA30
DATAQUERY: DIRECTORY OF QUERIES AND TERMS START WITH:
QUERY NAME ! TYPE ! CREATED ! USED ! DESCRIPTION
$ TERM 08/21/91 09/09/98 ! FORMAT AMT FLDS
S$SANN-CONTRACT QUERY 06/14/94 09/08/98 ! VOUCHERS/DOC#/CONTRACT
S$SANN-TRAVEL QUERY 06/14/94 09/01/98 ! TRAVEL DIS/COLL - DOCUMENT#
S$SANN-TRST-DTL QUERY 06/14/94 06/15/98 ! DECA TRST FND COLL-JUDY BROW
$$SANN-TVL-NAME QUERY 06/16/94 07/30/98 ! TRAVEL BY NAME
$$SANN-TVL-SSN QUERY 06/15/94 09/04/98 ! TRAVEL BY SSN

I 1 f 1
] 1 ! |
] 1 ! !
t ' ' 1
[ 1 1 !
! ! ! !
$SANN-VOUCHER# ! QUERY ! 06/14/94 ! 09/10/98 ! VOUCHERS DISBURSED
] ! 1 1
! ' ] 1
i | ! !
] 4 ! 1
1 ! ! t
! | 1 ]

$-ACCTBLTYD-RLG QUERY 10/29/8%1 09/11/98 ! DAILY WORKSHEET
$~ACTBALEOD-RLG QUERY 10/29/91 ' 12/17/97 ! DAILY WORKSHEET EOD
$-ACTBALMTD-RLG QUERY 10/29/91 04/02/98 ! DATILY WORKSHEET MTD
$-ACTBALMTD-100 QUERY 03/27/92 ! 08/04/98 ! DAILY WORKSHEET MTD
$-BLOT-LEFT-RLG ! QUERY 10/29/91 07/08/98 ! COMPUTES ACCTBLTY PART 1
$-BLOT-RIGH-RLG QUERY 10/29/91 04/08/98 ! COMPUTES ACCTBLTY PART 2
A e et e s T ==>
<PF1> HELP <PF2> RETURN <PF3> EXECUTE <PF4> EDIT
<PF5> NOT USED <PF6> DELETE <PF7> BACKWARD <PF8> FORWARD
<PF9> SUBMIT <PF10> EXTENDED DEF <PFl1> NOT USED <PFl12> RIGHT

Hit "tab" key to get to the "Start with" and type "AXL" to movethe AXL file queries within the
library. (To move any querieswithin library, typein thefirst 3 or 4 letters of the query name you want) The
following screen will be displayed.

->
Place the curscr on the desired name and press the appropriate PFkey
e ————— DQA30
DATAQUERY: DIRECTORY OF QUERIES AND TERMS START WITE:
QUERY NAME ' TYPE ! CREATED ! USED ! "DESCRIPTION
AXL ! QUERY ! 10/25/96 ! 08/27/98 ! OPEN ACCOUNT PAYABLES
AXL-ADJUST1 ! QUERY ! 09/05/95 ! 07/07/98 ! FFs” OPEN PAYABLES
AXL-BJM-DFAS ! QUERY ! 05/21/93 ! 09/10/98 ! UNDELIVEREL ORDERS
AXL-BJM-DFAS-AR ! QUERY ! 03/04/97 ! 08/26/98 ! UNDELIVERED ORDERS
AXL-BJM-DFAS-EP ! QUERY ! 03/04/97 ! 08/26/98 ! UNDELIVERED ORDERS
AXL-BJIM-FCX ! QUERY ! 10/24/96 ! 09/11/98 ! UNDELIVERED ORDERS
AXL-DOCNO ! QUERY ! 09/30/96 ! 09/03/98 ! RESEARCH
AXL-FAEl ! QUERY ! 11/20/95 ! 09/10/98 ! FF&V OVERDISBURSEMENTS
AXL-INTRA ! QUERY ! 08/23/96 ! 08/11/98 ! TRNST NE 0
AXL-INTRANSIT ! QUERY ! 02/13/96 ! 06/08/98 ! DISB>REC
AXL-INTRANSITS ! QUERY .! 07/02/96 ! 06/04/98 ! MILSTRIP INTRANSITS
AXL-LBILL ! QUERY ! 01/11/96 ! 06/29/98 ! 14 DIGIT FF&sV BILLINGS FOR A
AXL-MBILL ! QUERY ! 01/24/96 ! 06/29/98 ! 14 DIGIT FF&V BILLINGS FOR J
-—D>
<PF1> HELP <PF¥2> RETURN <PF3> EXECUTE <PF4> EDIT
<PF5> NOT USED <PF6> DELETE <PF7> BACKWARL <PF8> FORWARD
<PF9> SUBMIT <PF10> EXTENDED DEF <PF1l1> NOT USEL <PFl2> RIGHT

Place cursor next to the query name you want to use and press “F4" (EDIT) key to obtain the query.
For example, the cursor is place next to AXL-BIM-FCX and press “F4” key and the DATAQUERY::
EDITOR screen will be displayed.
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=>
—————————————————————————————————————————————————————————————————————————— DQD10
DATAQUERY: EDITOR
NAME : AXL-BJM-FCX TYPE: QUERY STATUS: PUBLIC
DESCRIPTION: UNDELIVERED CRDERS
PR SS I S~ SUDIDAE PIPIPEC DIDIPRNE JUpR ST R B L - DI e
. TO
01 FIND ALL AXLAVK01-R-103 RECORDS WITH SUP-DIV-REC = '#'
02 DOC~-NOK ='H##H#H######H####" NSN ='#####44#HS#44HE"
03 FUND-CODE-RECK = '##'
04 PRINT DOC-NO (OBLIG) (ACC-EXP-CURR-DT) (DISB) 'DISB' BILL-NO

05 FUND-CODE-RECK 'FC' SUP-DIV-REQ 'SD-REQ' SUP-DIV-REC 'SD-REC'
06 BILL-CYCLE-DATE 'BILL-CD' REC-CYCLE-DATE 'REC-CD' REQ-CYCLE-DATE 'REQ-CD'
07 DIC-BILL DIC-REQ DIC-REC RIC NSN DOV

.. BOTTOM

<PF1> HELP <PF2> RETURN <PF3> EXECUTE <PF4> SAVE

<PF5> DIALOG DEF <PF6> DELETE <PF7> BACKWARD <PF8> FORWARD
<PFS> UPDATE <PF10> VALIDATE <PF11> RIGHT/LEFT <PF12> CREATE MODE

D Move the cursor to line 01 and change the Supply Division as required.
2 Move the cursor to line 02 and change the Document Number as required.

(©)] Press"F3" (Execute) key to execute the query and the DATAQUERY: ONLINE
EXECUTION will be displayed.

=>
Enter the desired options and press PF3 to execute
e e e e e S m e m s e DQE10
DATAQUERY: ONLINE EXECUTION
EXECUTE QUERY NAMED => ACTIVE-QUERY
EXECUTE STEP The first query step to execute
X SELECTION - Read and collect the data
COMPUTATION - Perform the user defined calculations
_ SORTING - Order the collected data
REPORTING - Produce the report
REPORT FORMAT The report format
X COLUMNAR - Show the data arranged one row per line
LIST - Show the data arranged one row per page
REPORT DESTINATION The destination for the report
X VIDEO TERMINAL - Produce the report on the terminal
NETWORK PRINTER - Produce the report on a network printer
SYSTEM PRINTER - Produce the report on the system printer
<PF1> HELP <PF2> RETURN <PF3> EXECUTE <PF4> TOTALING OPTIONS

4 Pressthe"F3” key again to execute query. The system will edit the query for errors and will
return you to query if errors are found for you to make corrections.
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5 If query isaccepted, it will continue execution and provide you the results. For example,

change the SUP-DIV-REC="C" (line 01) and the document number (line 02) to "HQCCA C8###H##HH#" and
the following screen will be displayed.

=>
09/14/98 DATAQUERY 8.1 gggiIL 1A
12:35:32

DOC-NO OBLIG ACC-EXP-CURR-DT DISB BILL-NO

HQCCACB071 $100.35- $100.35- $0.00

HQCCARCB8128 $52.30- $52.30- $0.00

HQCCAC81750001 $2,499.23- $2,499.23- $0.00

HQCCAC81757001 $2,499.23 $2,499.23 $0.00

HQCCAC8230 $3,995.03 $3,995,03 $0.00

HQCCAC8231 $4,931.59 $4,931.59 $0.00

HQCCAC8232 $6,876.59 $6,876.59 $0.00

HQCCACS8233 $6,221.50 $6,221.50 $0.00

HQCCAC8236 $4,893.16 $4,893.16 $0.00

HQCCAC8237 $4,649.52 $4,649.52 $0.00

HQCCACB8238 $3,830.82 $3,830.82 $0.00

HQCCAC8239 $4,896.72 $4,896.72 $0.00

HQCCAC8240 $7,573.58 $7,573.58 $0.00
-------------------------------- MORE .... ————=——=———=mm—m———————————————-o— =
<PFl1> HELP <PF2> RETURN <PF3> TOTALS ONLY <PF4> DETAIL
<PF5> NO TOTALS <PF6> STATS <P¥7> BACKWARD <PF8> FORWARD

<PF9> GRAPH <PF10> SEND <PFll> LEFT <PF12> RIGHT

(6) Press"F2" key to return or back out, pressthe "F2" key again to reach the main menu.
SECTION 4. PROCEDURESTO SIGN-OFF OF DATAQUERY

DATAQUERY sign-off is accomplished by type "OFF" OR "6" on the command line ( => off or 6)
from the DATAQUERY MAIN MENU press"enter" key. Thefollowing screen will be displayed.

DQ194I - DATAQUERY SIGN/OFF COMPLETED

DDDDD Q0000 RRRRRR YY YY
DDDDDDD 0000000 RRRRRRR YY vy
bb DD Q0 Q0 RR RR YY YY
Db DD Q0 QQ RR RR YY YY
DD DD 00 Qo RRRRRR Yy
Db DD 00 0 QQ RR RR YY
DDDDDDD 0000000 RR RR YY
DDDDDD Q00000 RR RR YY

Q

Version: 8.1 Time: 12:36 Date: 09/14/98

COPYRIGHT (C) 1989 COMPUTER ASSOCIATES INTERNATIONAL, INC.

Click “EXIT” to sign-off of DATAQUERY
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DeCA ON-LINE REPORTING SYSTEM (ORS)
ORSFUNCTIONAL PROCEDURES
SECTION 1. GENERAL OVERVIEW

The On-Line Reporting System (ORS) provides a method of storing report data for viewing on-line
as opposed to the older method of printing hardcopy. Filesfor printing reports may be deposited into the
ORS system.

A daemon program (a program that runs all of the time) watches for the appearance of new reports.
New reports are stripped of unnecessary data such as cover pages and compressed to minimize on-line
storage space. Reports are stored separately by "Reading Group". Asreports are received, they are identified
inalogfile.

A Reading Group isagroup of users who are authorized by the ORS System Manager to view a
collection of reports. Members of Reading Groups are identified by the UNIX group assignments. Reports
within a Reading Group may be accessible to individual UNIX group(s) or to all users.

The viewer program that you are using now provides security for and access to the reports stored for
aReading Group by verifying which group(s) may view reportsin each Reading Group and if you are a
member of one of those groups.

Many reports are produced for printing in a 132 column wide format while most terminal screens are
80 columnswide. Thisviewer program provides the ability to scroll (shift) the report dataright and left as
well as up and down to make all datavisible on the screen. Of course, if your terminal has 132-column
capability, scrolling right and left is unnecessary.

This viewer program determines from the computer system and its control fileswho auser isand
which Reading Groups may be accessed. It offers amenu to select which Reading Group to access. After
designating a Reading Group, the program offers alist of reports available for viewing.

The report may be viewed completely by using the up and down scrolling capability. Rapid accessto
specific datais available by jumping to the beginning or end of the report or by searching for specific data
within thereport. Searching for data may be general or limited to specific columns.

In addition to the daemon and viewer programs, ORS has an "expire" program that is executed daily.
It removesfiles that have been on-line for a predetermined number of days.

ORSiscontrolled by two files. Onefile identifies reports expected to be processed. Local
preferences allow thisfile to be shared by multiple Reading Groups or separately designated and maintained.

A configuration file defines certain values used for overall control of the system. It also defines the
Reading Groups. Each Reading Group is named and itsfiles and directories identified.

A general on-line report retention period is set for each Reading Group in the configuration file. This
may be superseded for specific reports in the report identification file, if desired.

All programs record errors and informational messages in the same log file used by the daemon for
recording report entered into the system.
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SECTION 2. SIGN ON PROCEDURES

To use the DeCA On-Line Reporting System (ORS) function, the user must first sign onto DeCA
Network Menu and select the “ORS’ icon or click the “ Start”, “Programs’, “ORS’, and select the option
“ORSHQ" or “ORS CE” or “ORS NE” etc., and press “enter” key. Thelogin screen will be displayed.

DYNIX/ptx(R) V4.1.4
Login: xxxxxx
Password:

At the“Login” prompt, the user will have to type their login then press “enter” key and at the
“Password” prompt enter your password then press “enter” key again.

SECTION 3. ONLINE REPORTSSYSTEM MENU

After the user entersthe login and password, the system will make a security check to determine if
the user can be allowed access to the ORS main menu. If accessto ORS s granted, the “WARNING!!!”

Screen will appear for afew seconds and the “ONLINE REPORTS SYSTEM MAIN MENU” screen will
be displayed.

ONLINE REPORTS SYSTEM (v8.1a)

MAIN MENU
\% View a Report
w What'sNew (New!!!)
H Help
T Tutorial
Q Quit
Selection?

Type"V" for " View a Report" (Do not press "enter" key), and the READING GROUPS screen
will be displayed.
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READING GROUPS

giing(sc DeCA Headquarters)

N (SC DeCA Headguarters / Co
STANFIN (SC DeCA Headggarters / O&ﬁ?en)
STANFIN (SC DeCA Headquarters / SF)
STANFIN (SC Consolidated ESC / O&M)
STANFIN (SC Consolidated ESC / SF)
STANFIN (SC Consolidated WSC / Q&M)
STANFIN (SC Consolidated WSC / SF)
ASAC (SC Northwest CONUS)

10 STANFIN (SC Northwest CONUS / 0s&M)
11 STANFIN (SC Northwest CONUS / SF)
12 ASAC (SC Western PACIFIC)

13 STANFIN (SC Western PACIFIC / 0o&M)
14 STANFIN (SC Western PACIFIC / SF)
15 ASAC (SC Southwest)

16 STANFIN (SC Southwest / 0&M)

17 STANFIN (SC Southwest / SF)

18 ASAC (SC Midwest)

19 STANFIN (SC Midwest / OsM)

20 STANFIN (SC Midwest Region / SF)

WOJOAUMEd WK

Selection?

At this point, the user can select any of the functions listed above by typing the number at the
"SELECTION" prompt as shown on the Reading Group file above. For example, type "04" STANFIN (SC
DeCA Headquarters/ SF) and the ONLINE AVAILABLE REPORTS STANFIN (SC DeCA
Headquarters/ SF) screen will be displayed.

ONLINE AVAILABLE REPORTS
STANFIN (SC DeCA Headquarters / SF)

avk009 F and AO Input Notice

avk015 Supply Input Exception Notice

avk036 Stock Fund History Analysis—Info Only
avk037 Stock Fund History Analysis— Action Required
avk500 General Ledger Inquiry

avk618 Current Status of Inventory Account

avk619 Monthly Status of Inventory Account

avk901 Installation Trial Balance

avk902 Install Fund Entity General Ledger Report
avk965 1080 Bills

Move the cursor to the report you desired for viewing and pressthe "enter" key. For example, move
the cursor to the “avk 902" and press "enter" key, the cycle dates of the “avk Install Fund Entity General

Ledger Report” screen will be displayed.
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avks02
Install Fund Entity General Ledger Report
DATE TIME EDITION SIZE COMMENT
(Sep 01 98) 98.244 16:17.50 .1 1,193,142
(Sep 01 98) 98.244 16:17.50 1,193,142
(Aug 31 98) 98.243 16:17.46 .1 1,192,838
(Aug 31 98) ©98.243 16:17.46 1,192,838
(Aug 28 98) 98.240 16:17.47 .1 1,190,978
(Aug 28 98) 98.240 16:17.47 1,190,978
(Aug 27 98) 98.239 16:26.31 .1 1,189,713
(Aug 27 98) 98.239 16:26.31 1,189,713
(Aug 26 98) 98.238 16:17.01 .1 1,188,803
(Aug 26 98) 98.238 16:17.01 1,188,803
(Aug 25 98) 98.237 16:23.01 .1 1,188,632
(Aug 25 98) 98.237 16:23.01 1,188,632

Move the cursor to the cycle date you desired for viewing and press the “enter” key, and the “ avk
902 I nstall Fund Entity General Ledger Report” screen (left side of the report) will be displayed for
viewing. For example, move the cursor to (Sep 01 98) and pressthe “enter” key, the “ I nstallation-Fund
Entity General Ledger Report” screen will be displayed.

PREPARED: 01 SEP 98 INSTALLATION-FUND ENTITY G/L R
FUND ENTITY CURRENT BALAN
DPT FY BS IMT PY OA ASN FSN ST GLAC DEBIT
STORE TOTAL 97,643,163.24

97 X 4930 5K00 O 46 4601 033150 BB

INVT IN TRANSIT FROM PROCUREMENT 1521.10 *

PURCHASES AT COST - DLA 1529.C2 *

ALLOWANCE FOR HOLDING GAIN/LOSS INVENTORY 1529.10 * 358,047.60

ACCTS PAYABLE-GOVT-CURRENT 2111.00

ACCTS PAYABRLE-PUB-CURRENT 2113.00 ~* 3,9598.18

TR/IN FR OTH W/0 REIMB-ASF-FR OTH DOD 3220.02

TR/QUT TO GOVT AG W/0 REIMB-GOVT AG-OTH 3231.99 592,155.39

CUM RES OF OPER-DBOF-ASF & AMMO FNDS-CASH 3311.10

CUM RES OF OPER-DBOF-ASF & AMMO FNDS-COLL 3311.12

CUM RES OF OPER-DBOF-ASF & AMMO FNDS-DISB 3311.13

CUM RES OF OPER-DBOF-ASF & AMMO ENDS-INVT 3311.14 ~* 6,369,857.15

ALLT FRA-CURR PER-SBAG 9 INIT/CONTRA 4591.0P *

UNDELIVERED ORDER W/0O ADV-F 4821.2C

ACCRUED EXPENDITURES-UNPAID-OPER-DBOF-F 4922.20 * 3,715.82

STORE TOTAL 7,327,735.14

97 X 4930 SKOO 0O 46 4601 033150 BC

FUNDS COLLECTED - FYTD ACTIVITY-DBOF 1011.1T 29,205,917.98

FUNDS DISBURSED - FYTD DBOF 1012.1T

6.2% u, d, r, 1, t, b, s, ¢, m, p, i, q, £1(2), £2(!)

Pressthe “enter” key again to position the cursor to control scrolling. In order to view theright side
of the report, you will have to pressthe “ key. Most of theterminal screens are 80 columns wide, the
viewer has the ability to scroll (shift) the report data left and right (press| or r) aswell as up and down (press
u or d) to make all datavisible on the screen. For example, pressthe “ “ key and theright side of the
report will be displayed.

E-4
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PREPARED: 01 SEP 98 | /L. REPORT AS OF: 31 AUG 98 PCN AVK-902
FUN | ALANCE CURRENT MONTH CHANGE
DPT FY BS IMT P| CREDIT DEBIT CREDIT
STORE T} 97,643,163.24 3,770,781.

o7 x 4930 sHoe o) . 0,781.29 3,770,781.29
INVT IN TRANSIT FROM PR} 164,380.59
PURCHASES AT COST - DLAa| 65.86
ALLOWANCE FOR HOLDING Gj
ACCTS PAYABLE-GOVT-CURR| 243.36
ACCTS PAYABLE-PUB-CURRE |
TR/IN FR OTH W/O REIMB- | 694,126.19
TR/OUT TO GOVT AG W/0 R}
CUM RES OF OPER-DBOF-AS| 48,268.40
CUM RES OF OPER-DBOF-AS} 6,401, 055.84
CUM RES OF OPER-DBOF-AS| 15,879.08
CUM RES OF OPER-DBOF-AS|
ALLT FRA-CURR PER-SBAG | 708.48
UNDELIVERED ORDER W/0 A} 3,007.34
ACCRUED EXPENDITURES-UN|

STORE T| 7,327,735.14 . .00 .00

97 X 4930 5K00 0}
FUNDS COLLECTED - FYTD | 2,179,972.36
FUNDS DISBURSED - FYTD | 28,422,320.78 2,494,738.42

6.2% u, d, r, 1, t, b, s, ¢, m, p, i, q, £1(2), £2(!)

SECTION 4. SIGN-OFF PROCEDURES

ORS sign-off is accomplished by press"ESC" key until you reach the "On-Line Reports System
Main Menu" screen then press"Q" key again, and click the “EXIT” icon.

SECTION 5. COMMON ACTIONSAND KEYSTROKESFOR VIEWING A REPORT

<d> or <ARROW> SCROLL DOWN 1 SCREEN (NEXT SCREEN)
If YOU ARE MARKING DATA, THE HIGHLIGHT
INDICATORWILL MOVE TO THE SAME POSITION
ON THE NEXT SCREEN.

<D> SCROLL DOWN 1LINE. IFYOU ARE MARKING
DATA, THE HIGHLIGHT INDICATOR WILL MOVE
DOWN 1 LINE.

<u> OR<ARROW>  SCROLL UP 1 SCREEN (PREVIOUS SCREEN).
IFYOU ARE MARKING DATA, THE HIGHLIGHT
INDICATORWILL MOVE TO THE SAME POSITION
ON PREVIOUS SCREEN.

<U> SCROLL UP1LINE. IFYOU ARE MARKING DATA,
THE HIGHLIGHT INDICATOR WILL MOVE UP 1 LINE.

<r> OR <ARROW> SCROLL RIGHT MAXIMUM AMOUNT (COLUMN 132).
<R> SCROLL RIGHT 1 COLUMN.

<I> OR <ARROW> SCROLL LEFT MAXIMUM AMOUNT.
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<L> SCROLL LEFT 1 COLUMN.

<t> TOP (BEGINNING) OF REPORT OR LIST.

<b> BOTTOM (END) OF REPORT OR LIST.

<s> SEARCH FOR SPECIFIC DATA.

<c> SEARCH FOR SPECIFIC DATA IN RANGE OF COLUMNS.
<n> NEXT OCCURRENCE OF SEARCH.

<m> MARK REPORT DATA.

(REF. TUTORIAL ON MARKING DATA)

<p> PRINT DATA ON SCREEN 132 COLUMNS WIDE.
(REF. TUTORIAL ON PRINTING DATA)

<o> AUTHORIZED USERS ONLY!!!
OUTPUT REPORT DATA TO SYSTEM PRINTER.

<Xx> AUTHORIZED USERS ONLY!I!!
EXTRACT REPORT DATA TO FLAT FILE.

<p> OR <PgUp> PREVIOUS PAGE OF A LIST.
<n> OR <PgUp> NEXT PAGE OF A LIST.
<F1>OR?OR 1 DETAILED HELP CURRENT SCREEN.
<F2>0R?2 KEY STROKE SUMMARY LIST.

<g> OR <ESC> QUIT CURRENT SCREEN/FUNCTION.
<BREAK> QUIT THE PROGRAM.

SECTION 6. VIEWING A REPORT

The option to view areport allows you to view reports containing lines of 132 columns. |If the
terminal screen islessthan 132 columns, data can be scrolled (shifted) right or |eft so that the entire report
line can be viewed. Similarly, data can be scrolled up and down.

When the first screen of datais displayed, you will be given the opportunity to position the cursor to
tell the program what parts of the screen can scroll in each direction.

Normally, the cursor should be positioned on the first line of data below the report heading. Lines
above the cursor will not scroll up or down. Columns to the |eft of the cursor frequently contain data that
identifiestheline. Columns|eft of the cursor will not scroll right or left. Placing the cursor in the upper left
corner of the screen (line 1, column 1) makes the entire screen scrollable.
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Scralling is performed by pressing the first letter of the direction you want to move: <u>p, <d>own,
<r>ight and <I>€ft. Y ou may scroll right and left single columns using <R> and <L>. <t> movesto thetop
(beginning) of areport and <b> movesto the bottom (end).

Y ou can search for data anywherein the report by using the <s> key. A search valueiscase
sensitive. Be sure to enter the search value using upper and lower case |etters exactly as the data appearsin
thereport. The search value may contain blanks and special characters.

A search may be limited to certain columns by using the <c> key. Once a search haslocated a record
containing the search value, pressing <n> will find the next occurrence of the search value.

Occasionally, the screen display will contain unwanted characters. This may happen when a message
is sent to the screen by another process or user such as the system notifying you of newly arrived mail.

Some terminals a so behave unpredictably. Thisis most evident when the status line does not appear
asthe last line on the screen or when scrolling does not remove all of the characters that it should.

To request the viewer to completely redraw the screen while viewing areport, enter either ctrl-R or
ctrl-L. Thisisdone by pressing the <Ctrl> key and, while holding it down, simultaneoudly pressing the <r>,
<R>, <1> or <L> key.

SECTION 7. SEARCHING FOR DATA

Y ou may search for a data value of up to twenty charactersin length. The search value may contain
any charactersincluding special characters and blanks. To initiate a search, press <s> for ageneral search
key or <c> for asearch that is restricted to arange of columns.

The program will ask you to enter a search value (the data you wish to look for). The search valueis
case sensitive. Y ou must enter upper and lower case letters exactly asthey appear in the report data. If you
make atyping mistake, use the <Backspace> key to correct it. The left arrow key will not work correctly
here.

A search may be started at any time and from anywhere within areport. When a search is started,
you are given the option to search starting from the current position within the report or from the beginning of
the report.

A search of alargefile or on abusy system will break every 10 secondsto ask you if you wish to
continue or terminate the search.

If you request a column search, a"ruler” displays the column numbers to help identify the correct
column numbers for limiting the search. There are separate requests to enter the beginning and ending
columns. If you identify the value only it beginsin that column.

When the search value is found, the line containing it is highlighted to make it easy to identify. The
line will remain highlighted until it is scrolled off the screen. Press <n> to find the next occurrence of the
search value.

The search value may be in the portion of the data that is not visible if you are using an 80 column
display terminal. It may be necessary to scroll right or left to see the actual search value.
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The user may specify aninitia search direction when performing a data search operation. Y ou may
indicate search for datain a 'forward' or 'backward' direction. When defining your search data requirements
you will be asked if the search isto be in a<F>orward or <B>ackward sequence. |f you specify ‘forward' you
will see the normal message screen, 'search from <c>urrent screen or <t>op of report:'. |f you specify
'backward' you will see the message screen, 'Search from <c>urrent screen or <b>ottom of report:'.

SECTION 8. PRINTING DATA
There are two waysto print limited amounts of report data:

Press the terminal's <PrtSc> key to print only what you see on the screen. Printing is controlled
entirely by your terminal. Normally, this key will not space the paper to the next page when printing is
finished.

NOTE: If alineis currently highlighted from a previous search, the <PrtSc> key may produce
unpredictable results beginning with the highlighted line. To remove the highlighting before printing, scroll
the line off the screen and back again using the <u>p and <d>own keys.

Press <p>rint to have the program print data 132 columns wide. The program will ask you to set
your printer to compressed or pitch 17 mode and wait for you to reply before beginning to print. The
program will space the paper to the next page when printing is finished. If data has been MARKED then the
stationary report header lines (if any) and the marked dataiis printed.
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MANAGEMENT CONTROL REVIEW CHECKLIST

TASK: Comptroller/Resource Management

SUBTASK: Analysis and Reconciliation Operations

THISCHECKLIST: Analysisand Reconciliation Business Unit

ORGANIZATION:

ACTION OFFICER:

REVIEWER:

DATE COMPLETED:

ASSESSABLE UNIT: The assessable unit isthe ARBU. The assessable unit manager is the resource

manager. This checklist must be used in accordance with the DeCA management Control Plan and/or other
specific DeCA instructions.

EVENT CYCLE 1: Anaysisand Reconciliation of Financial Records.
Step 1: Receive and review documents.
Risk: Documentslost or received late adversely affect the commissary account.

Control Objective: Ensure all documents that effect the commissary account are controlled and received in
atimely and consistent manner.

Control Technique:

1 Ensure DeCA Form 70-12 (SBCJ) is received monthly from the commissary.

2. Ensure DD Form 707 (Report of Deposit) and confirmed SF 215 (Deposit Ticket) are received daily.
3. Ensure DeCA Forms 78-88 (Financia Transaction Corrections) and DeCA Form 70-8 (Request to
Establish Charge Sale Account) are date stamped and distributed to ARBU technicians daily.

Test Questions:

1 Is DeCA Form 70-12 (SBCJ) being received from the commissaries on aweekly basis and at month-
end?

Response: YES NO NA
Remarks:

2. Are the correction forms being distributed to the ARBU personnel on the date they arrive at the
MBU mailroom?
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Response: YES NO NA
Remarks:

3. Arethe correction forms returned to the ACS/commissary/CDC/OPP if they are incomplete?

Response: YES NO NA
Remarks:

4, Does the accounting technician contact the ACS/commissary/CDC/OPP to request any missing
documents?

Response: YES NO NA
Remarks:

5. Are DD Form 707'sand SF 215's received from the store daily?

Response: YES NO NA
Remarks:

6. Are procedures followed for filing all documents received from the ACS/commissary/OPP/CDC by
month code and block number sequence?

Response: YES NO NA
Remarks:

7. Are documents filed IAW Defense Commissary Agency Filing System (DeCAD 30-2)?

Response: YES NO NA
Remarks:

Step 2: Process financial transaction corrections.
Risk: Incorrect or missing data posted to the accounting records adversely effects the commissary account.
Control Objective: Ensureall financial corrections are posted to the commissary account.

Control Technique:

1 Ensure correction forms are being processed |AW DeCAD 70-16.

2. Ensure al corrections are supported by correction forms forward from the
ACS/Commissary/OPP/CDC.

3. Ensure all corrections are reflected on the SBCJ.
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Test Questions:

1 Arefinancia corrections and reversals to areceipt or vendor credit memo (i.e., SAVES transactions)
being reflected on the SBCJ?

Response: YES NO NA
Remarks:

2. Isacorrected SBCJ submitted by the ACS/commissary/OPP/CDC when requested?

Response: YES NO NA
Remarks:

3. Are correction forms received from the stores processed into SAVES/AIMS/STANFINS and within
the same month that the correction forms are recelved?

Response: YES NO NA
Remarks:

4, Isit ensured that a copy of DeCA Form 70-88 (Financial Transaction Corrections) is being returned
to the ACS/commissary/CDC/OPP?

Response: YES NO NA
Remarks:

5. If the receipt adjustment caused an overpayment to the vendor, does the accounting technician
forward the supporting documents to DFAS-CO, Commercial Accounts Branch for overpayment processing?

Response: YES NO NA
Remarks:

6. If receipt adjustment caused a supplemental payment to the vendor, does the accounting technician
forward the supporting documents to DFAS-CO, Commercial Accounts Branch for supplemental payment
processing?

Response: YES NO NA
Remarks:

7. Isthe SAVES Rejected Transaction Form submitted by the region accounting technician for the
transaction rgjected from the Rejected SAVES Records From Daily Cycle listing on adaily basis?

Response: YES NO NA
Remarks:
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8. Isacopy of SAVES Reected Transaction Form being returned to the
ACS/commissary/CDC/OPP/Region?

Response: YES NO NA
Remarks:

Step 3: Charge Sales

Risk: Improper use of controls may cause losses to the stock fund.

Control Objective: Ensure accounts due to the Government are processed correctly into AIMS/'STANFINS.
Control Technique:

1 Ensure DeCA Form 70-8 (Commissary Charge Account Request) is submitted from activity who
wish to purchase from the commissary on a charge sale basis.

2. Ensure charge sales are blocked and processed by the store correctly.

3. Ensure DeCA Form 70-8 (Commissary Charge Account Request) is completed by the activity,
commissary, and region prior to assigning an APC and customer number.

4, Review the AIMS APC QUERY to ensure all rejected transactions are corrected and processed into
AIMS.

5. Review the Supply Input Except (AVK-015) listing to ensure all rejected transactions are corrected
and processed by DFAS-CO.

Test Questions:
1 Is DeCA Form 70-8, block 1a-1l completed by the customer?

Response: YES NO NA
Remarks:

2. Is DeCA Form 70-8, block 2a-2¢c completed by the commissary?

Response: YES NO NA
Remarks:

3. Is DeCA Form 70-8, block 3a & 3b completed by the region?

Response: YES NO NA
Remarks:

F-4
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4, Is DeCA Form 70-8, block 4a-4g completed IAW DeCAD 70-16 and forwarded to appropriate
region within 5 working days after receiving the DeCA Form 70-8?
Response: YES NO NA

Remarks:

5. Isthe APC/Customer Number for each charge sale customer loaded in the AIMS?

Response: YES NO NA

Remarks:

6. Isthe APC/Customer Number for each charge sale customer loaded in the STANFINS?

Response: YES NO NA

Remarks:

7. Isacopy of the completed DeCA Form 70-8 sent to DFAS-CO within 5 working days after receiving

the form from the region?

Response: YES NO NA
Remarks:

8. Is an incomplete DeCA Form 70-8 being returned to the region?

Response: YES NO NA
Remarks:

9. Isacopy of the completed DeCA Form 70-8 being returned to the region within 5 working days after
recelving the form from the region?

Response: YES NO NA
Remarks:

10. Is prompt action taken to correct data error on the AIMS?

Response: YES NO NA
Remarks:

11. Is prompt action taken for invalid APCs shown on the AVK-015 (Supply Input Exception Listing)?

Response: YES NO NA
Remarks:
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Step 4: Report of Deposit

Risk: If Cash Salesand collections are not accurately posted, the accounting records will be adversely
affected.

Control Objective: Ensurethat al cash sales and collections are processed correctly into AIMS/STANFINS
daily by stores.

Control Technique:

1 Ensure that correct amounts (by department total) of cash sales are processed into AIMS/STANFINS
on adaily basis.

2. For each department, ensure that the dollar value on the DD Form 707 is equal to the dollar valuein
the AIMS/STANFINS by document number.

3. Ensure that data on the DD Form 707 is correctly processed into AIMS/STANFINS.

4, Review the Cash Sales Reconciliation Report (AVK-963) to ensure all sales and collections are
processed correctly.

5. Ensure corrective action is taken for discrepancies between sales and collections.

6. Ensure the surcharge is being accurately recorded on the VRGC.

7. Ensure that the dollar value of Cash Variance and WIC on the DD Form 707 is shown on the VRGC.
8. Ensure that the food stamp transactions shown on the VRGC.

Test Questions:

1 Are cash sales (DIC 51R) transmitted daily by the commissary?

Response: YES NO NA

Remarks:

2. Areal dataon DD Form 707 processed into AIMS/STANFINS correctly and on adaily basis?
Response: YES NO NA

Remarks:

3. I's the accounting technician reviewing the Cash Sales Reconciliation Report (AVK-963) on a
monthly basis?

Response: YES NO NA
Remarks:
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4, I's the accounting technician notifying DFAS-CO when the amount of the collection on the AVK-963
isincorrect?

Response: YES NO NA
Remarks:

5. Isthe Cash Variance on the DD Form 707 recorded on the VRGC?

Response: YES NO NA
Remarks:

0. Isthe amount of WIC on the DD Form 707 recorded on the VRGC?

Response: YES NO NA
Remarks:

7. Is the amount of Food Stamps on the DD Form 707 recorded on the VRGC?

Response: YES NO NA
Remarks:

8. Are Cash Sales (by department total) on the DD Form 707 recorded on the SBCJ?

Response: YES NO NA
Remarks:

Step 5: Transfer In and Transfer Out

Risk: Improper controls may cause inaccurate data posted to accounting records.

Control Objective: Ensure al transfer infout are recorded correctly into AIMS/STANFINS.
Control Technique:

1 Ensure the gaining and losing activities are processing the transfer within the same accounting period
and at the same dollar value.

2. Ensure the gaining and losing activities are using the same document number.
3. Ensure the region director is notified of the transfer problemsin their stores.
4, Review the AIMS Unmatched Transfer In and Transfer Out report daily.
Test Questions:
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1 Are the gaining and losing activities processing the transfer within the same accounting period and at
the same dollar value?

Response: YES NO NA
Remarks:

2. Has the accounting technician contacted the gaining/losing activity for the unmatched transfer in/out?

Response: YES NO NA
Remarks:

3. Hasthe accounting technician reviewed the Unmatched Transfer In and Transfer Out report daily?

Response: YES NO NA

Remarks:
4. Is aconsolidated report of transfer infout problems forwarded to the region director on a monthly
basis?

Response: YES NO NA
Remarks:

Step 6: Accountable Inventory
Risk: Improper controls will cause the commissary to lose accountability.

Control Objective: Ensurethat all before inventory accounting transactions are processed correctly into
SAVES/AIMS/STANFINS.

Control Technique:

1 Ensure all blocks received for the inventory period are on the correct SBCJ.
2. Ensure the cutoff date for inventory VRGC is the inventory date.
3. Ensure the reconciliation of before inventory SBCJto the VRGC is completed within 30 days after

recelving inventory results during an accountable inventory month.

4, Ensure the before inventory SBCJis received from the commissary within 8 working days of the
inventory date.

5. Ensurethe MEMO ENTRY letter isreceived and is processed into AIMS using an A, B, or C block.

6. Ensure the cash sales transactions prior to the inventory date have been processed correctly into
AIMS/STANFINS.
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7. Ensure the inventory certification was signed by the contractor or the commissary officer.

8. Ensure the physical inventory figures are processed into AIMS/STANFINS correctly.

9. Ensure the total dollar value of the inventory account GLAC 1521.3* on AVK-902 isequal to AVK-
618/619.

10. Ensurethe D, E, or F block is used to process pre-inventory transaction after inventory VRGC has
closed.

11. Ensure a Journal Voucher is prepared at the end of each for all D, E, or F blocks process during the
month.

12. Ensure the Consolidated Statement of Gain/Loss, DeCA Form 70-23 is prepared and faxed to the
appropriate region within 30 calendar days after receiving the inventory results.

Test Questions:
1 Are all before inventory blocks transmitted from the store reflected on the before inventory SBCJ?

Response: YES NO NA
Remarks:

2. Are all after inventory blocks transmitted from the store reflected on the after inventory SBCJ?

Response: YES NO NA
Remarks:

3. Istheinventory date being used as the cutoff for the inventory VRGC fina ?

Response: YES NO NA
Remarks:

4, Isthe reconciliation of SBCJto VRGC completed within 30 working days after receiving the
inventory results?

Response: YES NO NA
Remarks:

5. Isthe before inventory SBCJ received from the ACS within 7 working days of the inventory date?

Response: YES NO NA
Remarks:
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6. Isthe MEMO ENTRY letter received from the store within five working days and entered into
AIMS?

Response: YES NO NA

Remarks:

7. Isthe MEMO ENTRY shown on the before inventory VRGC asan A, B, or C block?

Response: YES NO NA

Remarks:

8. Isthereversal of the MEMO ENTRY shown on the after inventory VRGC asan A, B, or C block?
Response: YES NO NA

Remarks:

9. Are all cash salestransactions prior to the inventory date verified against the DD Form 707 (Report
of Deposit)?

Response: YES NO NA

Remarks:

10. Istheinventory certification signed by the contractor or the commissary officer?

Response: YES NO NA
Remarks:

11. Isthe inventory certification received from the contractor or the store within 3 working days after the
inventory is completed?

Response: YES NO NA
Remarks:

12. Arethe dollar values shown on the inventory certification for each department entered into AIMS and
shown on the before inventory VRGC?

Response: YES NO NA
Remarks:

13. Isthetotal dollar value of the inventory account GLAC 1521.3* on the AV K-902 balanced to the
AVK-618/619?

Response: YES NO NA
Remarks:
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14. Isthe D, E, or F block being used for all pre-inventory transactions?

Response: YES NO NA
Remarks:

15. IsaJournal Voucher prepared at the end of each month for al D, E, and F blocks transactions
processed during the month?

Response: YES NO NA
Remarks:

16. Isthe Consolidated Statement of Gain/Loss (DeCA Form 70-23) prepared and faxed to the
appropriate region within 30 calendar days after receiving the inventory results?

Response: YES NO NA
Remarks:

17. Is a separate file established for accountability inventory records?

Response: YES NO NA
Remarks:

18. Are all months preceding the inventory month VRGC closed before running the final inventory
VRGC?

Response: YES NO NA
Remarks:

Step 7: Reconciling monthly financial transactions
Risk: Inaccurate data posted to the AIMS/STANFINS will cause the inventory account to be out of balance.

Control objective: Ensurethat al financial transactions on the SBCJ are posted to AIMS and STANFINS
correctly.

Control Technique:

1 Ensure the reconciliation of SBCYAIMS/STANFINS is completed within 45 days after the end of
each month.

2. Ensure al blocks on the SBCJ are posted to the VRGC and reflected in STANFINS.

3. Ensure the ending inventory figure on the SBCJ agrees with the ending inventory figure on the
VRGC.
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4. Ensure the adjusted SBCJVRGC figure on the SBCJVRGC/STANFINS Reconciliation Workshest,
DeCA Form 70-65 isin agreement with the current month balance on the AVK-619.

5. Ensure the error suspense is cleared prior to running a monthly VRGC.

6. Ensure the DeCA Form 70-65 is completed for each DODAAC.

7. Ensure ajournal voucher is prepared after the monthly VRGC is closed for the total amount of D, E,

and F blocks processed on the VRGC.
Test Questions:

1 Isthe reconciliation of the SBCYVRGC/STANFINS completed within 45 days after the end of each
month?

Response: YES NO NA

Remarks:

2. Are all blocks on the SBCJ posted to the VRGC?

Response: YES NO NA

Remarks:

3. Are all blocks on the VRGC posted to the AVK-619?

Response: YES NO NA

Remarks:

4, Does the Beginning inventory figure on the SBCJ RECAP agree with the beginning Book inventory
on the VRGC?

Response: YES NO NA
Remarks:

5. Doesthetotal dollar value of receipts on the SBCJ RECAP agree with the total dollar value of
receipts on the VRGC?

Response: YES NO NA
Remarks:

6. Doesthetotal dollar value of sales on the SBCJ RECAP agree with the total dollar value of saleson
the VRGC?

Response: YES NO NA
Remarks:
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7. Doesthetotal dollar value of adjustments on the SBCJ RECAP agree with the total dollar value of
adjustments on the VRGC?

Response: YES NO NA
Remarks:

8. Does the dollar value of Ending Inventory on the SBCJ RECAP agree with the dollar value of Ending
Inventory on the VRGC?

Response: YES NO NA
Remarks:

9. Does the correction form received for the adjustment reflected on the SBCJ?

Response: YES NO NA
Remarks:

10. Arethe blocks on VRGC that have not been processed into current AVK-619 annotated on the
AVK-619?

Response: YES NO NA
Remarks:

11. AretheD, E, and F blocks processed into current month AVK- 619 annotated on the AVK-619?

Response: YES NO NA
Remarks:

12. Arethe JVsthat have not been processed into current AV K-619 annotated on the AVK-619?

Response: YES NO NA
Remarks:

Step 8: Stock Fund History Listing AVK-037 (Action required) & AVK-036 (Information only)
Risk: Improper controls may cause inaccurate data appearing on the AXL file at the month-end.

Control Objective: Ensureall daily history listings are worked as soon as they occur to prevent the error
from appearing on the AXL file at month-end.

Control Technique:

1 Ensure that the Stock Fund History Listings (AVK-037 & 036) are being worked on adaily basis.
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2. Ensure that the detail unmatched transactions are researched and corrected within the same month
which the error occurred.

3. Ensure that atype action code "C4" (Write-off) is processed into STANFINS for the supplemental
payment made after the original disbursement cleared.

4, Ensure that the erroneous document number is reversed and input the correct document number.

5. Ensure that DFAS-CO is notified when the duplicate disbursements occurred.

Test Questions:

1 Arethe AVK-037 and AVK-036 being worked on adaily basis?

Response: YES NO NA

Remarks:

2. Are the unmatched detail transactions on the AVK-037 and AVK-036 corrected within the same

month which the error occurred?

Response: YES NO NA

Remarks:
3. Has the accounting technician notified DFAS-CO when duplicate payments appeared on the AVK-
037?

Response: YES NO NA
Remarks:

4, Isthe TA "C4" processed into STANFINS when a supplemental payment transaction is made after
the original disbursement is cleared?

Response: YES NO NA
Remarks:

5. Is a duplicate transaction being reversed?

Response: YES NO NA
Remarks:

6. Is DFAS-CO being notified when the disbursement document number isincorrect?

Response: YES NO NA
Remarks:
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7. Is an erroneous document number being reversed and a correct document number input for the
transaction processed under an erroneous document number?

Response: YES NO NA
Remarks:

EVENT CYCLE 2: Coupon Redemption Program Administration
Step 1: Receive coupon collection data from individual commissaries.
Risk: Lossof funds

Control techniques:

1 Sequentially number each transmittal document or €l ectronic transmission at each commissary.

2. Review input from commissaries for completeness and correctness.

3. Immediately contact commissary when errors or omissions are detected and corrections are
necessary.

4, Maintain record of commissariesthat consistently provide invalid information and inform applicable

region to resolve the submission errors.

5. Report suspected fraud immediately.

6. Use DeCA Form 70-3 (copy 1) to track coupon shipments to the coupon clearinghouse.

7. Input corrected data into the automated coupon system.

Test Questions:

1 Is each transmittal received, whether by hard copy or eectrically transmitted, sequentially numbered

by each commissary?

Response: YES NO NA
Remarks:

2. Isthe transmittal sequence number checked to ensure all previous submissions have been received?

Response: YES NO NA
Remarks:

3. Isimmediate action taken to obtain transmittal documents for missing sequence numbers?

Response: YES NO NA
Remarks:
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4, Are actions taken to obtain missing transmittals placed in a suspense system to ensure they are
received or to trigger follow-up actions?

Response: YES NO NA
Remarks:

5. Isthe input from commissaries reviewed for completeness and corrections?

Response: YES NO NA
Remarks:

6. Are commissaries immediately contacted when errors or omissions are detected and necessary
corrections made?

Response: YES NO NA
Remarks:

7. Are records maintained of commissaries consistently providing improper information or committing
omissions?

Response: YES NO NA
Remarks:

8. Is the appropriate region informed of commissaries submitting unacceptable transmittals and
required to resolve the problems?

Response: YES NO NA
Remarks:

9. Are actions taken to obtain region assistance in resolving issues with commissaries suspended to
ensure resolution or trigger follow-up action?

Response: YES NO NA
Remarks:

10. Are all instances of suspected fraud reported through management channels?

Response: YES NO NA
Remarks:

11. Iscopy 1, DeCA Form 70-3, used to track coupon shipments to the coupon clearinghouse?

Response: YES NO NA
Remarks:
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12. Are mathematical computations on the DeCA Form 70-3 checked for accuracy and changes made
when necessary?

Response: YES NO NA
Remarks:

13. Isthe correct data entered into the automated coupon system?

Response: YES NO NA
Remarks:

Step 2: Receive payment information from the coupon clearinghouse.

Risk: All monies owed the Government will not be received.

Control Objective: All monies due the Government are received and proper accountability is maintained.
Control Techniques:

1 Review payment information from coupon clearinghouse (CCH) to determine whether the
transmission isin baance.

2. Enter in balance transmissions in the automated coupon and accounting system.

3. Require CCH to transmit payment data daily and mail the hard copies of checks, advice of credit and
bank deposit tickets.

4, Screen payment data and determine reason for partially paid invoices.

5. Send over-aged invoice reports to CCH on a monthly basis.

6. Resubmit returned couponsto CCH.

Test Questions:

1 Is the payment information provided by the CCH screened to ensure it isin balance?

Response: YES NO NA
Remarks:

2. When the payment information provided by the CCH screened is not in balance, isimmediate action
taken to resolve the discrepancies?

Response: YES NO NA
Remarks:
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3. Are inquiries suspended when an immediate response is not received to trigger follow-up action?

Response: YES NO NA
Remarks:

4, Are all in balance transmissions data reported into the automated coupon and accounting system?

Response: YES NO NA

Remarks:

5. Does the CCH transmit payment data on adaily basis?

Response: YES NO NA

Remarks:

6. Are hard copies of checks, advice of credit, and bank deposit tickets mailed by CCH as required?
Response: YES NO NA

Remarks:

7. Are payment data screened to determine reason for partially paid invoices?

Response: YES NO NA
Remarks:

8. When appropriate, are reasons for partially paid invoicesidentified and correct measures taken to
resolve the issue?

Response: YES NO NA
Remarks:

9. Are averaged invoices forwarded to the CCH for resolution on amonthly basis?

Response: YES NO NA
Remarks:

10. Are returned coupons resubmitted to CCH using a unique transmittal number to alow for detection
of duplicate charges?

Response: YES NO NA
Remarks:

Step 3: Processing Management Information
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Risk: Management information will not be received, issued, verified or used as intended and Government
funds could be lost or credited to the wrong appropriations

Control Objectives: Research and analyze al management and financial datareceived or issued to ensure it
is proper, correct, complete, and timely.

Control Techniques:

1 Review data recelved from CCH for requirement compliance.

2. Generate only correct financial and management reports.

3. Reconcile transmittals with invoices and invoices with payments by initiating a period closing
(transfer function) in the automated coupon system.

4, Generate and maintain a backup of the automated coupon system.

5. Maintain and reconcile the deposit ticket with the bank data received from the CCH and with the

disbursing officer's deposit account.
Test Questions:
1 Isall required data received from the CCH in accordance with the terms of the contract?

Response: YES NO NA
Remarks:

2. Is data provided correct and timely?

Response: YES NO NA
Remarks:

3. Are audited transmittal s received in batch order number sequence?

Response: YES NO NA
Remarks:

4, Are mathematical computations in each batch verified and correction made when necessary?

Response: YES NO NA
Remarks:

5. Are out-of-balance batches detected and corrected prior to processing into the accounting system?

Response: YES NO NA
Remarks:
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6. Are the monthly financial reports produced accurately and timely?

Response: YES NO NA
Remarks:

7. Are the monthly, quarterly and annual management reports produced accurate, timely and distributed
to the proper users?

Response: YES NO NA
Remarks:

8. Isthe income and reimbursement forecast provided to DeCA/RMB correct and timely?

Response: YES NO NA
Remarks:

9. Are transmittals periodically reconciled with invoices and invoices with payments by initiating a
period closing (transfer function) in the automated coupon system?

Response: YES NO NA
Remarks:

10. Are functions edited and exception listings investigated?

Response: YES NO NA
Remarks:

11. Is a backup of the coupon system and database generated on aweekly basis?

Response: YES NO NA
Remarks:

12. Is the backup data stored in a secure area in a separate building?

Response: YES NO NA
Remarks:

13. Isthe reconciled data filed and maintained as required by the records management systems?

Response: YES NO NA
Remarks:
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14. Is the deposit ticket reconciled with the bank data and the Disbursing Officer's deposit account and
records maintained?

Response: YES NO NA
Remarks:

EVENT CYCLE 3: Coupon Reimbursement

Step 1. Reimbursement of DWCF Resale Appropriation

Risk: DWCF will not be reimbursed in the proper amounts or on atimely basis.
Control Objective: Reimburse the DWCF Resale appropriation correctly and timely.

Control Technique:

1 Reimbursement will be based on the availahility of funds.

2. Reimburse the Resal e appropriation at least once per month.

3. Us SF 1080 hillings generated by DFAS-CO as the basis for reimbursement.

Test Questions:

1 Isthe availability of fundsin the DO deposit account verified prior to preparing the billing
document?

Response: YES NO NA
Remarks:

2. Are reimbursements done at least monthly with the oldest documents, voucher for transfers between
appropriations and/or funds, SF 1080 processed first?

Response: YES NO NA

Remarks:

3. Are SF 1080s generated by DFAS-CO received on a monthly basis for processing?
Response: YES NO NA

Remarks:

4, Isthe hilling document certified free of duplicate line items?

Response: YES NO NA
Remarks:
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5. When duplicate line items are found in the billing document, are they lined through and the hill
amount recomputed?

Response: YES NO NA

Remarks:

6. Are copies of al billing documents that have been corrected provided to DFAS-CO?

Response: YES NO NA

Remarks:

7. Isamemorandum to DFAS-CO prepared requesting transfer of funds from the DO deposit account

to the DWCF Resale appropriation?

Response: YES NO NA

Remarks:

8. Does the memorandum provide alist of all bills to be reimbursed to include bill number, date of hill
and dollar amount?

Response: YES NO NA
Remarks:

Step 2: Transfer of handling fees.
Risk: Feeswill not be transferred.
Control Objective: All coupon handling fees are transferred to the DWCF Operating Funds Appropriation.

Control Technique:

1 Use the bank data transmitted from the CCH to determine amount of feesto be transferred.
2. Transfer fees monthly.
3. Advise DFAS-CO via memorandum the appropriations to receive the handling fees and the dollar

amount to be transferred.
Test Questions:

1 Is the bank data obtained from the CCH used to determine the amount of handling feesto be
transferred?

Response: YES NO NA
Remarks:
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2. Are handling fees transferred to the DWCF operating funds appropriation monthly?

Response: YES NO NA
Remarks:

3. Is DFAS-CO advised by memorandum the appropriation to receive the handling fees and the dollar
amount to be transferred?

Response: YES NO NA
Remarks:

EVENT CYCLE 3. Managing Performance Based Agreement Revenue
Step 1: Establishing agreementsin MBU
Risk: Lossof revenues earned

Control Objective: Minimizethe lost of revenue due to unsigned agreements.
Control Technique:

1 Agreements made between DeCA/MBU representative and a vendor representative will be
documented in writing, signed, and dated by both parties.

2. All agreementswill contain specific terms for a specified period of time with a payment due date.
3. Payment remit to address will be included in each agreement.

4, Agreement will contain a"document number" assigned for accounting purposes.

Test Questions:

1 Are agreements documented in writing, signed and dated by the MBU representative and the

vendor or manufacturer's representative?

Response: YES NO NA
Remarks:

2. Is the signature of the MBU representative authorized to approve the agreements(s)?

Response: YES NO NA
Remarks:

3. Are the agreements contain specific terms for a specified period of time? date(s)?

Response: YES NO NA
Remarks:
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4, Do the agreements include the payment due date?

Response: YES NO NA
Remarks:

5. Isthe payment remit to address: First National Bank of Chicago, Defense Commissary Agency,
P. O. Box 93251, Chicago, IL. 60673-3251?

Response: YES NO NA
Remarks:

6. Isasix (6) digit agreement number (consisting of 3-digit apha category code and 3-digit sequential
number) assigned to each agreement?

Response: YES NO NA
Remarks:

7. I's the appropriate document number assigned to and annotated on each agreement?

Response: YES NO NA
Remarks:

Step 2: Performance Based Agreement Documents Flow in Marketing Business Unit

Risk: Lossor input of documents from one location to another could result in failure to receive
earned revenues.

Control Objective: Ensuretimely distribution and control of documents.
Control Techniques:

1 Ensure al origina signed performance agreements are transmitted from the contracting officer to the
financial management area.

2. Ensure a performance agreement control log is maintained and all original agreements are
recorded upon receipt and all payments to agreement are posted.

3. Ensure appropriate performance agreement number is assigned and printed on all agreements.
Test Questions:
1 Upon completion, are original signed performance agreements forwarded from contracting officer to

financial management area?

Response: YES NO NA
Remarks:
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2. Are incoming performance agreements recorded on document control log?

Response: YES NO NA
Remarks:

3. Are payments received recorded on document control log?

Response: YES NO NA
Remarks:

Step 4: Accountability of Agreements
Risk: Earned revenueswill not be properly accounted for/collected

Control Objectives: Ensure earned revenues for performance agreements are accounted for and payments
are recorded.

Control Techniques:

1 Accounting for earned revenues.

2. Ensure accounts receivable(s) are established.

3. Ensure checks (payments) are received timely.

4, Ensure deposits are made.

Test Questions:

1 Is the required information provided to DFAS-CO for establishment of accounts receivables?

Response: YES NO NA
Remarks:

2. Are payments received at Bank of Chicago and confirmation of deposit submitted from bank to
financial management?

Response: YES NO NA
Remarks:

3. Areorigina DD Form 1131, transmittal letter, copy of check and deposit confirmation forwarded to
DFAS-CO for recording collection in the finance system?

Response: YES NO NA
Remarks:
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4, Are copies of DD Form 1131, transmittal letter, check and deposit confirmation in pending file?

Response: YES NO NA
Remarks:

5. Isautomated DD Form 1131 received from DFAS-CO and attached to copy in pending files for
completion?

Response: YES NO NA
Remarks:

EVENT CYCLE 3. Anaysisand Reconciliation Operations Administration.
Step 1: Analyzing and reconciling accounting transaction data between the SAVES, AIMS, and STANFINS.

Risk: Improper and inaccurate data posted to the accounting records may result on an out-of balance
condition between the inventory management system and the official accounting system.

Control Objective: To review, reconcile, and correct accounting transaction data submitted from the stores
and system generated reports.

Test Question:

1 Were policies and procedures published and distributed to standardize and assign responsihilities
within the ARBU? (HQ DeCA/RM)

Response: YES NO NA
Remarks:

Explain rationale for Y ES responses or provide cross-references where rationale can be found. For NO
responses, cross-reference to where corrective action plans can be found. If responseis NA, explain
rationale.

| attest that the above-listed management controls provide reasonable assurance that DeCA resources are
adequately safeguarded. | am satisfied that if the above controls are fully operation, the management controls
for this subtask throughout DeCA are adequate.

Director, Resource Management
FUNCTIONAL PROPONENT

F-26



DeCAD 70-16 Appendix F  September 30, 1998

| have reviewed this subtask within my organization and have supplemented the prescribed management
control review checklist when warranted by unique environmental circumstances. The controls prescribed in
this checklist, as amended, are in place and operational for my organization (except for the weaknesses
described in the attached plan, which includes schedules for correcting the weaknesses).

ASSESSABLE UNIT MANAGER
(Signature)
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