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Purpose.  This operating instruction (OI) establishes policies and procedures for controlling and safeguarding nonappropriated funds (NAF) cash and other assets in accordance with references below.  All personnel entrusted with handling cash, checks, and other negotiable instruments have responsibility for reading, understanding, and complying with contents of this OI.  It applies to all 86th Force Support Squadron (86 FSS) and 786th Force Support Squadron (786 FSS) nonappropriated (NAF) activities.

1.  References:
1.1. DoDD 5500.07, Standards of Conduct

1.2. AFMAN 34-201, Use of Nonappropriated Funds

1.3. AFMAN 34-202, Procedures for Protecting Nonappropriated Fund Assets

1.4. AFMAN 34-209, Nonappropriated Fund Financial Management and Accounting.
1.5. 86 FSS OI 31-101, 86th Force Support Squadron Resource Protection Program

2.  Responsibilities:
2.1. Flight Chiefs ensure through their respective Activity Managers that personnel handling cash fully comply with provisions of this OI.  A copy of this OI should be retained in activity’s Fund Custodian Resource Protection folder.

2.2. All supervisors whose activities use or handle NAF are responsible for strict implementation and compliance with these instructions.

2.3. Activity Managers brief employees who handle funds on cash handling and anti-robbery procedures upon initial appointment and at least semi-annually thereafter.  
2.3.1. Air Force Internal Controls training is required for all military and civilian employees directly involved in handling of NAF moneys, control of NAF assets, and employees designated by Force Support Squadron Commander (FSS/CC) within 30 days of hire or assignment. Internal Control training is required to be re-accomplished annually thereafter. 

2.3.2. Training is annotated in activity’s Funds Custodian folder and in employee’s personnel folder. Employee’s training is also tracked by NAF Training Office through either Advanced Distributed Learning Service (ADLS) system or locally devised spread sheet where applicable. 
2.4.  Internal controls checklist, provided by 86th Force Support Squadron, Resource Management (86 FSS/FSR), is completed annually (fiscal year) by Activity Manager, signed by Flight Chief and forwarded to Resource Management by 30 November of each year for prior fiscal year.
2.5. Personnel must notify Security Police whenever a possible threat is made to any section of funds, and then immediately notify Chief, Resource Management (RMFC) and respective 86 FSS/CC, 786 FSS/CC, or 86 FSS Deputy Director (86 FSS/CD).  Each manager establishes internal procedures, policies, and duty assignments for protection of assets and develops an anti-robbery plan.  RMFC should coordinate on OIs and will coordinate with NAF Financial Analyst (NAFFA) when required.
2.6. Activity Managers must notify RMFC in writing, whenever a deviation from this OI is found or suspected.

3.  Method of Recording/Documenting Cash Receipts:
3.1. Use cash registers, point of sales (POS) system, consecutively numbered receipts, or AF Form 2555, NAF Collection Record, to record all cash receipt transactions.  Activities using POS may use POS generated forms as a substitute for required documentation as long as all necessary information is included IAW AFMAN 34-209, paragraph 5.7.  Also use form to record individual overages or shortages and to account for controlled forms.  All other computer generated forms must be approved by RMFC.

3.2. Individual cashier’s reports are combined on AF Form 1876, NAF Consolidated Cost Center Report.  Specific procedures are contained in Air Force Services Program Training Aid TA-AFSFMS-08, 1876 Processing using NAFDIS, and TA-AFSFMS-20, Quibica Point of Sales 1876 and Subsidiary.  Required supporting documentation includes following:

3.2.1. One copy of deposit slip.

3.2.2. Consent agreement log (if used).

3.2.3. Cash register tapes.

3.2.4. Pre-numbered cash receipt forms.

3.2.5. NAF Collection Record, AF Form 2555.

3.2.6. Cash Register Adjustment, AF Form 645.

3.2.7. AF Petty Cash/Refund Voucher, AF Form 1401.

3.2.8. NAF Bingo Activity Report, AF Form 2046, if applicable.

3.2.9. Vending/Amusement Machine Collection Report, AF Form 1400, if applicable.

3.2.10. Gift certificates redeemed.

3.2.11. Coupons redeemed for free merchandise or special promotion coupons.

3.3. Submit consolidated cost center reports with supporting documents to NAF Accounting Office (NAF AO) no later than close of business on next work day.

3.4. Checks and cash received by mail:  Separation of duties is very important in this procedure.  All activity and functional managers will ensure no employee has immediate access to cash funds while opening incoming mail and removing checks and cash.  Activity Manager designates an employee within activity other than general cashier or accounts receivable clerk to open incoming mail and remove all checks and cash.  Checks will be forwarded immediately to NAF AO for tracking. 
3.5. AF Form 1875, NAF Activity Cashier’s Report:  For processing, please refer to Training Aid NA-21, Using AF Forms 1875, 1876, & 1878.   
4.  Cash Register/Point-of-Sales Procedures:
4.1. Locate cash registers so that each ring can be seen by customer.

4.2. If cash register is capable of providing a kick-out receipt, furnish receipt to customer.  When customer is receiving waitperson service, waitperson will give kick-out receipt to customer.

4.3. Record incorrectly rung sales on AF Form 645, NAF Cash Register Adjustment.  Management will approve these slips and attach them to cashier’s report at end of shift.

4.4. Only one cashier works out of a single cash drawer except where RMFC has authorized activity to operate under waiver IAW AFMAN 34-202, paragraph 3.9.6.
4.5. During operating hours, keep cash register drawers closed except when transacting business.

4.6. During non-operating hours, remove all funds from cash register and leave drawers open.

4.7. Registers cannot be reset by cashiers.  Activity Manager controls reset keys.  

5.  Cash Handling:
5.1. Keep cash register drawers orderly at all times.  Arrange currency neatly and in separate denominational compartments.

5.2. Registers should not be allowed to accumulate cash in excessive amounts.  If excess cash is turned over to a head cashier/Activity Manager, use AF Form 2557, NAF Cash Receipt Voucher, to document cash transfer.  
Amount will be taken into consideration at shift end while balancing the cashier’s cash receipts.  
5.3. Count change twice before paying: once when taking from drawer and second when giving to customer.

5.4. When counting change from money received, place tendered money on register ledge, in view of customer, until change is accepted by customer.  Waitpersons should annotate amount tendered on top of guest check.

5.5. Do not keep cash in register areas except funds accounted for in cash register.

5.6. Do not leave cash or full cash registers unattended for any reason or with an unauthorized person.  If cashier must depart area for any reason, ensure cash register drawer is closed and register key withdrawn.

5.7. Do not store personal funds or property in cash register drawers or safes.

5.8. Unauthorized persons are not allowed in areas where funds are stored.

5.9. At end of shift, cash tray should be taken out to ensure there are no bills, receipts, or documentation left under tray.
6.  Handling of Charge Sales:  Customers may pay for purchases via credit card.

6.1. Charge receipts with customer’s signature should be consolidated and validated to daily settlement report, unless a valid waiver is in effect.
6.2. All receipts should be totaled and a calculator taped attached proving that all receipts are accounted for and that total is equal to daily settlement report.

6.3. Charge slips are same as cash and checks and should be controlled accordingly. Any variance or missing charge slip should be researched immediately.
6.4. Missing charge slips could result in a cash shortage and may require reporting action to RMFC. 
7.  Change Funds:  Change funds are authorized for making change and cashing checks.  RMFC has authority to establish number and dollar amount of change funds for each activity, subject to storage limitations.

7.1. Managers may not use change funds to pay petty cash expenditures unless RMFC approves waiver.  

7.2. Responsibility for change funds.
7.2.1. Activity Managers accept responsibility for change, petty cash, and imprest funds by receipting of funds from RMFC on AF Form 2557, Cash Receipt Voucher.  Signed receipt is maintained by 86 FSS/FSR, Resource Protection Program (RPP), and by the individual receiving funds.

7.2.2. Activity Managers, in turn, obtain a receipt when change funds are transferred to a designated cashier (general change fund cashier, operation clerk, etc.) responsible for issuing/receiving change funds to/from individual cashiers.  Funds may be transferred to designated cashier on an AF Form 2557 or AF Form 1875.

7.2.3. Activity Managers or designated cashier (if applicable) obtain a receipt for cash and accountable documents issued to individual cashiers conducting daily business.  AF Form 1875 is form used to record this process.

7.3. Cash counts.

7.3.1. Activity Manager, or a designee independent of cash function, is required to perform an unannounced cash count on all activity cashier funds, central change funds, and petty cash/imprest funds each quarter.  For those activities who employ a general cashier, i.e., Clubs, cash count includes reconciling “banks” issued to cashiers to total cash on hand; however, “banks” that have been issued are counted at discretion of Activity Manager.  
Activity Manager or designee:

7.3.1.1. Performs count while fund is in operation and cashier can observe.
7.3.1.2. In large activities with more than one cash handling area, count funds simultaneously with assistance of another appointed individual to ensure funds were not shifted from one cash register to another to cover shortages.   

7.3.1.3. Reconciles cash count to applicable records.

7.3.1.4. Documents cash count on AF Form 2556, NAF Surprise or General Cashier's Cash Count.  Completed form is signed by individual conducting cash count and responsible cashier.  Forwards a copy of AF Form 2256 to 86 FSS/FSR.  RMFC will be notified of any variances of $50.00 or more and actions taken by Activity Manager.  Completed form should be maintained in activity’s Fund Custodian handbook.

7.3.2. NAFFA and RPP conducts unannounced cash counts on change funds and petty cash/imprest funds as directed by RMFC.  All cash handling procedures and internal controls are also reviewed.  When cash counts are performed at one location with multiple activities, NAFFA/RPP will be augmented by additional personnel so that all counts are conducted simultaneously.

8.  Cash Refunds:
8.1. Methods of cash refunds:  

8.1.1. Petty cash funds may be used subject to limitation.  Use AF Form 1401, AF Petty Cash/Refund Voucher. 
8.1.2. RMFC has authorized managers to approve cash refunds not to exceed $500.00 from day’s cash receipts.  
8.1.3. Refunds over $500.00 may not be made from petty cash.  Instead, submit AF Form 2539, NAF Disbursement Request, to Central Cashier who will issue a refund to individual.  If individual is unable to pick up from Central Cashier, EFT information will need to be provided to NAF Accounts Payable Section for payment.

8.2. Limitations.  Refunds will not be permitted for:

8.2.1. Individual amounts that were charged; instead, patron’s account will be credited.

8.2.2. Special order merchandise that cannot be readily sold to another customer or returned to vendor.  

8.3. Documentation.  Complete customer identification and signature is required.  Amount, item or service, and reason for refund, including reference and original sales slip and tape whenever possible, are shown on or attached to AF Form 2539 or AF Form 1401.

9.  Check Cashing:  Checks may only be taken for exact amount of purchase, except as listed below.  Personal checks for purchases or payments may be accepted up to $3,000.00.  Larger checks must be approved by RMFC or designee.  SSC check cashing notice must be posted where checks are accepted.  Check cashing/acceptance policies are:

9.1. Clubs may accept non-member checks for the amount of purchase/service only.  

9.2. Managers and cashiers may not cash own checks (personal or payroll) from a change fund or cash receipts for which they are responsible for.

9.3. Cashiers will:

9.3.1. Review most current dishonored check cashing list provided by 86 FSS/FSR prior to cashing a check.  Dishonored check lists are available through 86 FSS/FSR.

9.3.2. Ensure each check has sponsor’s name, rank, organization, DOD ID number, home address, and duty phone number.
9.3.3. Ensure check has today’s date (no post-dated or pre-dated checks will be accepted).

9.3.4. Ensure agreement between printed and written dollar amounts.

9.3.5. Ensure customer’s identity is same on check as on individual’s ID card.

9.3.6. Ensure that “Pay to the Order of” information is completed.

9.3.7. Cashier must initial the upper left hand corner of the check.

10.  Dishonored Checks:  Procedures for dishonored checks are contained in AFMAN 34-202, paragraphs 4.18 through 4.20.
11.  Reporting/Investigating Cash Shortages:  Activity Manager will monitor cash discrepancies and notify

RMFC of discrepancy trends and actions taken IAW AFMAN 34-202, Chapter 8. 
12.  Amusement Machines:  Harvest keys are kept in a harvest box in a secure area.  Activity Managers are responsible for ensuring a secure harvest area and two personnel to conduct harvest as a team.  Each machine’s meter reading, when applicable, will be recorded on an AF Form 1400, NAF Amusement Machine Collection Report.  After all funds have been counted and verified, both harvest team members will sign AF Form 1400.  Activity Manager is responsible for ensuring the harvest money is properly recorded and deposited with day’s business.  Activity Managers must report any suspected tampering of machines to amusement machine program immediately.  If it is suspected money is missing, contact Security Police and RPP.  
13.  Deposits:  Deposit all cash receipts, including checks from change funds, on a daily basis.  
13.1. Deposit preparation.  Responsible individual (e.g. head cashier, night manager): 

13.1.1. Physically segregates cash receipts from imprest and change funds after turn-in by section/unit cashiers.
13.1.2. Prepares an AF Form 1878, Central Cashier Deposit Slip.
13.1.3. Submits deposit slip and cash deposit to Central Cashier.
13.1.4. Ensures that all receipts on hand at end of month are deposited no later than next business day.

13.1.5. Ensures that a consolidated cashier’s report is prepared and submitted no later than next business day.

13.2. Each activity establishes a regular deposit schedule and submits to Central Cashier.
13.3. RMFC may waive requirement of daily deposits for small activities or if daily deposits are not possible.  When other than daily deposits are authorized, all receipts on hand at end of month must be deposited no later than next banking day, or whenever total receipts exceed $200.

14.  Cash Limitations and Accumulations:
14.1. Installation commander establishes maximum amount of cash that may be stored during non-duty hours.  This authority has been delegated to Chief, 86th Security Forces Squadron.  To establish or change a funds storage authorization, please refer to 86 FSS OI 31-101 and coordinate request with 86 FSS/FSR. 
14.2. When cash on hand during operating hours exceeds needs of activity, excess should be deposited at Central Cashier.

14.3. When a cash pick-up is made from an individual cashier in order to make a deposit or move funds to a place of safer storage, cashier will be given a receipt, AF Form 2557, for amount of cash picked up.

15.  Fund Activity Records:  See 86 FSS OI 31-101, 86 FSS Resource Protection Program, for resource protection notebook requirements.
16.  Multiple Cashiers Working from Same Cash Drawer: 
16.1. General.  As prescribed by AFMAN 34-202 para 3.9.6, a waiver to “one person, one cash drawer” rule must be requested in writing, be approved by RMFC and be on a case-by-case basis.  Waivers will state reason for request, citing operational conditions, practicality, etc., and must be fully justified.  All waivers must be reviewed annually to verify that reason for waiver still exists.

16.2. Responsibilities.   

16.2.1. Activity Managers granted waivers will be responsible for closely monitoring operations when more than one cashier is working out of same drawer.

16.2.2. If accountability becomes a concern due to frequent and/or large overages/shortages, Activity Manager will cease to allow operations of this kind and will implement procedures where only one individual will have access to cash drawer at a time.

16.2.3. RMFC maintains right to revoke this waiver if lack of accountability warrants such action. 

16.3. Procedures.  

16.3.1. All personnel operating out of a single cash drawer must sign for acceptance/accountability of funds. 
At top (Section 1) of AF Form 1875, NAF Individual Cashier’s Report (including management if they are working out of the drawer along with cashier).

16.3.2. At least one of individuals working out of cash drawer must be present during final counting of funds and will sign AF Form 1875 for turn in of funds.

16.3.3. Individuals working out of a single cash drawer will not exceed three employees. 
17.  Controlling Pre-numbered Forms and Other Documents:
17.1. Control of pre-numbered forms is required to ensure that internal control system for nonappropriated fund instrumentalities (NAFI) is not compromised.  
17.2. Responsibilities.

17.2.1. RMFC may designate a form as requiring control in order to enhance internal control systems.  Such designation must be specific, in writing and will become a part of this OI.

17.2.2. Responsibility for ensuring that all AF or USAFE forms specified in this OI are on hand in sufficient quantity lies with 86 FSS/FSR.  86 FSS/FSR will determine amount needed and will change requirements as needed.  

17.2.3. Pre-numbered forms are recorded and are issued and receipted for by appropriate activity.  Forms are issued in sequence and will be utilized in sequence by using activity.
17.2.4. When forms are utilized, they will be logged in on reverse of AF Form 1875, NAF Individual

Cashier’s Report.  In event forms are utilized out of sequence, a notation will be made in the “remarks” section of AF Form 1875.  Cashier attaches forms used to the corresponding AF Form 1875.  Should a form be lost or destroyed, Activity Manager will attach a written statement outlining details to AF Form 1875.

17.2.5. Concert tickets, theme park tickets, advance green fee cards, and similar instruments are controlled items and are logged and counted each day.  Account for them on the back of 1875 forms.  These items should be secured in a locked container when not in used.    
17.2.6. If a pre-numbered form is no longer required or is not utilized, then requirement for control is discontinued.

17.3. Pre-numbered controlled forms are designated in AFMAN 34-202, paragraph 4.27. 
17.3.1. 86 FSS may automate AF and NAF forms if form content and requirements are not changed. If any application/system has a validated Common Access Card (CAC) enabled electronic signature which takes place of a wet signature, application/system may be deemed a system of record. System is then used to store electronic and paper copies until no longer required.
18.  Procedures for Coupons, Gift Cards, and Local Gift Certificates: 
18.1. IAW AFMAN 34-202, paragraph 1.9.5.:  FSS/CC determines use of and sets value for all coupons including customer loyalty programs. All will have an expiration date and may not be redeemed for cash.  
18.2 For promotions, FSS Gift Cards, Gift Certificates, or Coupons may be used with approval of 86 FSS/CC.  

18.3. FSS Gift Card, Gift Certificates, and Coupon usage will be IAW AFMAN 34-202.
18.3.1. Activity manager or designee reports gift certificate issues and redemptions on AF Form 1875, and maintains a list of gift certificates printed, issued, and redeemed by number.  List provides an audit trail for other payables subsidiary and applicable general ledger account.  

18.3.2. Cashiers will mark “void” on face of gift certificate at time of redemption.
18.3.3. Activity manager or designee will forward a list of expired gift certificates and coupons to NAF Accounting Office at end of accounting period.   
  
JOHN D. FRAZIER, Maj, USAF
  
Commander, 86th Force Support Squadron
Attachment 1
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Abbreviations and Acronyms
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