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I.. Pn I-, delete paragraph 101.4a and reletter subsequent paragraphs.
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h. Page 5-I, paragraph 501.5d, change "1130" in the first line to read, "ii00".
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4. Filing Instructions. This change will be filed immediately following tile -;ignatare page of the basic Manual.

5. Change Notation. Significant changes contained in the revised pages denoted by () symbol.
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2. Action. In Appendix A, Figure 6 insert new paragraph 5 as follows: "5. Total
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Sub: Standing Operatlng Procedure for Food Service

ins! (I New page ;nserts "o BO PI0110.IOB

P’jrpsse. TO tansmit new page insets to the basic Manual.

2. Actlon. Remove and destroy the pages I-5, I-6, 2-I, 2-2, 5-I, and 5-2 to the
’4anus--I, and replace them wlth the paes I-5, I-6, I-7, 2-I, 2-2, 2-3, 2-4, 5-I, 5-2.
]J 5-3 contalned In the enclosure.

3. Summary of Changes. To c]arlfy procedures for autorlzed receiving personnel and
safe combination integrity.

4. Chane Notation. Sgfcant changes contained im the revised pages ae denoted
by an arrow (l) symbc"

5. Flng Instructions. Thls change will be filed immediately following the signa-
+e page of Change 2 of he basic Manual.

6. Certification. Reviewed and approved ths date.
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SECTION

101.3

101. CONTROL AND AI]MDISTRATION OF FOOD SERVICE PROGRAM

1. Control. The mmnegement control of all enlleted dining facillcles of the consolidated food service system

is exercised by the Coasnandlng General, Marine Corpq Base, through the AesletanC Chief of Staff, Logistics,
and the Base Food Service Officer. The operaclonal|eontrol of each dining facility is xerclsed by the

camanding officer of the unit dealgnmted to operate the enllsted dining facillty.

2. General Administration. The Ccsmmndlns Generals, Marine Corps Base; 2d Marine Division, IMP; end 2d Force
Service Support Group (Rein), I4FLANT, illdeslguaee s unlt.Co operate ech mnllsced dining facility end the
units Co be subslsced chereln, in areas assigned their reapctlvs unlca. Dinln facillCles identified by
the nmnbar of the buildlng occupied.

a. Commanding officers of the folloIn Marine Corps Base organizations are assigned opereClonal control
of the designated dining acillcy

(1) Headquarters Battmllon Dining Facility 9

(2) Marine Corps Service Support Schools Dining Facillty M-424 and Food Service School

(3) Marine Corps Engineer School Dining Feclllty BB-7

(4) Support Baccallon Dining Facillty 1209

(5) Rifle Range l)ecachment Dining Fsclllty RR-3

(6) Correcclonal Facillty Dinln Fecillty 101

(7) Harlot Corp Air Station (H). Nmv River Dinln8 Facillcles HCAS-226 end MCAS-4012

b. Unlc ccammnders deslgnced co operate an enlisted dining fecillty shall notify, by letter, his respec-
tlve food service officer and the Base Food Servlca Officer ten days prior to the opening or cloelng of a

dining facillty.

c. Fleer 4arlne Force units vacaClng dining fecilltlea will ensure that all subsistence Item, garbage and

crash are rove; electrlclty and 8me equipment turned off; ranges and refrigerators cleaned mad doors left
open and the buildlng placed in m proper state of pollce. A111t of government property 111 be inventoried
by the xesponslble officer and rear echelon commander. Upon completlon of the inventory and, Ithln Centy-four
hours, the rear echelon commander will arrange for signing of the Consolldatd Hemorandum Receipt malncalned by
the Base Food Service Opsratlone Officer. Upon the signing of the ConsolldecedMemorand, Recelpc by the rear
echelon coasuander, the old reaponslble officer will be relleved of his reeponelbilltles of this account. Minor

property such as silver,are, cups, cooks and food avlce attendance’ clothlng, meat ellcors, etc., i11 be

secured in a locked interior room and all keys to the buildlns turned over to the rear echelon c0mnder.

3. Cm’ndln8 Officer Responalbilltlea. Unit c=mndera operating enllsted dining facilltles will:

a. Assign in rrltln8 a unit dining facility officer for the derailed eupervslon of the dining facillty who
will be guided in the performance of his duties by the provision of the current dltlons of MCO PI0110.I end
HCO 10110.. This assignment will be malncalned on file mc the dining facillty and copy provided co the Base
Food Service Officer.

b. Designate hours of serving of all mls commmneurmCe Ith the needs of the coand, keoplng the serving
of meals aC irregular hours to a minimum.

Assign dining facillty sergeants /n accordanc th the current edition of MCO P5320.5, PRCM. A m4nlmum
of one dining facillty attendant should be assigned for each Centy-flve collated pezmonnel actually subsisted
or mmJor portion hereof based the previous month’s Man-Day Ned Report.

(1) Dining facillty attendants assigned Co dining fmcilltlee within the Camp LeJeune Consolldatsd Food
SexIce System casked primarily wlch duties involvlng dlnln8 facillty clean-up and nltatien. Their duties

also IncXude ocher Casks esaonlaced with the daily kcelvin, Issuing preparation, and serving of food.

(2) The duclea of the dining fmcillty attendants are. such thac they often ork close to, or are required
to form-relate wltthe dining fmcillty pattens as well ms ork with the food prepared and earvod. Consequently,
chelr actltude end performance will have def.lnlte impact ot the hmalth, morale, mad welfare of personnel
subsisting in the dining facillty. For C-hls reaeon cndrs ehonld noC assign personnel considered Co be

derellcca, mlsfiCs, or Incorrlglblee to the dlaln8 facillty.

(3) Prior to assignment, cndera 111 ensure Chat personnel selected for duty as dining fecillcy
attendants:

(a) Are given cosNlete medley1 zmlntlon in accordance with the Manual of Naval PrevenClve

Medicine, NAVMED P5010, and cbac they obtalnwrlcten clemnenpe to work in food service facillCy.

(b) Are phyelcally cmpmble of performln8 asalgnd duties.

1-1
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(c) Are not being aesnd as a result of disc/pllnnry acclon or as a of punishment.

() Dinln facility attendants wilI be assigned for! a period of thirty days, during hich they may not
be ass/ned additional ducles.

d. Require he unit Officer of he Day to be present at the servir of, and sample all resular meals to

report he qualiy and quantity of the food, monitor the amnt of plate waste discarded by troops, observe
performance of meal signature supervisors and to crawlers the space provided for "c-mnnts by OOD" the
Work Sheet.

e. Ensure chat the serving of eals, csbat, individual, in he field is not supplented by lt of

rations.

f. gnsure hat subsistence itts, including coffee Krounds, sugar and uLlk, and property itens such as
cups and silver,are are r,oved iron the dinir facility for use in coffee messes, living spaces, etc.

g. Ensure thac garrison type food service equipment and supplies not removed fro: the enlisted dining

facility to suppor. field operations.

h. Ensure proper portion control to preclude flrant waste reoval fro: the dining facilit7 area any
part of the meal.

i. Ensure that Section IV (Sale of Heals fro: the Dining Facility) and Section V (Control of Dinin Facility
Funds) of this Order are ceplied with.

J. Ensure that continuous Patron Education Program is in efect in accordance with he current edition
of NCO Pl0110.14. This is to be a part of he reporting indoctrination trainin and incorporated into the
command training schedules at least semi-annual basis.

k. Sub,it an-Day Fed Report and hn DaLly Hemorandu of Neal Authorization by Hen-Days iu accordance
with paragraphs 301.6 and 301.7 of his Order.

1. Ensure that a soking area is desimted and posted based upen the number of smokers and nonsmokin
patrons that utilize the dining facility as required by he current edition of BO 6200.3.

m. Ensure that a fourth convenience type meal is not served. Early and late meals ay be served a
scheduled basi-; however, precautions ust be aken to esure thac an individual does not receive more than

three seals in a given day.

4. Dties of Base Food Service Off/est. The Base Food Service Officer will be uided in the performance of

his duties by the provisions of the current edition of HCO P10110.1A, and is responsible for:

a. The organization, administration, end eperationl centrol of the Adllistrativn Section and Property
Section.

b. Conducting surveys on food, equipment, and food service personnel, as necessa- when directed by the

Assistant Chief of Saff, Logistics.

. Acting as a consulnt ou the assigent of all personnel of Occupational Field 33 and NOS 3061.

d. Cooeratin$ with, and coordinating the activities of, food anagnent tea:s when visiCir arine Corps
Base dining facilities.

e. Preparing and publishing menus as approved by the menu planning board.

f. Advising the Subsistence Officer the need, accepabilit/, and desirability of subsistence items.

g. nitiating corrective action vhen needed pertaining, to the receipt, storage, preparation, and serving
of food in Harine Corps Base dining facilities.

h. Advising the AssisLant Chi of Saff Logistics, on the edequacy of subsistence items when required.

i. aincaiuing adequate supply of pffictal food service publications.

J. Advising the Natneenance and Public Werks Officers ardl he functional layout of equipment new

construction of dining facilities.

k. Hakln monthly weekly saff visits of all Hartne Corps Base dining facilities. Haking periodic
visits of all other dining facilities ithin the c.easoLtdated food service system with their respective food

service officer, relative to support provided by riue Corps Base.

1. Conducting quarterly food service lnect/ns to de,ermine the "Best Dining Facilit" of Harine Corps
Base units.

$. Dute of Food Service 0erations Office. Te food service operations officer will be suided in the
performance of his duti by the provtstona og the current edition of CO P10110.14, and is responsible for:
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s. Overall supervision of the Property Section rlthtn the Base Food Service Division which includes dtnin
facility property control and maintenance procedures. These duties are outlined in detail in Section VII of this
Order.

b. Prepares and certifies a recapitulation of the daily Memorandum of Meal Authorization by}tan-Days and

daily Nan-Day Fed Reports.

Prepares the Subsistence Operational Analysis Report (NAVNC Po 10369-SD) for certification by the
Assistant Chief of Staff, Logistics.

d. Overall supervision of the Operations Sectlonwlthln the Base Food Service Diisinn.

6. Duties of Unit Dinlns Facility Officer. Co-andln officers responsible for the operation of dining
facilities will normally assign the follorlng duties and responsibilities to unit dining facility officers:

a. The mainteoance of a record of financial status of the dining facility set forth iu the current
edition of MCO P10110.14.

b. Ensure that food is prepared and served in efficient, tasty, and appetiziu manner in accordance with
the current edition of HCO P10110.16 (Armed Forces Recipe Service).

c. 4ake frequent inspections of the dinin facility to evsure that acceptable standards of the sanitary
condition of the dining facility are maintained.

d. The proper requisition, storage, and control of food in the dning facillty set forth in the current
edition of MCO P10110.14 and Section VI of this Order.

Supervise the activities of the unit authorized custodian.

f. Require that food service personnel becom thoroughly famllar wlth their responsibilities and duties.

g. Be responsible for food service property issued to the unit diulng facility; take perlodic inventory of
this property; request disposition of excess and unserviceable items; and request property, as required.

h. Be responsible for the preparation and accuracy of reports requlred of the dining facility.

i. Prepare ,ud maintain turnover folder that will assist relief in ass,ing the duties of the dinlng
facllity manager.

J. Ensure that the dloing facility manager s lnformed of the estimated number of personnel to be served,
and in those instances where other organizations are being subsisted in dining facllity under his cognizance,
to establish liaison with those organizations for the same purpose.

k. The proper collection and disposal of funds for pald supernumerary rations, and the proper reporting
thereof in accordance with the provisions of Section IV of this Order ad the current edition of MCO PlOllO.14.

1. The observance of practices of supply discipline within the dining facility.

The proper utilization of the Cook’s Work Sheet as set forth in the current edition of MCO PlOll0.14.

Furnish the Food Service Operations Officer with complete inventories at the end of each month as outllned
in paragraphs 201.4 and 701.10 of this Order.

o. Monitor and check to ensure that the informal training program discussed in paragraph 101.10 of thls
Order ls being conducted property the form indicated in figure 1, appendlx A, and maintained at the dining
facility. A report of the training conducted will be submitted with the monthly personnel rosters.. Dutles of Dining Facillty Manager. The dining facllity manager is responsible to the unit dining facility
officer for the operatio and control of the dining facility. He is in charge of all details of the dining
facility operation and delegates speciflc supervision and duties to others. His detailed dutles and responsi-
bilities are llsted below:

s. Supervises and requlres compliance vrlth the current edition of MCO PlOl10.16 (Armed Forces Recipe Service).

b. Supervises and requires preparation and use of Product Sheet, NAV}/C 10616; Produce Requirement Sheet,
NAVMC 10615; and Meal Signature Record, NAVI4C 10789 in accordance with the current edition of MCO PlOllO.14.

c. Prepares he Cook’s Work Sheet, NAVI4C 36 nd adjusts portions o prepare of the menu in accordance with
patron acceptability and leftovers to reduce food waste.

d. Deterotines troop acceptability of food ttes by usage ’data obtained from Cook’s Work Sheet, Product
Sheets, and other control forms used n operation of the dntng facility.

e. Inspects the serving lines throughout meal periods to determine quallty and quantity of good being served,
attitude, appearance, and posture of food service personnel serving food and initiates corrective action as
required.
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f. Takes necessary action to ensure proper use of food and the elimination of all ood waste.

g. Establishes operating d workins procedures for cooks, bakers, and other production personnel. Becomes

thoroughly familiar with the sount of mpower required for the various duties in the dining facility and assigns

duties as necessary for the successful operation of the dning facility.

h. Holds frequent meetings with dining facility personnel to discuss the preparation, cooking, and serving of

foods, problems concerning the dining facility, and aethods to /prove overall efficiency.

i. Trains personnel in proper and accepted dishwsshing procedures.

J. Instructs and trains all dining facility peraonnel and monitors the instructions provided by other nnbers

of the dining facility staff.

k. Mals recoendations for promotions and assignments as well as for training, and develops subordinates for

future positions.

1. Ensures that only authorized persons allowed to consume draw food items in the dning facility and

that all properly reported.

Maintains up-to-date estiated financial status and true financial status wih the latest known

figures available.

Maintaias cook/dining facility attendant log book of significant events which transpire in the dining

facility daily basis. The log is to be aintained in chronological order.

Inspects dining facility personnel for cleeuliness daily.

p. Ensures that the dining facility building equipment, and outside area kept in sanitary condition in

accordance with the Hanual of Naval Preventive Medicine, NAVMED PS010, Chapter 1.

q. Inspects appliances and equipaont frequently and reports repairs or ork requests phone log for emergency
maintenance.

r. Ensures the meal signature supervisor is informed of his duties and that all persons subsisting at govern-

ment expense possess Mea Cards authorizing them to subsist in the dining facility. Ensures that each Indivldual

documents requlrd information the Meal Signature Record in accordance with the current edition of MCO P10110.14.

s. The dining facility manager will ensure successful operation of the dining facfllty through aggressive food

management, systematic training, energetic, and forceful leadership.

t. Requisitions subsistence items and food service property in accordance with current directives.

The dining facility manager will attend dining facility managers’ meetings. Pertinent information it

affects the food service program wll be discussed.

The dining facility manager is responslble for the propriety and conduct of diners. Personnel that cannot

conduct themselves with proper decorum shall be reported to the Officer of the Day (OOD).

Ensure that requisitions are turned in to Food Service in accordance wth the schedule contained in

paragraph 601 of this Order.

Maintain daily cost analysfs depicted in figure 2, appendix A. After signature by the dining facility

officer, provide copy to the Base Food Service Officer.

y. In the event subsistence Items are suspected of spoilage other visible deterioration, the Base

Veterinarian is to be contacted to conduct survey of the suspect items to receive appropriate credit.

8. Duties of the Chief Cook. The chief cook watch will be reepoemlble to the dining facility manager for the

operation of the galley and the activities of all cooks, bakers, and dining facility attendants assigned.

The tour of duty for the chief cook will be as directed by the dining facility manager. During the chief

cook’s tour, he will remain in the dinln facilitY.

b. He will be responsible for such special meals and sandwiches as may be dlrctud by the dining facillty

manager, as well as the cleanllneas of the galley, galley equipment, food preparation, and serving utensils.

c. He wlll personally supervise and require preparatiOn and utilization of Cooks Produce Requirement Sheets

and Product Sheets in accordance with currant directives.

d. He will observe and enforce the rules of personal hygiene and dining facillty sanitation in accordance with

the Manual of Naval Preventive Medicine, NAgMD Pb010, Chapter l, and this Order.

He well persOnallyzer ad Immeet the mornln cookwatch prior to co’encenent of breakfast meal

preparation. The oncoming evening watch will be mustered and inspected prior to commencement of the
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f. During meal periods he will detail one cook to supervise each food line and
provide complete instructions for the meal concerning the quantity to be served. He
will personally demonstrate for each cook assigned the amount of food to be placed on
each dish.

g. He will assign and schedule the work of the cooks on watch and the dining
facility attendants assigned to the galley, and will train them in the performance of
their duties.

h. He will adhere to the recipes in the current edition of MCO PI0110.16, med
Forces Recipe Servlce, as well as prescribed cooking practices, in order hat maximum
nutrients may be obtained and to minimize cooking loss.

i. He will be responsible for good order and discipline of the cooks during his
watch. No loud or profane language, unnecessary noise or skylarking will be allowed
in the dining facility at any time.

j. After each meal, the chief cook will check with the dining facility manager
for instructions regarding leftovers and how they can be utilized to the best advaF-
rage. All leftovers will be recorded in red ink on the Cooks Work Sheet for the meal
utilizing the leftovers, in accordance with the current edition of MCO PI0110.14.
Disposition of leftovers will be as indicated below:

(I) All leftovers are to be covered with wax paper or plastic wrap with the
time and date of preparation affixed. Example: 0700, 19 April 1981. Entries are to
be made using a grease pencil or felt tip pen.

(2) All leftovers will be consumed within 36 hours in accordance with the
Manual of Naval Preventive Medicine.

(3) Serve leftovers in other than their original form whenever possible.

(4) Always refrigerate leftovers until they are to be utilized.

(5) Discard when of no further use.

k. When assuming the watch, the chief cook will consult with the dining facility
manager regarding any special feeding requirements.

I. He will be responsible for the accurate completion of the Cooks Work Sheet in
accordance with current directives. He will inspect food preparation and serving
utensils to be certain that the items are clean and sanitary and that the equipment is
returned or stored in its proper place when not in use.

m. Prior to dismissing the watch at noon, the off-going chief cook will ensure
that the galley is in a state of order and cleanliness which is satisfactory to the
chief cook relieving him.

n. The off-going chief cook will advise the oncoming chief cook concerning any
information that may pertain to his watch.

o. A clean-as-you-go policy will be enforced in the galley. The chief cook will
be responsible for the enforcement of such orders as may be necessary to ensure the
success of this policy.

p
galley.
in use.

The chief cook will be responsible for the conservation of utilities in the
All gas, electricity, water, and steam appliances will be turned off when not

q. The chief cook will take the necessary action to ensure the proper and econo-
mical utilization of food and elimination of waste.

r. He will instruct the cooks and dining facility attendants assigned to the
vegetable preparation room regarding the proper procedures for preparation of all
vegetables and salads in accordance with the current edition of MO PI0110.16.
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101.10 STANDING OPERATING PROCEDURE FOR FOOD SERVICE

s. The chief cook will instruct individuals on his watch as to the time to report
for duty, pr.ior to securing each day.

t. In the absence of the dining facility manager, the chief cook will report in a
military manner and accompany.any Officer of the Day, Special Staff Duty Officer, or
inspecting officer who is visiting the dining facility for inspection purposes or
staff visits. The chief cook will report the results of such visits/inspections to
the dining facility manager immediately upon his return to the facility.

9. Official Publications

a. The proper operational guides of Marine Corps dining facilities are contained
in the following official publications which are required in each dining facility:

(I) MCO PI0110.14, Food Service and Subsistence Management Manual

2) Federal Supply Catalog Price List Federal Supply Catalog Price List,
C8900-PL furnishes standard prices for specification subsistence items, identified in
the Federal Supply Catalog Stock List.

(3) MCO PI0110.16, Armed Forces Recipe Service. Provides instructions and
guidance for the preparation of food in Marine Corps dining facilities.

(4) MCO PI0110.17, Marine Corps Menus. Provides the various types of menus
that they may be used as guides for feeding personnel in dining facilities.

(5) MCO PI0110.25, Standard "B" Ration for the Armed Forces. Provides in-
structions and guidance for requisitioning, preparing, and issuing the "B" ration.

(6) NAVMED P5010, Manual of Naval eventive Medicine. See Chapter I.

(7) MCO PI010.35, 42 Day Armed Forces Menu. Provides instructions for the
preparation of menus for use in dining facilities.

(8) Marine Corps Base Food Service Bulletin 90-79, Energy Conversation in
Enlisted dining facilitles.

b. For additional information on publications pertaining to food service opera-
tions, refer to the current edition of MCO PI0110.14, Food Service and Subsistence
Management Manual.

|0. Training. Dining facilities will establish and maintain an informal training
program for food service personnel, to be included in the battalion training sche-
dules, and consisting of a minimum of four hours per calendar month. An individual
record will be maintained by the dining facility on the attendance of such training.
The status of enrollment and progress of correspondence courses will also be entered
on the individual’s training record. This information will be recorded on the form
indicated on figure I, appendix A.

11. Food Service Planning Board. A food service planning board, consisting of the
tri-command food service officers, subsistence officer, selected unit dining facility
managers, one staff NCO, one NCO, and three junior enlisted personnel other than food
service to be designated; and a representative from the Medical Department will meet
annually. Unit dining facility officers are encouraged to participate. The following
functions and procedures apply to the board:

a. Menu. Using the current edition of MCO PI0110.35 as a guide, the proposed
menu will---6 discussed on the basis of availability of subsistence items, climatic
conditions, command requirements, cost limitations, and troop acceptability; and the
menu submitted, as recommended by the board to the Assistant Chief of Staff, Logis-
tics for approval.

b Planning. Pertinent information, as it affects the food service program,
shoul be gathered by aI! members during the twelve montis prior to the meeting to
ensure that there is valid information available to insert into the new master menu.
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2. Monthly Personnel/Trainin Rosters. Each Base organization having operational
control of a dining facility wll! submit to the Base Food Service Officer, prior to
the third day of the month, an up-to-date personnel/training roster reflecting on-

board strength of all occupational field 3300/3061 personnel on their rolls, including
training conducted during the month, using figure 3, appendix A as the format.

13. Unsatisfactory Material Report (UMR) Dining facility officers/managers are en-
couraged to submit a UMR on unsatisfactor food products received at the dining faci-
lity. These UMRs are to be submitted via the respective food service officer to the
Base Food Service Officer. An example is provided in figure 4, appendix A. Addi-
tional assistance can be obtained from the Base Food Service Operations Officer.

14. Subsistence

a. The dining facility officer is to provide the Base Food Service Office one 3x5
card month!y with names and sample signatures of personnel authorized to receipt for
subsistence supplies. No more than four individuals from each dining facility wiI! be
authorized, unless a waiver is authorized in writing by the Base Food Service Office
due to operational commitments, traning of personnel, etc.

b. In order to properly segregate duties, personnel who are authorized to re-
ceipt for subsistence should not be the same personne! who maintain NAVMC 708 Card
records for the dining facility.

15. Ke Control. Two sets of keys wiI! be maintained for the storage areas, en-
trance doors, and all other areas of the dining facility requiring lock and key secur-
ity. One set of keys should be turned in to the respective unit officer of the day
upon securing of the dining facility each night. A duplicate set shou|d be maintained
in a locked, secure key locker in the dining facility, with access limited to the
dining facility officer, dining facility manager, or assistant dining facility mana-
ger.

I-7
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SECTION II

201. GENERAL INSTRUCTIONS GOVERNING FOOD SERVICE PROCEDURES

I. Authority. The scope and authority for the food service program are contained in
paragraph 4301 of the Marine Corps Manual.

2. Organization. Organization of the food service program is contained in the cur-
rent--edition of MCO PI0110.14.

3. Interna! Contro] of Subsistence Items in The Dining Facility. The procedures out-
lined in the current edition of MCO PI0110.14 will be fo11o provide a positive
internal control for subsistence items in a uniform manner.

4. Inventories of Subsistence Items in the Dining Facility

a. On the last day of the month, after the required subsistence items have been
issued for the preparation of the evening meal, the dining facility officer will phy-
sically inventory all subsistence items on hand utilizing the two part mechanized in-
ventory listing provided by Base Food Service, as depicted in figure 5, appendix A.
The results of this inventory and inventory adjustments, if required, will be entered
in red ink on the Stock Record Cards maintained in each dining facility.

b. The mechanized inventory listing will be provided in two parts. The original
is to be forwarded to Base Food Service. The duplicate will be retained on file in
the dining facility.

c. All subsistence items will be arranged alphabetically by category, i.e., peri-
shable, nonperishable.

d. Enter the total quantity on hand in the block provided on the right hand side
of the listing. Entries must be to the nearest whole unit and the same unit of issue
as the listing.

e. The completed inventory will be returned to Base Food Service by 1600 on the
first working day following the inventory accompanied by certification by the unit
dining facility officer, as depicted in figure 5, appendix A.

f. If subsistence items are on hand and not on the inventory listing, dining fac-
lity officers will list these items citing nomenclature, unit price, quantity, and ex-
tended totals on a separate list and forward to Base Food Service with the mechanized
inventory listing.

g. Complete subsistence inventories will be taken at the closing of an enlisted
dining facility in order to obtain operating cost figures for the retiring unit. Dis-
position of inventories will be determined by the respective food service officer and
the food service operations officer.

h. Adjustment due to Inventory Loss/Gain. A letter of adjustment (figure 6,
appendix A) wil! be prepared listing all inventory gains or losses, with complete jus-
tification and approval by the Commanding Officer having operational control of the
dining facility. A copy of the adjustment letter will be forwarded to the Commanding
General, Marine Corps Base (Attn: Base Food Service Officer). The signed original
form will be retained on file in the dining facility for the life of the respective
NAVMC 708 Card.

i. Adjustment due to Survey. The dining facility officer will initiate the re-
quest for survey in letter form to the Commanding General, Marine Corps Base (Attn:
Base Food Service Officer) via the appropriate chain of command. The request shall
contain a copy of the veterinary/medical officer’s recommendations. In addition to
that provided by the medical officer, the following data will be included on each sur-
vey request:

(I) Name of the article (s)

(2) Quantity
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(3) Total cost price

(4) Date of receipt

(5) Other pertinent data for evaluating the cause of loss, such as improper
holding temperatures, storage conditions, condition upon receipt, and handling damage.

5. Night Meals, Box Lunches,, and FIiht Rations

a. Night Meal. A night meal is a meal ’served in the dining facility, during the
late evening or early morning hours.

(I) The conversion factor used will depend on whether the breakfast or dinner
menu is served.

(2) This meal will take the place of a regular meal.

(3) This meal will not be a convenience type meal, but will be served to per-
sonnel who could not attend the regular meal.

b. Box Lunches. The box lunch is meant to provide a suitable meal for personnel
who cannot possibly be fed a hot meal in the dining facility because of the nature of
the performance of their official duties, and should be prepared with the same exper-
tise and interest as preparing meals.

(I) The box lunch will replace a meal and will not be served in addition to
the regular meal.

(2) Each box lunch will be stamped with the stamp provided by the Base Food
Service Office to consist of the following information:

DATE

THIS BOX LUNCH (NON-FLIGHT) WAS PREPARED BY AT
HOURS

ON AND MUST BE CONSUMED PRIOR TO ON
DATE HOURS DATE

(3) Issue and control of box lunches is the responsibility of the commanding
officer operating the dining facility.

(a) Requests for box lunches and other meals for consumption outside the
dining facility must be submitted to the dining facility utilizing figure 7, appendix
A. Persons not entitled to rations in-kind will pay for box lunches prior to pick-up.
Such requests must be justified and kept to a minimum.

(b) Requests must include the names of persons entitled to rations in-kind
and their Meal Card numbers. The names of personne! not entitled to subsist at
government expense are to be inc|uded and designated by an asterisk. AI! such re-
quests will be attached to the appropriate Meal Signature Record to justify ration
credits for such meals.

(c). A certification of the Meal Signature Record will be made by the person
picking up box !unches.

(d) NAVMED P-5010, Manual of Naval Preventive Medicine, contains guidance
regarding sanitary precautions in the handling of box lunches.

c. FIiht Rations. requests for flight rations must contain names and Mea! Card
numbers of personnel.

6. Recreation Part|es

a. The commanding officer having operational control of the dining facility may
authorize the furnishing of subsistence from the dining facility for recreational
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events instead of a dining facility meal, provided the majority of personnel to be
attending are authorized subsistence in-kind.

b. Commanding officers or section heads desiring meals for organized recreation

parties will submit figure 7, appendix A to the unit commander responsible for the

operation of the dining facility in which they normally subsist. The requests must
reach the dining facility concerned five working days prior to the party, for prepara-
tion of the food and will include the following informatlon:

(I) Name of officer or NCO in charge.

(2) The total number of personnel not entitled to subsist at government
expense; i. e., commuted rations, officers, or authorized civilians.

(3) The total number of personnel authorized to subsist at government expense,
to include Meal Card numbers and a roster of names.

(4) Date, time, and place party is to be held.

c. After approval of the request, the commanding officer will direct the desig-
nated officer or NCO in charge to contact the dining facility manager for instructions
relative to the handling of funds, signing of the Meal Signature Record, when food
will be avai|able for pick-up and other related matters. Charges will be as currently
prescribed for the meal the party rations replace, and payment will be made prior to
pick-up of meals. Officers and authorized civilians will pay food cost and surcharge.

d. Block signatures are not authorized on the Meal Signature Record for recrea-
tional events.

e. The subsistence items will be limited to picnic-type items, such as cold cuts,
frankfurters, hamburgers, potato salad, etc.

f. Leftovers from recreational parties are to be recorded on the Cooks Work Sheet
in the same manner as any leftovers or discarded food used in the dining facility.

7. Hot Field Meals

a. The commanding officer having operational control of the dining facility may
authorize the furnishing of subsistence from the dining facility for field exercises.

b. Commanding officers or section heads desiring meals for field exercises will
submit figure 7, appendix A to the unit commander responsible for the operation of the
dining facility in which they normally subsist. The requests must reach the dining
facility concerned five working days prior to the exercise, for preparation of the
food and will include the fo|lowing information:

(I) Name of officer or NCO in charge.

(2) The total number of personnel not entitled to subsist at government ex-
pense; i.e., commuted rations or officers.

(3) The total number of personnel authorized to subsist at government expense,
to include Meal Cards and a roster of names.

(4) Date, time, and place field meals will be served.

c. After approval of the request, the commanding officer will direct the desig-
nated officer or NCO in charge to contact the dinin( facility manager for instruct.ions
relative to the handling of funds, signing of the Meal Signature Record, when food
will be available for pick-up and other related matters. Charges will be as currently
prescribed for the meal the hot field meal replaces, and payment will be made prior to
pick-up of meals. All personnel will pay the food cost only, unless they are recei-
ving per diem, in which case they wil! be required to pay the food cost and surcharge.

d. Block signatures are authorized on the Meal Signature Record for hot field
meals.
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e. The subsistence items provided will be the items which are served in the

dining facility or the same meal.

f. Leftovers from hot field meals are to be recorded on the Cooks Work Sheet in

the same manner as any leftovers or discarded food used in the dining facility.

8. Decorated cakes for Official Functions. Decorated cakes for the Marine Corps

Birthday ceremonies will be prepared within the. Consolidated Food Service System at

Camp Lejeune. All nonappropriated fund activities will provide reimbursement for cost
of goods.
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301. ACCOUNTING FOR PEKSONNEL FED

I. Nea SiKaCure Recer.. The Heal $18naure Record (NAVHC 10789)(fgure 8, appendix A) will be used in accord-
ance vith he curren edilon of }/CO PI0110.1.

a. The unit ccande responsible or he operation of the dinin facility viii be reoponl/ble or providins
sufficient personnel other than those personnel assoc/ated wih he operatio of the d/nln8 facility on a 30 day
basis to supervise the identification of personnel and recod_. of signatures og those personnel authorised to
subsist in the din/n faciliy. Figure 9: appdix A, outlines a sample eeatment order of meal
supervisors. The :eel stsnaCure supervisors

(1) Be responiblo: maure individuals of at least the rank of corporal.

(2) Be attized in the unifor of he dny end wear a duy belt.

(3) Attend each meal durin their duy assiment period and report to the dining aciliy :anaser prior
to each eal n suficient t,ne for insructieas on specific duties.

(4) PerfOZ he meal sigaure supisory duties in accordance with ax/sting instructions, with prheary
attention co eusur r_t all personnel sho a vald meal card or pay or meals to be consed prior to being
alloed entry to the dJ_nin facility for dtnin lmrposes.

(5) Visually /specC the meal card and idenc.fication card .of all pore:reel raher than aking an
divtdual’s wc’l that he or she posseases one.

(6) Ensure that ell personnel who are entitled co ratios in-kind siu the Heal Siaure Record rLth a
legible seazre, trade: initials, and surue are considered adequate for the purpose o this order.

(7) Check aud cmpare meal card with the individual’s idetificacion card.

(8) Report all violations or dficulties to the dining actlicy manager for Jamadiate resolution.

b. The dinin facility anaser will be responsible for the

(1) lnLruct the dinin facility meal satue supervisors as Co choir duties and provide the required
facilities and equiiszent. Irot=er performance or Failure o retorc by any meal signature supervisor will be
reported to the unit dinin facillL/ officer a the earliest practical C/me.

(2) Conduct requonC observatio of the s/naure supervisor to ensure that aesned duties are beluproperly performed.

(3) Ensure rat authorised persuanel enter the din/n facility through designated entrances over which
the snaure supervisor has

c. The Officer of the Day of the unit responsible for e dining facfliL-y will inspect the performance of the
dining facility signature sup’tsors and: necessal-y: ake corrective action and rspoTt all deficiencies in the
Officer of the Day duly lo. The unit d/n/n facility officer of the unit responsible for the dinin8 facility will
ensure rat meal siguaure records are prepared in accordance with the ollin8

(1) Diuine F@e)rtly mber Enter the appropriate dhtng aoillty number on the top of the sheet.

(2) Dae! Enter the date the meal is served.

(3) Te of Meal For the Night Meal block: write in ther breakfast or dinner dependinE on whether the
breakfast or dinner menu is sved.

(4) Caecy of Pouel! Check he epble block. Other cateories are explained.

(a) 14in-e Cor8 lserves Block. This bock is for enlisted mnbor8 of the Karine Ccps Reserve on
active duty for raini and category "K" Reservists, 6 month ainees). Olarine Reserve8 on continuous or
tended duty will not be shon in this block.)

(b) Nata Cud Block. hen N%ial. Gud or, A/z National Guard persoc:el are subsisted, a

() Cadec Block. Cader and Midshi rcm U. 6. Milidi e rutr o y for
tn accce t drecives mlrat a rrsea; therefe su psel nlly are

(d) R Bk. peleru Co y ly e foM 8C, in accounts
dCiSml Ces and K. ycon co is rti 11d the tndtvldlts
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(e)o This block is for ceKn enl4aeed personnel only. AI: foretsn officers are te-

l. Foreign enlisted personnel under l4S Invitational ravel orders (1TOes) are required to pay
applicable subsistence charges as hey occur, prio to eoneansption o a meal unless unde ITS as grant aid

trainee, in accordance with the current edition_. When subsisting grant aid rainees, each ITO is to be examined thoroughly when trainee re-

ports: to determine saLs and appropriate reimbursement to he Harine Corps prior to providing any rpe of sub-
siJcence. _. I grant aid tra4nena are subsisted, copy of their ITOs must be forvarded to the ase Food

Servlce Office vth he Han-Dy Fed Report, for sUeLtaston to the Candant of the Karine Corps to obtain re-

(f) Air Force Raular aud Reserve Hloc.... This block is for Air Force enlisted personnel vheu subsist-

ink in Harfne Corps dintn8 facilities.

(g) Harine Cos Junior ROTCs (HCJROTCo). When HCJROTCs are subsisted, a separate Heal SKnature
Record will be used and the o.hers (Specie) block
pay for each meal at the current meal rate for en14sted persomaelo Surcharges do not apply.

(h) A 8sparate sheet vll be used for each category of persomel fed.

(5) Signals: Each individual havi bees properly identified will siSn he signature block. Initials,

survme and grade are required.

(6) Heal Card Hero Enter he meal card number as recorded on each individuaits seal card.

(7) Copsnand or Unit: Enter the abbresrlated title of the
attached.

(8) Perscemel receiving a second serving of food will not be recorded twice durin8 the smae meal period.

(9) CertifieatCno Upon the conclusion of each meal, he Individual detailed to supervise the sisnaure
record will assemble the reck:de in sequence by category of personnel, draw a line diagonally through all unused
signature spaces on each 8heatj certify on he tst sheet of each category of personnel in the space provided, and

present all sheets to the unit author/zed onstodian who will 88u e last oheet of each category in he space
provided. Pri to cortiyinK he Ken-Day Fed Report (Form LV 65-1)- the unit ccmander having operational
control over the dinin acilit or the unit dining facility officer viii sign in the space provided on ha last
page of the Heal Sisuaure Records for each untaken of personnel which 8hos the total for the meal. The officer
who certifies the Hal $ure Record cannot certify the Man-Day Fed Report.

(10) Disposition Insctons 14aal $1Knatza Rords rlll be attached to Has-Day Fed Reports and retained
or period of six moth8 in accordance with the current edition of HCO P10110.14.

2. Exctton Procedures

a. It is intended that all personnel entitled o rations in-kind rill be required to sign the Meal Signature
Record for. Personnel subetstad by the dtnin8 fatltL under the following conditions will not be required in-

dividually to slsu the Meal S8naure Record fore:

(1) Durin maneuvers and feld eaerc4sea when actually subsisted under field conditioos.

(2) During ctrcasances when Individuals are subsisted at a remote location by means of box lunches,
flight tattoos, or containerized hoC meals.

(3) While in conftned stat8.

(4) Sudonta aC Kerine Corps Engineer Schenl, Marine Corps Service Support Schools, and Infantry Training

School when arched to meals in

bo when personnel are subsisted under the exlon conditions, a certification so the Meal Signature Record
fore will be made by he person reapoualbla for fea6ns the unit, 8oup, or formation, uch as:

"I ACKNOWLEDGE RECEIPT OF l0 MF,LS THIS 10 JAN 81 WHICH ARE FOR Ten
(lCAL) () (WI OUT)

INDIVIDUALS WHO ARE ENTITLED TO SUBSISTENCE-IN-KND."

(scRE) (RA) (0.)

e. Osaka, food seree attendants, end snell, of the fc11ty 11 tndlvdually eJ4n r4m Heal
S/.Mmt’twe Records pr:tor :0 cosuaption.
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STANDING OPP-RATIN PROCEDURE FOR D SVICE 301.5

3. Hl rds (C 71). Procures for Intence a verification of Meal rds conIned In the
curr edition of 5512.25.

4. n-y Fed Report. e n-y Fed Report (C 565-) (Figure I0) will be prepared In accornce .wlrh
the current eaiion of MCO PI0I0.1.

a. Reists active duty for craining and tego ’" (six month trainees) will be sh In the rine
Cos Resee col.

b. Ml coln oCals will be cverr to n-days fed using he n-day fed conversi percentages pro-
vided in Figure 11 and the n-ys fedC in the applcable block the Nan-ys Fed Rt. (rry
entries o decl places, cc for Cote1 n-days fuIshed a11 ces of personnel which will be rounded co
the neares full n-y f.)

c. A separate n-y Fed Report will be prepsr a suitced for foreign enllsC personnel subsisting in
the dining facility. A cy of Invlcatlol avel Orders for all foreign enlisted personnel will be foarded to
the se Fo Semite Office with he applicable n-y Fed Report.

d. e officer o certifies the Neal Sigture Record cannot sign the n-y Fed Report.

e. e signed origil of the daily n-y Fed Report will be foarded co the se F Semite Officer.
The duplicates II be reCurn o the unit dining ac-lity originating the report and retained file.

f. e origin1 n-y Fed Report mus rch the Base Fd Service Office by 1630 the first working
fo11inE the peri covered by the re,ft.

5. Morand of MI Authorization by. e unit cnder with atiol control of each dining
facility will clete and suic the daily Mand of MI AuchIzation by n-ys (C Fore 565-SD)
(Figure 12 for all units subsisted in he dini [acllicy in acrdee with the current edition of MCO PI0110.14)
co the Cndi General, Marine Cos Base (Attention: Food Semite ations Officer), as to be delivere
Cer than 1630 the second working day foiling the dace of which he morand perkins. e sign

origil of the daily Mmorand of MI Auorizac by n-Days will be foard co the Base Food Svice
Office. A duplicate signed cy will be foarded co the unit dini facillcy and retained file.

a. Preparation. All entries in the Morand of Ml chorlzation by n-ys are generally prided
the Ca In the unlC dairy. ctions are "Less Oher Ductions", "Plus Ocher dicions" and "Paid Super-
neraries". e folli applies when reporti these caCories:

(I) ss Ocher Ductions. All entries In ts col, must be elained the botc of the Mmorand
of M1 Authorization by Man-ys. Persoel o are includ in the "Actual Strength" of the repg unit,
but are noc physically present and o cannot be accounc for in any of he colons in e Mmorand of
AuChoricion by n-ys are kn as "OCher Deductions" and will all In one of the folling categories:

(a) In the hands of civilian autrii ().

(b) In C has of military auchorlCy (I). Is group includes a11 persel confined regardless
of e. e Cndng Offlcer Correction1 Facility will rt all confinees as "Ohers" the daily ror.

(c) In milicaW hospital, other cn Naval spical (MiIHosp). Persnel in s Naval Hospital will
be sh in the coln rk "ss Naval splCal".

(d) In all civilian hoiIs (Civsp).

(e) e awaiclng the results of physical evaluation boards (e Awcg P). Persnel in this Stoup
are included In the "cI Scrsth" coI, but are acclly ac he and not in a duty status.

(f) In the field subsisci pacged eraCio1 ratios (POR). Multiply the nber of mls
seed by the nber of rines clng the m1 and divide by three. (le: 4 rines ate 2 totals; 2 X 4=
800 3 266.6. 267 r@Cions Co be deducted.) rlnes shld be sho saracely fr Na. lation Co be
sh Mmorand of MI Authorization bn-: 267; 4 rines ace 2 meals FOR.

(2) Plus Ocher Additions. Personnel lisc n "Plus Ocher ditis" col are persnel who are
physlcally pr in he rtlng unit, buk o are not Includ in he "Actual Strength" of the unit.o ocher addicis are listed:

(a) Pmnal oare /OL m ohr base or station.

(b) Psel on restricCn in li of aesc frm anoh stion.

(c) Any other personnel abrd o are enciC1 to subsist at govermenC se and who have noC been
clawed sh eere In e Hmora of ML Authorization by n-ys.

(3) Paid Supneraries. ve b. F Seic w111 cleCe ts llne e nchly Mrand
gl Auhorizati n-ys ly.

(4) Riscs d Cego ’" se (si nch Cralne) active duy for crainlng (oher han
resees c or conCinuous acclva Y), wi1 be sh in e apprriaCe block a the boctm of
Mmnd of MI horiaCion by n-ys, as we11as In the actual screech.
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301.5 STANDING OPERATING PROCEDURE FOR FOOD SERVICE

(5) For the Army or Air Force, enter the actual strength attached for raclons.

b. The officer signing the ccnpleted Memorandum of Meal AuthorizaClon by Man-Days verifies the accuracy Of
all figures entered this documt and has authority to sign by direction.

c. Additlol information assistance in completing the MenorandLun of Meal Auchorlzatlon by Man-Days may
be obtained by caZlfng the Accounting Sectlon Base Food Service.
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STANDINC OPERATING PROCEDURE FOR FOOD SERVICE 601.8

401. SALE OF MEALS FROM THE DINING FACILITY

1. General. The provisions of Else cerwent edition of MCO PI0110.14 will be cnplled with in the sale of meals
from the dining facility.

2. Enlisted Personnel C,---uteri Rations. Enlisted personnel %ho are drawin cted rations’ will be permitted
to purchase meals hen duty during the meal period.

3. Officer Personnel

a. Officers. other than duty officers, will be permitted to purchase meals only when their duties rqulre
them to be in the organiational area; there are other adequate dining facilities available; and the sale of
such meals is necessity, not convenience.

b. Surcharges. In accordance with the current edlclon of MCO PI0110.14, the following categories of off-
icers will not be charged surcharge when consuming weal in r4he elisted dining facillty:

(1) Cnmanding officers with operational control of dining facility

(2) Food service officers

(3) Cmnand duty officer (from conand having operational control of the dining facility)

(4) Dining facility officer

(5) Full-time OIC of composite dining facility attendant platoon

(6) Officers on authorized field exercise when food is actually prepared and served in the field

While engaged in flight operations an official crenber or as a passenger in duty status

4. Special Occaions. The Ccnanding General, Marine Corps Base, may authorize the sale of meals to officers,
civilians, and youth groups who are visiting the activity in connection with inspections, surveys, entertaloment,
special events orientation, public relations programs. Requests will be submitted to the Commanding General,
Marine Corps Base (Attention: Assistant Chief of Staff, Logistics) as to be received at least five working days
prior to the occasion and will specify the group, length of time, and purpose. Special occasions do not Justify
special menu.

5. Recreational Events. Coanding officers may authorize the furnishing of subsistence from the enlisted dining
facility for recreational and other command-sponsored events in lieu of the dining facility meal. The require-
merits of paragraph 201.6 apply in such cases.

6. Dependents Relatives, and Guests. The Ccanding General, Marine Corps Base may auhorize the sale of meals
to dependents, relatives, and uests of military personnel authorized to subsist in the dining facility, when such
sales will reflect realistic advantages in the form of good will, morale, or better public relations. The
appropriate charges and surcharges apply.

7. Eergency Feeding. Cnding officers having operational control of dining facilities may authorize, to the
extent of their capabilities under emergency feeding condlions, the sale of meals to personnel not entitled to
subsist at governent expense. Surcharges mrs not appliclble under declared eergency feeding conditions.

8. Deendent of P.rsonnel in Teoay Quars, Cmanding officers responsible for the operation of enlisted
dining facilities may authorize the sale of meals to dependents of military personnel (enlisted officer) who
report for duty under penanent change of station orders. This authorization may not exceed thirty days. The
military sponsor of these dependents may also be permitted to purchase meals during this period. The appropriate
ml cost and surcharges will apply. The following measures will be initiated to ensure certain conditions
met and that only authorized personnel participate in the progrm.

a. Include the following statement as part o endorsesen of orders upon reorting: "The sale of meals from
enlisted dining facility to you and your dependents is luthorlnd until (30

b. Inform military sponsor that the endors-en on orders ay be requested to be shown before purchasing
meals.

c. Ensure dependents wear appropriate civilian attire while subsisting in dining facilities.

d. The sale of meals will be in the dining facility or section thereof set asidi for military personnel
with dependents. Regular meal hours as scheduled by the cmand operating the facility will be observed.

e. Meals sold will be as prescribed in the master without substitution addition of food items. No
fond will be roved from the dining facility, which precludes "carryout orders" "doggie begs".
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401.9 STANDII OPFRAI PROCEDURE FOR FOOD SERV’CE

f. No increase in (manper, mtarlal/furniture funds) will be made available to provide for
the sale of meals.

9. Official Commnd Functions. Appropriated funds cannot be used for subsistence support of official cc(R)and

functions, i.e., retirement ceremonies, change of co,and, and parades in honor of visiting dignitaries.

10. Coffee Messes. Subsistence items purchased with appropwiate funds may not be utilized in support of private

11. Cceuted Rations. Regulations concerning 8rantin of cted rations are contained in the current edition
of BO 10110.9.

12. Group Entries. Group entries are authorized the Paid Supernumerary Ration Register nen required for
picnic/recreational rations or when training groups must be served rapidly. Nhen collecting funds from authorized
groups, the folloing procedures shall apply:

a. The total number of personnel in the group, plus the applicable cost/surcharge, shall be shoeu in the
signature col,n, aM the extended price shall be shown in the food cost surcharge column of the Paid Supernumerary
Ration Register (Form NAVHC 10298).

b. The original authorization, stating total number of persons in the group and length of time the group is
authorized to purchase meals, shall be attached to the original of form NAVNC 10298. The duplicate copy of the
authorization shall be attached to the raained copy (given) at the dining facility.

13. NROTC/ROTC. NROTC/ROTC personnel exempt from paying surcharge.

14. Chaperones of Youth Groups (Including all JROTC groups). All chaperones are exempt from paying a surcharge.
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SECTION V

501. CONTROL OF DINING FACILITY FUNDS

I. Appointment and Control ocedures The appointment of collection agents and
control and safekeeping of dining faciiity funds w|ll be in accordance with the provi-

sions of Chapter I, Volume IV of the NAVCOMPT Manual and the current ed|tion of MCO
P10110.14K.

a. The Commanding General, Marine Corps Base (Assistant Chief of Staff,
Logistics) will appoint an Instal|ation Collection Agent and an alternateto act under
the supervision of the Supervisory Subsistence Clerk.

b. Unit commanders to whom operational contro! of a dining facility has been
delegated will issue such supp|ementary instructions on control and safekeeping of
funds as deemed necessary, including appointments of unit authorized custodians and
dining facility cashiers. Figures 13 and 14, appendix A, illustrate samples of
appointing orders. Signed copies-of appointment letters for authorized custodians and
cashiers will be forwarded to the Commanding General, Marine Corps Base (Attn: Base
Food Service Collection Agent).

2. Change Fund. One or more sheets of the Paid Supernumerary Ration Register (NAVMC
I0298-SD) from the previous day may be retained by the dining facility to form a
change fund not to exceed $25. This does not relieve the individual purchasing the
meal of the responsibility for having the correct change.

3. Change of Safe Combination

a. In accordance with the current edition of UM 4400-15, safe combinations will
be changed every six months, or upon change of agents. Additionally, if field safes
are utilized for the safekeeping of funds, the current edition of MCO P4400.150
requires that they be chained or bolted to the deck.

b. Unit commanders wil! enure that individuals in possession of public funds
provide proper and adequate safeguards for the secur|ty of their funds, to include
utilization of cash boxes, dial covers to shield combination when opening the safe,
and locking of the safe when not in use. Add|tionally, the person accountable for
the safe and its contents should be the only person in possession of the combination.

c. A 3"x5" card noting record of safe combinations will be affixed to the inside
of the safe to show actual date of combination changes and by whom.

4. Loss of Funds. In cases where loss or deficiencies of money occur, the commanding

officer of the organization operating the dining facility shall institute the
following action:

a. Make an immediate telephonic report to the Base Provost Marshall and Food
Service Operations Officer, furnishing the site of the loss, amount of funds involved,

names of designated unit authorized custodian and dining facility cashier involved,

and other pertinent information.

b. In compliance with the provisions of the current edition of MCO P4400.150 and
the current edition of BO P4400.5, decide the form of investigative procedure to be

followed and initiate an investigation to determine the cause.of the loss and assign

responsibility therefore.

c. Within a period of seventy-two hours, confirm the above telephonic report in

writing to the Commanding General, Marine Corps Base (Attn! Assistant Chief of
Staff, Logistics) via command channels, with information copies to the Base ovost
Marshal and Food Service Operations Officer. The report will give a brief of circum-
stances, the form of investigation to be convened, the amount of funds missing, the

custodian of the missing funds, site of the loss, and other, pertinent information, if
any.

d. Forward completed copy of the investigation to the Commanding General, Marine

Corps Base, Camp Lejeune, at the earliest practicable date.
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501.6 STANDING OPERATING PROCEDURE FOR FOOD SERVICE

e Monetary credit will be given the dining facility by the Base Food Service
collection agent for the amount of cash remaining only; however, full credit will be
given for the ration register forms involved for purpose of their accountability.

5. Ration Registers (NAVMC I0298-SD)

a. Issue. The Installation Collection Agent will procure Paid Supernumerary
Ration Reg-’ers, NAVMC Form I0298-SD from the Food Service Operations Officer or
Food Service Officer. The agent will issue them to the unit custodians of dining
facilities concerned by serial numbers for use in collecting funds from the sale of
meals in the enlisted dining facilities within the Camp Lejeune complex oly. A
record of such issues will be maintained by the Installation Collection Agent.

b. Preparation of Ration Registers. .Each dining facility will ensure that the
Ration .Register are prepared as shown in figure 15, appendix A.

c. Loss of Ration Reisters. Ration Registers. that become lost will be accounted
for in the following manner. If blank Ration Registers are lost, the commanding
officer having operational control of the dining facility will submit a statement re-
garding the loss to the Commanding General, Marine Corps Base. The original of this
statement, with the Commanding General’s endorsement thereon, will be filed with the
activity collection agent’s records. If Ration Registers that contain a record of
collections are lost, the unit commanding officer will submit a statement to be used
as a replacement Ration Register to the Commanding General. This statement, with the
Commanding General’s endorsement thereon, will be filed with the collection agent’s
records. Funds involved will be handled on a regular turn-in basis.

d. Procedures for Turn-in of Funds. The unit custodians will turn in funds by
1100 Mondays, Wednesdays, and Fridays (less registers retained for change fund) with
supporting Ration Registers in proper numerical sequence to the Installation Collec-
tion Agent located in the Base Food Service Office. All funds ust be turned in
prior to accumulation of over $500.00. The Installation Collection Agent will receipt
for the money on theoriginal and duplicate Ration Registers. iginal copies of the
Ration Register will be retained by the Installation Collection Agent, and the signed
duplicate (green) copies will be filed by each dining facility concerned.

e. Deposit with the Disbursing Officer. The Installation Collection Agent will
turn in all funds to the Disbursing Officer as directed by local regulations and in
accordance with the current edition of MCO PI0110.14.

6. Monthly Verification of Records of Supernumerary Ration Collection Agent. A team
consng Of an offlcer and four staff noncommissioned officers w111 be appointed
quarterly by the Commanding General, Marine Corps Base, to conduct a monthly
verification of the Paid Supernumerary Ration Records maintained by the Food Ser-
vice Operations Officer. This verification will be conducted at the Food Service
Office at irregular intervals and will include records of business conducted during
the preceding month. The verification team will be guided by the provisions of this
paragraph as listed below and paragraph 041502-6, Chapter I, Part C, Volume IV of the
NAVCOMPT Manual.

a. The officer appointed as senior member, upon being informed of his assign-
ment, will contact the Food Service Operations Officer to determine the time and date
such records will be available for verification. The senior member will notify each
member of the team as to the time and place of verification.

b. All Ration Registers (NAVMC I0298-SD) will be verified to ensure dining
facilities use sheets in proper numerical sequence.

c. Each Ration Register sheet will be verified to ensure that the number of meals
listed correspond with signatures on each sheet, showing current meal charges and sur-
charges.

d. Each Ration Register sheet will be verified to ensure that the surcharge
column is properly completed in the case of officers and authorized civilians. This
column should show surcharge applicable for that meal or remark in explanation, such
as "OOD", "Field", or "Required"
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e. When the above steps have been completed, total the daily funds collected (as

shown by asterisk on the Ration Register) in each account for the respect|ve month or

period each dining facility was operating. The totals shown collected will be com-

pared with the NAVCOMPT Form 2277 (Voucher for Disbursement and/or Collection).

f. Verify daily collections against daily turn-ln to Base Disbursing based on tem-

porary recelpts from Disbursing.

g. Verify all NAVCOMPT Forms 2277 (Voucher for Disbursement and/or Collection).

The Man-Days shown on the monthly consolidated Man-Days Fed Report, when divided by

the applicable percentages and converted to meals, should coincide with tlie meals

shown on the Voucher for Disbursement and/or Collection.

h. Questions concerning the verification will be referred to the Supervisory

Subsistence Clerk or the Food Service Operations Officer.

i. The senior member of the verification team will submit results of the verifi-
cation, in writing, to the Commanding General, Marine Corps Base (Attn: Assistant

Chief of Staff, Comptroller), with one copy each to the Assistant Chief of Staff,

Logistics, Food Service Officer, and the Food Service Operations Officer.

(I) Shortages not received by the Collection Agent will be collected from the

dining facility concerned and shown the next reporting period.

(2) Overages will be reported to respective dining facilities to prevent fur-

ther occurrences.

7. Audits. Unit commanders to whom operational control of a dining facility has been

delega-TC-d--will appoint an individual to perform an audit and surprise verification of

funds held by unit authorized custodians and an audit of the Man-Day Fed Reports at
least once a month. The findings of the audits will be forwarded to Base Food Service

by the 10th of the following month, n accordance with the format contained in figure

16, appendix A.

a. Audit of Funds Held by Unit Authorized Custodian

(}) Review the unit authorized custodian’s Ration Register log book and verify

the expenditure or presence of each Ration Register.

(2) Review that Paid Supernumerary Ration Registers (NAVMC 0298) are being

used in numerical sequence.

(3) Determine if the unit authorized custodian and dining facility cashiers

are appointed in writing.

(4) Ensure that unit custodians and the dining facility cashiers have a safe
for their own use and that the combinations have been changed within the last six

months. The auditor should also verify that no one else knows the combination to the

safes.

(5) Review the Paid Supernumerary Ration Registers on hand to determine the

amount of cash collected.

b. Audit of Man-Day Fed Reporti Verify the accuracy of 10 Man-Day Fed Reports.

Ensure that data contained on Mea! gnature Records and Paid Supernumerary Ration

Registers supports meals claimed on Man-Day Fed Reports.
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SECTION

601. PROCEDURES FOR REQUISITIONIN ISSUINGI AND BILLING OF SUBSISTENCE ITEMS

1. General. The contents of this pararap will be c,,-plied with in the requis.tionin, issuing, and billingof subsistence items procured by the dining facilities within the Camp Lejeuue Consolidated Food Service System.

2. Requisitionin Procedures. Requisitioning procedures will be in accordance with the folloing instructions:

a. Nonperishable Subsistence

(1) Nonperishable subsistence it-ms will be requisitioned on the "Inventory, Requisition, and Issue Record"NAVMC 10815-1 through 10815-11 (original and three copies required) and may he utilized as shoppin8 list at theSelf Service Section in the Nonperishable Subsistence Warehouse. Issues will beade 0800-1400, Monday throughFriday. Nonperishable subsistence is issued in case lots with the exception of certain condiments and spices,which will be issued by the unit.

(2) Dining facilities should schedule their pickups so that they have completed drawing and are out of
the building by 1400. However, if emergency should arise, pickups be made by contacting the Base Food
Service Operations Officer. Dining facilities are normally scheduled to draw dry stores the following days:

521 G-640 P=424 411 122
FC-540 508 RR-3 9 424
AS-226 1209 BA-I03 FC-303 5B-7

FC-420 325 1041
AS-4012 211

b. Perishable Subsistence. Irene in this category ordered the appropriate requisition form listed inthe following subparagraphs. Requisitions, consisting of original and four copies are submitted with proper Joborder number and date. Dining facilities experiencing difficulty in meeting the submission time outlined in therequisition schedule may place order by phone for requisition due that day. The requisition clerk is to be
notified when order is being submitted due to closing for weekends deployment.

(1) Fro’n Meats. These items are ordered on "Inventory, Requisition, and Issue Record", NAVMC 10816-1(Rev. 4-79) and NAVMC 10816-2 (Rev. 1-79), to the Food Service Operations’Officer wo working days pr|or to
delivery. Meat, poultry, and seafood that require thawing before preparation will be requisitioned to ensure
delivery can be accomplished at least three days prior to consumption date.

(2) Chilled Subsistence. This category includes cheese, eggs, butter, yeast, shortening, horseradish,topping, and individual catsup, mustard, salad dressing, syrup, Jams, and Jellies. These subsistence items areordered NAVMC 10818-1 (4-79) and NAVMC 10941-1 (9-76) and subm/tted to the Food Service Operations Officer withthe meat order.

(5) Frozen Fruits Fruit Juices and Frozen Vegetables. This cacesory includes all frozen fruits, fruit
juices, and frozen vegetables stocked in cold storage facility. These subsistence items are requested "Inven-
tory Requisition, and Issue Record", NAVMC 10817-3 (2=80) and 10817-4 (6-79) and submitted to the Food Service
Operations Officer wo #orking days prior to delivery.

(4) Fresh Produce. This category includes all fresh fruits, vegetables, and baking potatoes. These itemswill be requisitioned NAVMC 10817-1 (10-78) and NAVMC 10817-2 (8-79) and submitted to the Food Service
Operations Officer Wednesday for the followin8 Wednesday’s delivery and Friday for the following Friday andMondayls deliveries.

(5) Frozen pies are requisitioned on NAVMC 10819-1 (8-79) and delivered with the meat order.

Dairv Products. Dairy products called i to the Subsistence Office. Two requisitions are submittedon Friday. Milk is ordered by the case blk carton, cottage cheese by pound, and cream by 1/2 gallon
container. Ice cream is requested by the gallon and is packed 32 (4 oz.) packages to the 8allon package. Icecream flavors available and quantity of one-half plte of milk per case will be published by separate correspond-ence upon change of contract. These requisitions lould be called in to the Subsistenc Office by 1000 daily.

d. read and Rolls. Bread and rolls requisitins are called iu to the Subsistence Office by 1000
Tuesdays, Thursdays, and Fridays. Three requisitions submitted on Fridays. Bread is requisitioned by thepound and rolls by the package. French bread is requisitioned by the pound on Mondays for delivery the followingMonday and Thursday. Bread and roll orders may be ncreaeed or decreased by calling the Subsistence Office before0900 the day prior to delivery.

e. Carbonated Beverages and CO
2
Gas. Carbonated beverages are ordered by five gallon containers and CO

2
gas

by wenty pound cylinders. These items are called in to the Subsistence Office by 1000 on Tuesdays and Fridays.

f. Ic__e. Crushed ice in begs will be issued wiout chage to the dining facilities Monday through Friday,an "as required" basis. Dining facilities utilize their eu transportation for picking up ice. It is tmpere-
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tlve that dining facilltles handle and store ice in sanitary manner in that it is used in beverages for human

consumption.

3. Issuln and Bi11in Procedures. Issuln and billln will be in accordance with the followng instructions.

Nonperishable and Perishable Subslstece. Responslble dining facillty personnel should acknowledge weights

and/or quantities of subsistence Items received by signing the appropriate NAVMC requisition and issue forms at

tlme of receipt of nonperinhables or perishables when delivered to dlnlng facility by central dellvery. Each

dlnlng facillty retains copy of the requisition at time of receipt. This copy should be priced, extended
posted, and flled in the dlnlng facility. The signed requlsltlon and issue for Is used by the lssuln8 activity

to bill (Project 31) Food Service Operations Officer. All signed requle.tlon and issue forms are forwarded to the

Food Service Operations Officer for comparison with the appropriate data processing prlnt-out sheet and its

subsequent posting to each dining facility account concerned. The orlglnel copy of the data processing prlnt-out

sheet and the NAVMC is filed by the Food Service Operations Officer. The dupllcste copies of the prlnt-out sheet

and the AVMC are forwarded to each dining facillty as the offlclal b11Ing documents and should be verified with

the delivery copy file in the dining facillty. Any discrepancies noted should be resolved with the Food Service

Operations Officer immediately.

b. Dairy Products Carbonated Beverages, CO2 Gas Bread and Rolls. Dairy products, carbonated beverages,

CO2 gas, ice cream, and bread and rolls are vendor dellvered to the dining facilities.

(1) Milk, cottage cheese, and sour are dellvered daily except Sunday and designated holldays.

(2) Ice is dellvered Monday through Friday.

(3) Carbonated beverage and CO2 gas are delivered Monday nd Thursday.

(4) BreadD rolls, and doughnuts delivered daily except Sunday and other holldays. Dining facillty

supervisory personnel should verify packaging code dates and quantities of all vendor dellvered products prior to

signing dellvery form acknowledging receipt.

4. Rotation of Subslstce Items. All subsistence received at the dining facility will be dated upon receipt.

Dates will be etered with black/blue grease pencll on label side of container or the side of container facing

aisle. Oldest stock will be used first.

5. Hollday Schedules. Special instructions wll be promulgated covering subsistence issues during holiday

periods.

6. Emergency Issues. ergency issues for perlshable and nonperishable ubslstence be made any time during

working hours by approval of the Food Service Operations Officer and the Subsistence Officer. Approval must be

stamped requisition prior to going to cold storage facillty. For emergency issues after normal working hours

on weekends, contact the Base Food Service Operations Officer Food Service Technician. The home telephone

numbers may be located in the Jacksonville Telephone Directory.

7. Re%ulsltlon Schedule. The followlng condeased requisition schedule provides ready reference for all dining

facilltles. Changes to the schedule will be made only to accommodate holidays, subsistence inventories, and other

disruptive occurrences, at which time Base Food Service will publish alternatlve dates.

REQUISITION DAY

SPECIAL ISSUES

1000-1500 Monday through Friday

NONPERISHABLE SUBSISTENCE

0800-1400 Monday through Friday

As needed

(NAVM 10815-1 through 10815-11)

Self Service

PERISHABLE SUBSISTENCE Delivered to dining facilities by Central Delivery Unit

Fresh Produce (NAVMC 10817-I (10-F8) NAVC 10817-2 (8-79)

1100-Wedneeday Wednesday
1100-Frlday Friday & Monday

b. Frozen Meats (IAVMC 10816-1 4-79) NAVMC 10816-2 (1-79))

Monday Wednesday
Monday Friday
Wednesday Monday

CONSUMPTION

Dining facilltles pick up

As required

Thursday & Friday

Saturday, Sunday, Monday,
Tuesday & Wednesday

Saturday & Sunday
Monday & Tuesday
Wednesday, Thursday & Friday
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Item:"
topping, Indlvldual catsup mustard salad dressing, syrup, Jm and Jellies)

REQUISITION DAY ISSUE (DELIVERY) DAY

llO0-Monday Wednesday
llO0-Monday Friday
llO0-Wednesday Monday

d. Dairy Products (Vendor delivered to dinin facilities.

Frozen Vesetables Fruits and Fruit Juices (NAC 10817-3 (2-80) 10817-4 (6-?)) and Chilled Subsistence
(NAVMC 10818-1 (4-79 and NAVMC 10941-1 (9-?6)) (Cheesel eggs b,utter yeast shortenins horseradish

(1) ilk Cottage Chees% and Sour Cream

CONSUMPTION DAY(S

Thursday & Friday
Saturday, Sunday & Monday
Tuesday & Wednesday

1000-Monday Wednesday Thursday
1000-Tuesday Thursday Friday
1000-Wednesday Friday Saturday
lO00-Thursday Saturday Sunday & Monday
1000-Frlday Monday Tuesday
1000-Friday Tuesday Wednesday

(2) Ice Cream

1000-Monday Wednesday Thursday
1000-Tuesday Thursday Friday
1000-Wednesday Friday Saturday, Sunday & Monday
1000-Friday Monday & Tuesday Tuesday & Wednesday

Carbonated Beverages and CO2 Gas (Vendor dellvered to dlnlu facilltles)

100U-Tuesday Thursday

lO00-Frlday Tuesday

Friday, Saturday, Sunday,
Monday & Tuesday

Wednesday & Thursday

fo Bakery Products (Bread# Rolls and Doushnuts) (Vendor delivered to dlnin facilities)

lO00-Frday Mnday Tuesday
lO00-Frlday Tuesday Wednesday
lO00-Frlday Wednesday Thursday
lO00-Tuesday (2 reqns.) Thursday a Friday Friday & Saturday
1000-Thursday Saturday Sunday & Monday

g. French Bread

lO00-Monday Monday Tuesday, Wednesday & Thursday
lO00-Monday Thursday Friday, Saturday, Sunday &

Monday

8. Class I Program

The below listed Job Order Nambers (3ONs) have been establlshed to identify the appropriate food
categories by comaodlty.

JOB ORDER NUMBER DESCRIPTION FOOD CATEGORY

NA*I9400519**T Bread Perishable
MA*I9400619**T Milk and M/lk Products Prlshable
MA*I9400719**T Ice Cream Perishable
MA*I9400819**T Dairy Perishable
MA*19400919**T Miscellaneous Perlshable
MA*I94010Ig**T Fresh Fruit b Vegetables Perishable
MA*I9401119**T Frozen Fruits & Vegetables Perishable
MA*I9401219**T Meat Perishable
MA*I9301319**T Carbonated Beverages Nonperishable
MA*I9301419**T Nonperiahables Nonperishable

b. The below listed account numbers have been assigned to effect proper billing.
problems ill be assigned as required.

FACILITY ACCOUNT NUMBER

G-640 O1
9 02
MCI 03
1209 04
BB-7 05

Account numbers for field
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FACILITY ACCOUNT NUMBER

FC-540
RR-3
BA-I03
Bkry Plt.
M-424
Field
Field
122
FC-420
211
Field

Field
MCAS
325
4012
411
HF-424
508
Field
521
FC-303
1041
FSScol

06
07
08
09
i0
ii
12
13
14
15
16
17
18
19
20
21
22
23
24
25
27
28
29
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SECTIOl VII

701.3

701. FOOD SERVICE PROPERTY CONTROL AND MAINTENANCE PROCEDURES

1. _Mission. To prescribe property control procedures for the control, requisitioning, and disposal of all
garrlson-type food service property in the dining facilltles at Camp LeJeune.

2. Responsibilities

Food Service Oeratlons Officer. The Food Service Operations Of1cer is the direct representative of the
Food Service Officer regarding technical control of all garrlson-type food service property and shall be responsi-
ble for the following functions:

(1) Making recommendations to the Food Service Officer for consistent property conLrol procedures for a11
garrison-type food service property maintained within the Food Service Program.

(2) Budgeting for all garrison-type food service property and equipment required for the Food Service
Program to include budgeting for installatlon costs for acquisitions.

(3) Coordinating redistribution of excess servlceable garrison-type food service property generated by
food service activities.

(4) Making recommendations to the Food Service Officer for the issue of food service equipment.

b. Food Service Property Officer. The Food Service Property Off, is dlrectly responsible to the Food
Service Operations Officer for the efficient and effective operation of the Food Service Property Office and
house. In addition to conducting supply operations, as assigned, he is responslble for the performance of duties
assigned to subordinate personnel. The Food Service Property Officer is responslble for the followlng functions:

(1) Requisitioning ali garrlson-type food service property and equipment required for the Food Service
Program.

(2) Assisting the Food Service Operations Officer in preparing the budget for all garrison-type food
service property and equipment required for the Food Service Program.

(3) Maln’aining Consolidated Memorandum Receipts for all minor and plant account food service property
and equipment.

(4) Maintaining records all consumable and nonconsumable supplles, in accordance with the current
edition of MCO P4400.15.

(5) Monitoring stock of cleanlng supplles and minor property for sale at Self Service to proper
It,s are available for issue.

(6) Monitoring and coordinating supply functions of responsible officers for all dining facilltlss.

(7) Coordinating disposal of excess servlceable and unservlceable garrlson-type property generated by
food service activities.

(8) Administer the Self Service credit car.s and budgets for all dining facilities.

Unit Dinin Facility Officer. Unit dinin facility officers and/or officers in crge of activities
directly involved with the Food Service Frngr-- are delegated responsible officers and are assigned the
folloing functions: Mainaining records on all garrison-type food service property, to include minor property,
controlled expendable property, and plant account property in accordance with instructions outlined in this
order.

d. CammandinK Officep. Comandln off.icers .ad activity heads directly involved with the Food Service
Program will designate responsible officers and ensure coapliance with supply and property control procedures
outlined in the current editions of MC_O_._P4400.15 and BO P4400.5. A copy of orders assigning and rails_vinE
responsible officers will be forwarded to the Food Service Property Officer. Generally, the officer designated
as unit dining facility officer will be the responsible officer for that dining facility. Procedures for
proper relief of dining facility responsible officers set forth in the current editions of MCO P4400.15
and BO P4400.5.

3. Classes of Supplie#, Proert/. ani Euim,. For accounting and control procedures, food service supplies,
property, and equipment are classified as

a. Constable Supplies (Cleaning Gear). Consumlble supplies are those articles which are chemically or
physically altered with use to the extent th.it they!cannot b economically reused for their original purpose.
Constable supplies are either consumed used or 10st their identity tu the process of work or in the perform-
ance of services. Office supplies, soap, detergent, and sandwich bags are examples of consumable supplies.

b. Nooconsumable Supplie (Cleaning Gear). Nouons,mble supplies are material equipment which is not
physically altered with use to such an extent that would preclude econonical reuse for its original purpose.
Swabs, brooms, and squeegees are examples of such suplies.
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Nonconsmable Suppllee Minor Froerey). Included in ehls category ere cook’s knives, speeuls, colanders,
and oher cooking utensils.

d. Equlient Components. Maeerlals which are nonconsumable reEardless of unlr value which ere used as
pLacemene pares and become an Integral pare of sums ocher piece of equlpmene such as spare arts for scales;
bowls, whips, end beaters for food mixing machines; serving pans for seesm llnes. These learns are components of

major it-- of equipment and records ere not required.

e. Nonexpendable Suppllea Plant Account Proper. This ceeegory Includes nonconsumble supplles or equipmene

having a unle value in excess of $1,000.00. Supplles eulpmene in ehls price range are idenelfled by plant
account nmber peranenely ateached to the individual piece of equipmene. Records are maintained consotidated
memorandum receipts and controlled by Base Food Service Property.

f. Conerolled Expendable Proporey. This caeegory Includes nonconsumable food service equlpmene, designated
as requiring the conerol as nonexpendable supplles. Included in ehls caeegory are white uniforms (permanene
press and food handlers) for food service personnel. NAVMC 708 Cards will be malnteined a11 controlled
expendable le- and minor property as deplceed in figure 17, append/x A.

4. Control and Allowance

a. All food service property used in the dining facilltles will be conerolled by the Food Service Operaelons
Officer.

b. All offlce-type properey (desks, chairs, file cabinets, typewrleers) required for the operation of the

dining facillcles will be requisitioned end controlled by She Food Service Operaelons Officer.

c. Items of food service fleld equipment such as vacuum cans, i.seerslon burners, tableware outfits, etc.,
the responsibillty of the unle concerned with their use and funding for these learns must be eccompllshed by the
unit concerned. Replacement pares and equipment for these It,s will not be furnished by She Food Service Opera-
tions Officer.

d. Allowances for major equlpmene, such as plant account and controlled expendebte property, will be
establlshed by the Food Service operations Officer.

A11owances for tableware will be escabllshed by the Cmandlng General, Marine Corps Base. Changes ro
establlshed allo.nces may be requested by cc=-ndlng officers operaelng dining facilleles. The request should be

forwarded to the Cc,anding General, Marine Corps Base (Attn: Base Food Service Officer) ciClng the for

the request and She new allowances requeseed.

5. Requlsltionln Procedures. All requisitions or requeses will be signed by the responslble officer or his

aurhorlzed representaelve.

a. Consumable and Noncons.--ble Suppllep Cleanln Gear and Minor Properey). A shopping llse for Self Service

supplles will be prepared in advance NAVMC 10700-SD (2-78) Forms (Figure 18, appendix A). The unit price of

each item will be sneered in the left hand margin of she form. An orlglnal and five copies will be prepared; ewo
copies will be left ae Self Service, two copies will be turned in to the Food Service Property Officer, and

copy will be retained by she cuse,=,er. Items hoe seocked at Self Service will be requested by the Dining Facillty

Offlcer/Manager by momorand,.- co the Food Service Operations Officer. Ieems normally available et Self Service

bur "hOe in stock" should be recorded by separate morandum She shopping 1let and broughe eo the attention

of Base Food Service Property. These items will be issued from Food Service Property ae that elms.

b. Fuiment C(C)monenes (Revalr or Rlac*,aent Parts). Repair replacement parts, such as spare parrs for

scales, bowls, whips, and beaeers for food mixing machines and serving pns for seesm llnes, ere cc.qonents of
major item of equipment. These will be requested by meso with a11 necessary informelon furnished as to make,
model, serlal number, plane accoune number, and if available, pare number, in order for she Food Service Property
Officer ro properly order she pare. The stocking, ordering or furnishing of spare parts thee do not fall in rhls
category, bus are necessary for repair of equilaent in the dining facilleles, is hoe the responslbillty of the
Food Service Property Office. These parts will be provided, as required, during normal repair and malneenance of

equipment as ourllned in paragraph 701.11, Section VII of this Order.

c. Nonexpendable Supplles Plent Account) end Controlled Expendable Froert7. Items requiring replacement
will be requested by memo, with juseiflcaelon. Requests for additlocal new-type items will be submitted in

letter form, with Justification.

6. Receipt of Materla1. All Its of supplles and qulpmemt received by reeponslble officer his deslgneted
represemaelve will be verified as eo She propee quantity and condition at the e/me of recelpe. All discrepancies
will be broughe to the ateenelon of the Food Servlcs Property Officer.

7. Disposal of Property

a. Consumable Supplles. Cons,---ble supplles will be dropped from the records of the responsible officer ac
the elms of conmspelon.

b. Unsm’viceble Nmmlable Sullma (//u F&mar,v). Unservlceble minor property nor requiring a

limited eechnlcal Inspecelon will be disposed of in the followln$ manner:

(1) The responslble offlcr will contact Foo Service Property requesting date for turn-in.
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in, to include PA/NSH, nomenciature, quantity, and earle1 number, if applicable.

(3) On date specified by Food Service Property, the responslble officer, his authorized representative,
will dellver these items to the Food Service Property Office together with the 11st described in paragraph 701.7b
(2) above, for proper disposition. The Food Service ProperLy Officer will give interim receipts for a11 property
processed through the Food Service Property Office, utillzlng a DD 1348 as deplcted in figure 19, appendix A.

c. Unserviceable Nonexpendable Equipment Plant Account Property). Unservlceble plant account equipment
will be disposed of in accordance with he followln procedures:

(I) The responsible offlcer will prepare a work request to the Base Malntenance Officer, via the Food
Service Operations Officer, requeatln8 that the item be inspected and condition coded as to the degree of service-
abillty/unserviceability.

(2) Upon cmpletlon of the above Inspectlon, the letter of unservlceabillty/servlceab11ty, w111 be turned
in to the Food Service Property Office by Base Maintenance personnel.

(3) Upon receipt of the letter of unservlceablllty/servlceablllty the Food Service Property Officer will
notify the responslble officer and determine the date for turn-ln.

(4) On date for curn-ln, the responsible officer, his authorized representative, will deliver the item
to the Food Service Property Office for dlsposltion.

(5) The responsible officer will receive an interim receipt for all property processed through the Food
Service Property Office.

d. All property for turn-in which is operated by gas, steam, electricity; regardless of accounting classi-
fication, must have a limited technical inspection prior to turn-in.

8. Lost. Damaged or Destroyed Nonexpendable Plant Account) Propels. All lost, damaged, destroyed
expendable property will be accounted for in accordance with procedures set forth in the current edition of HCO
P4400,19.

a. Upon knowledge of loss of property, instructions outlined in the current edition of Be PO0.5 will be
followed.

b. Submit letter requesting investigation to t.he local commanding officer authorized to assign investiga-
ting officers as set forth in the current edition of MCO P4400.19.

The cnpleted letter of investigation will be forwarded to the Connanding General, tarine Corps Base,
Camp LeJeune, via the local unit colander, the regimental ccnnander, and the Commanding General of Fleet Marine
Force units, applicable and the Food Service Property Officer, for assinment of document number.

d. Upon approval of the letter of investigation by the Ccmanding General, Marine Corps Base, credit will be
issued in the case of lost missing property. In case of damaged property, the item will ee turned in to the
Food Service Property Officer with limited technical inspection certified by Base Maintenance.

9. Loss Gain of Controlled Expendable Property Minor Property). Houconsumable expendable property will be
increased decreased by utilizin$ DD-119 originating iron the commanding officer responsible for the dining
facility, as outlined in figure 20 appendix A. The DD-1149 will be assigned local control number and sent to
the Food Service Operaions Officer via the Assistant Chief of Staff, Logistics. Upon the approval of the Food
Service Operations Officer, the DD-1149 will be forwarded to the Food Service Property Officer. The Fond Service
Property Officer will assign document number and issue an interim credit DD-1348 utilizing document identi-
fier Bg/Bg. The responsible officer will utilize this interim receipt to adjust his copy of the consolidated
memorandum receipt, and await final debit/credit maorandum. A Hissing, Stolen, Lost Report (MSLR) must be sub-
mitred all serialized property in accordance with the current edition of Be

10. Inventories. The folloing instructions will be: complied with in the conduct and submission of inventories.

a. Each responsible officer will inventory nonexpendable property (plant account) and controlled expendable
property quarterly and upon change of responsible officers.

b. Nonconsnnable expendable supplies (minor property) will be inventoried the last working day of each
month by each responsible officer or his representative. he form letter (fgure 21, appendix A) will be furnished
to each dining facility account by the Food Sexvice Operations Officer for this purpose. The completed inventory,
signed by the commanding officer, will be submitted to he Cosandin General, Marine Corps Base (Attn: Base Food
Service Officer) via the appropriate chain of ccsand by tte fifth working day of the olloinS month.

O)
2

c. Each Dining Facility Officer will inventory all full and empty and syrup containers on the last day
each month.

(1) he form letter (figure 2, appendix A) will be furnished to each dining facility by the Food Service
Operations Officer for this purpose.

(2) The csplete inventory will be signed by the Dining Facility Officer and forwarded to the Base Food
Service Operations Officer the fifth work/uS day following the month for which the inventory pertains.
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(3) Dinin Facility Officers will that appropriate accountin procedures established and that
proper security measures are maintained on all containers to preclude losses.

(4) The cost of containers lost will be deducted fro OC funds allocated to dlnln facilitlae by Base
Food Service on nthly basis.

II. MIntenance Instructions and Work Request

a. Typewriter Repairs. Manually operated typewriters will be exchanged in the followlng manner:

(1) Typewriters in need of repair will be dellvered to Buildln 1404, Office Machine Repair.

(2) If repairs cannot be affected, survey tag will be affixed, and the typewriter will be dellvered by
the dining facillty to the Food Service Property Office.

(3) The Food Service Property Officer will prepare to DD 1348’s; for turn-ln and for replacement.

(4) The dining facillty representative will be accnpanied by Food Service Property representative to
Base Property Control to effect replacement.

(5) Upon cnpletlon of replacement, the responslble offlcerls representative will receive an interim credit
for turn-in and interim debit for the replacement. Both will be made DD 1348 and will be used to update the
responsible offlcer’s copy of the consolidated memorandum receipt. A flea1 deblt/credit will follow.

b. Electrlcall,y Operated Office Machines Calculators) Under Repair Contracts. Call the Office Machine
Repair Section, Base Property Control Division. A repairman will r&port directly to the organization to repair
the machine. The followlng Inforatlon will be required:

(I) Name of unit

(2) Type of machine

(3) Name of manufacturer

(4) Machine serial number

(5) Mac me plant account number (if applicable)

(6) Building number

(7) Person to be contacted by the repairman

(8) Telephone number

c. Work Requests. In the interest of standardlxatlon and economy, a11 work requests for Installations of

equipment alteratlons to existing facilities or the removal of any plant account equipment, will be forwarded
to the Base Food Service Officer for revlew consolidation and project submission. Routine maintenance requests
lll be forwarded by the unit rasponslble officer to the Base Maintenance Officer via the Base Food Service
Operations Officer, as outlined below:

(1) An ORIGINAL AND THREE COPIES are required by the Base Food Service Office. In the interest of
serving forms, the Work Request (Maintenance Management), NAVFAC-9-11014/20 set will be used, with plain tissue
paper copies required for local reference.

(2) Work requests st be dated and contain a point of contact (na and rank) and telephone extension.

(3) The space for "Request Number" will be left blank. Numbers may be assigned only by the Base Food
Service Operations Officer.

(4) The description of the work requested should cutaln sufficient Infomation for the Maintenance Sec-
tion to dispatch appropriate personnel and materlal to accmapllsh he work without recurring visits to the dining
facillty.

(a) The followleg should appear the work requazt:

I. Plant account number

2--. Manufacturer’s e

_3. Model number

4_. Set/al number

5. Part number of repair part needed, if available

6. Plate Informatlen (voltage, 8pdrage, etc.) from electrlcal equipment to be repaired
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(b) Each work request will be confined to It,s of repair by building per request.

(5) In order o properly identify governme,C property for the purpose of repair, a11 Itns of equlpmen
wihou plan accoun ner and being dellver o se ineenance for repair, will have he work reques
he folling certlflcaion slgn by he responsible officer ose account i apprs:

"is certifies tha the accpnying i lisc i is my Responsible Officer AcccunC
Nber hich s ubordie account of the Base Fo Service erations Officer,
Accoun 004. Is t s not nonapproprlaC fund propery private propzrCy."

(6) Brief, but adequate, jsclflcat should be Included.

(7) e orlglnal of he ork rues mus be signed by she uni dining facility officer his represen-
a lye.

(8) Requests for ocher chart rouClne lnCence and repair mus be submltced as "Special Projects" in
accordance ich the current se direcClve. Includ In this category are miflcatlons, alterations, and addi-
tions co existi structures facllicles.

(9) On the 15ch day of each month, audit letter to he se Food Service Officer, via the appropriate
chain o cnd, saing hac work requests have been cpleted iChin the preceding 30 day period. Ensure Chac
correct work ruesC numbers re used Co aid In idenclflcatlon. Addiclolly, l{sC separately hose work requests
chac have been outstanding in excess of 90 days.

d. Trouble Calls

(1) ergency malnenance requrens will be rored by telephone to se incenance giving the
fo11ing infoClon:

(a) Dining facillcy nber

(b) Person reporcl trouble

(c) Telephone number

(d) Plant Account Nber, If any

(e) Specific description of the Ce of Inenance work reqoir

(2) In general, the follIng consClCuCe ergencles and should be call In as trouble call:

(a) Per failure

(b) Broke aCer llnes

(c) Gas lks

(d) Fallure of reefers Co funcClon properly

(e) Sage stoppage

(f) ck of heat

(g) ck of hot water

(h) Fire hazards

(1) Any malfunction which y cause injury o persnel

inenance of Dinin Tables and airs

(1) First Echelon intence of dining Cable and alrs 111 be accplih by the using uni.

(2) Tables and cIrs chat becks unsetcble and cannot be ralr lo11y by the dIng facllcy
concern will be tu In to ee Fo Seice for repcment.

f. Repair of Bulk Milk Dlspensrs Rotar Toaeters nd rbonat BeveraKe Dlspenserg. Repair of mllk
dispensers, rotary tstere, and carboted berge dispensers w111 be acclish by ca111ng the fo11lng
nfoclon In co Fo Service Property Offlcer:

(I) Dining acillty

(2) Nber of chlnes Co be repairS, and Cure of colainC.
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(3) Serlal Number

12. Equipment Maintenance Records

a. The Food Service Property Officer wlll provide the appropriate responsible officer equipment mainte-
nance record containing Installatlon and service manuals each major Its, of food service equipment contained

their CMR. The records will be sined for by he respective responslble officer and maintained in the dining
facility files for reference by Base Maintenance and food service personnel.

b. These folders will remain ac the dining facility in which the equipment is located untll the item is
turned in to Food Service Property Disposal as applicable. Under circumstances should these records be
Ioaned.

As an Item of equipment breaks down; the date, work order, ticket number and of proble will be
entered the record. When repairs are made, the date repaired w111 be entered and the condition code will be
updated as a result of this repair.

13. Occupational Clothtn

a. The term "Occupational Clothing" pertains to clothlng for work in the dlnlng facllity. Occupational
clothing may be worn only for work in the dining facility to and from the barracks in ich food service
personnel and fond service attendants reside. They may nt be off-base for any reason. At the discretion of
the area co,anders, occupational clothln8 may be suthorlzed for to area exchanges and barber shops. 1"nis
does not include main exchange facilities or other areas.

b. All initial issues of occupatlonal clothing will be made b; the Food Service Property Officer. Malnte-
nance of the quantity reflected the consolidated memorandum receipt will be the responsibility of the dining
fac111ty responsible officer. Losses will be replaced through the of OM funds monthly basis. Losses
incurred as result of deserters losses resulting in checkages for government relmoursement will be adjusted
with Form DD 1149.

c. All occupational clothlng will be signed out to using personnel not to exceed five sets per man and
signed receipt (figure 23, appendix A) wlll be filed In the dining facility records until such time as the
articles are returned to the dining facility stock. Frequent checks should be made by supervisory personnel to
ensure that records current and that clothing is being returned as personnel are relieved from duty.

d. Due caa will be exercised by supervisor/ personnel to prevent dmage to occupatlonal clothing, and to
guard agalnat its for other than ICe Intended purposes.

e. Occupational clothing issued to the dining facilities is garrison property and will not be included in
’nount-out" gear for in the field. When dining facillCy is closed, occupatlonal clothing will be
turned to the Food Service Property Officer. The Food Service Property Officer will receipt for occupational
clothing turned in.

f. omen Marines wlll be directed to report to the Food Service Property Officer to be fitted for occupa-
tlonal clothing consisting of five sets of white slacks and tops.

g. Name tags w111 be by all food service personnel. Base Fond Service Property will provide two
name tags per Individual upon written request from the Dining Facility Officer/Manager time basis.

14. Laundry Service

a. C1eanln8 of occupational clothing w111 be accomplished by the Base Laundry for basis.

b. All unserviceable whites will be surveyed at this time a one for basis. Unservlcesble whites
to be surveyed regular basis; not lees frequently than weekly.

Schedulln8 of turn-ln days for all dining facilities will be as directed by the Base Laundry Officer.

15. . All self-help projects and equipment placement must be approved by the Base Food Service Officer.

16. Dining Facility O&IC Pund. O84C funds willbe proviled to each dining facility monthly by the Food
Service Operations Officer. These funds are to be utilized for the replacement of minor property and consumable
supplles. Generally, these funds will be allonatd prior to ha first day o the month based upon the number of
man-days fed the previous month. These funds are not to be utilized for the procurement of paper gear and equip-
menC to support field operations party rations.

17. Quallt Deficiency Report. The Quality Deficiency Report (SF-368) is one of the most vlal tools to assist
in the correction of defective material. The responsibility for submitting QDR’s is with the personnel who are
aware of defective food service equipment. The reporting criteria are contained in the current edition of CO
4855.10. Figure 24, appendix A, is smple of Quality Deficiency Report. QDR’s wlll be forwarded to the Base
Food Service Operations Officer for sublaslon.
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SECTION VIII

801.4

801. SAFETY

1. OperattnK Instructions and Safety Precautions. Food Service personnel exposed to many safety hazards in
the operation of food service equipment. Stringent safety precautions st be taken to eliminate potential haeard
In this connection, operatin instructions and safety precautions will be proinently posted on, near, each
piece of equipment.

2. Source of Operati Instructions and Safety Prec#utions. The Food Service Property Officer will furnish, upon
request, operating instructions and safety precautions for food service equipment.

3. Basic Safet Measures. The followin safety measures are basic andust be cnplied with in the day-to-day
operation of the dining facility.

Electrical equipment will not be cleaned until the electricity has been turned off, unpluged.

b. Electrical equipment will not be cleaned with water hose.

Water will not be used in cleaning grills.

d. Particular attention must be given to the use and storage of poisonous and corrosive materials used in
the dining facilities for specific and limited purposes, e.g., c,-pound, descaliuE; disinfectants, and detergents.
Such cheicals and cleaning agents must be stored in areas separate from food products tn containers that are
clearly labeled. Under circumstances will these intems be placed stored in any type container which has
will contain food.

Empty ash trays into covered meal ctmainers.

f. Prohibit smoking in storerosms.

g. Do not operate deep fat fryers when cooking smoke becomes heavy.

h. Keep ventilating system (hoods) free of grease.

i. Check th.rmostats periodically and secure units with defective thermostats until ratrs are made.

4. Instruction of Personnel. C--ndtn8 officers responsible for the operation of the dining facility are
responsible for ensuriu that adequate instructions are given to all personnel the proper operating procedures
and safety to be used in operaing dining facility equipment, and fire safety measures.
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STANDING OPERATING PROCED.E FOR FOOD SERVICE 901.4

SECTION IX

901. COLLECTION AND DISPOSAL OF FOOD GARBAGE AND GREASE

I. Food Garba8e and Grease to be Disposed of by Sales Contract

a. Def/nirlons

(I) Food Garbage. Edible table refuse, melon rinds, etc., and natural refuse of edible matter resulting
fr food preparation decay.

(2) Grease. Edible fats, oils, and srease accmnulatlon.

2. Preparation for Disposal

a. Food garbage intended for an/real consumption will be kept segregated and not mixed with non-edible matter
such cans, glass, and trash.

b. Grease will be stored in 55 gallon containers with clamp-on type covers furnished by the contractor.

3. Collect ion

a. Food garbage will be collected daily, Monday through Saturday excludln8 legal holidays, between the hours
of 0500 and 1600.

b. Grease will be collected weekly more frequent|y if required, between 0500 and 1500.

c. If grease or garbage is not collected, contact he Defense Property Disposal Officer.

4. Recovery of Govermnent Owned Property. The purchaser (contractor) will return promptly to the Food Service
Operations Officer, (not the dininS facility) any irene of Goverrent property such ableware, cooking utensils,
etc., inadvertently included in the materials collected.
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I ’_’. Dinio Fa’ility Admini.st.ration.

STANDING OPERATING PROCEDURE FOR FOOD SERVICE 1001.2

SECTION X

OO1. RECOII)S, ,IA[’TENANCE, EILING AND DISPOSITION

1. G(’ncral. The following is guide for the maintenance, filing, and eventual disposal of the records of dininp,
f:,’t il.y opera! icon.

Applicable documents should be contained in folder for each calendar day

Left side of Folder

Ilai [y Food Cost Analysis

12) )Icm(randum of ,leals Auth,a,ization by blan-Dayz

(3) ’.lan-l)ay Fed Report

(4} Paid Supernumerary Ration Register

51 It,a[ Signature Records

61 Special )leal Request (Box Lunches, Pcnic Ration, Field Chows, and etc.

t7l Subisen:c Issue Receipt

18 t’t(k’s Vtrkshoct with Product Sheets and Produce Requirement Sheet attached.

h. Ribt side (f l:oIdcr

(1 t’.mplcted delivery copy of requisition

(21 ltcr-faci ity Irasger’s

t3 Otber documents of crcdi debit

(1 I}aLa processing print-outs (True Blls)

T() bt. plat,cd in last day of the month foldee

1 C(mplccd )lonthly SubsLstence Inventories

(2 C(rnplccd true and estimated inancial status

d. "[’bc :tF(rt.mcntioned folders to be Wept file for period of six months, then destroyed.

(h;c C(ldcl’ per month to be use,] for Expired Subsslence Stock Record Cards (NAC 708) nnd lctter of iKcn-

Il’y addustmclt. I}esLpoy after year.

t’. Stock Record Cards (NAC 708) for min()r property and cleanin supplies. Destroy six mulths after card has

been c(mpluted item reduced to balance.

g. Letters of m()nlbty audit of funds held b unEt custodiaa and )lan-Day Reports (NAVbC $65-1). Ucsv()y when

five years .ld.

h. Corrcsp,)ndcncc (GeneI’al). Destroy wbc twu years rId, hcl) stlpt:rst:dcd, further ptrptsc be xt.rvt’d.





STANDING OPERATING PROCEDURE FOR FOOD SERVICE 1101.2

SECTION XI

if01. FOOD SERVICE INSPECTIONS FOR BEST DINING FACILITY AWARD

I, General. The Marine Corps Base usrterly Award Program is designed to instill pride and invoke spirited

competition among the dining facilities to deavor for self-lmprovement in each operation. The current edition

of MCO I0110.34 provides inspection checklist which is utilized as ulde in inspection of dining facilities.

To provide basis for nomination to compete in the award prngram, the following guidellnes and schedule

provided.

2. Food Service Inspection Procedures. Each unit operating dining facility will initiate action to ensure:

a. The unit dining facility officer S-4 officer is present during the inspection.

b. Past inspection reports are reviewed and discrepancies corrected within the unit’s capability.

That the belew items displayed for inspection:

(1) Copies of all work rquests and lng of emergency work request calls.

(2) Copy of all Consolidated Memorandum Receipts.

(3) Applicable Marine Corps Orders, Technlcal Manuals, and Base Standing Operating Procedures for Food

Service.

(4) Chief Food Service Attendant’s log cf significant events that occur daily in personnel management.

(5) NAVMC 708 Stock Record and Inventory Control Cards on noncustodial property and cleaning gear.

(6) Letters supportin vouchers for invento-y adJusn-ent to Subsistence Stock Record and Inventory
Control Cards, NAVMC 708.

(7) Monthly letters of unserviceable and missing property.

(8) NA4C 708 Stock Record and Inventory Control Cards for subsistence, with cempleted back-up card for

each item.

(9) Letters of appointment for Subsistence and Self-Service.

(I0) Self-Service Shopping List.

(II) Minor property rep6rts.

(12) Equipment Maintenance Folders.

(13) Dining Facility Managers and Officers Guide Book

(14) Letters of Inventory Adjustments

d. Currentaone it"s to be displayed

(I) Appointment letters for unit authurlzed custodians, dining facility cashier, and alternates.

(2) Medical inspection of assigned food service attendants.

(3) Clothln receipt for occupatlonal cooks clothlns.

(4) Training folders.

(5) Lesson plans.

(6) Copy of cooks’ annual physlcals.

Current-month plug preredln-,th itms to be displayed

(I) Copies of Paid Supernumerary Ration Register (letters requesting group feeding attached to copies in-

volvlng collection of aoney).

(2) Cook’s Work Sheet, NAVMC 36-SD

(3) Product Sheets, NAVMC 10616

(4) Cook’s Produce Requirement Sheet, NAVMC 10615

(5) Subsistence Issue Receipt, NAVMC 10568



1101.3 STANDG OPERAT]N PROCEDURE IR FOOl) SERVICE

(6) Receipt for dining facility cashier

(7) True bllls

3. Food Service Inspection Schedule. A food service quarterly inspection will not be conducted during the quarter

Cmmandlng General’s and/or Inspector General’s Inpectlon is scheduled.

UNIT FACILITY

HqBn 9

SptBn 1209

MCAS(H) MCAS-22(

&
4012

*CSSS M-424
&

FoodServScolCo

Rifle Range RR-3

MCES BB-7

CorrServ 10/1

INSPECTION SCHEDULE

2d Tuesday of each quarter

3d Tuesday of each quarter

4th Tuesday of each quarter

2d Tuesday of the 2d month of each quarter

3d Tuesday of the 2d month of each quarter

2d Tuesday of the 3d month of each quarter

3d Tuesday of the 3d month of each quarter

*During the quarterly inspection of Dining Facillty M-424, inspection of Project 31 Funds utilized by the Food

Service School Company will be conducted end will be made part of the dining facility inspection report.

4. Award. A plaque will be awarded for display in a conspicuous location in the dining facility of the unit

receiving the highest rating the quarterly food service inspectloa. Each dlnln fecillty receiving a quarterly
award will be eliglble to compete for the Tri-Command Quarterly Award.

5. Tri-Cmand Award. Those units that receive their respective ccmmand’s quarterly award for best dining
facility will coete for the Z’rl-Ccand Award. Tnt units will submit their nominee to the Comandlng
General, Marine Corps Base later than the tenth of the month ollowlng the last month in each quarter. An
evaluation team will be composed of the Base Food Service Officer as tam.coordlnator, the Base Food Service Opera-
tions Officer, 2d Marine Division Food Service Officer, 2d Force Sarvlce Support Group Food Service Officer, and

Food Service Officer from Food Service School Coalpany, Marine Corps Service Support Schools. The Team Coordi-

nator will not be grading menber of the evaluatlon team; however, he will promulgate the evaluatlon schedule,
brief and debrief co(R)aands and forward the results o the evaluatlon to the Cmndlng General, Marine Corps Base
and coordinate the award presentation. During the debrief, the Team Coordinator will not Jivulge relative stand-
ings of facillty to another fecillty competing for the Tri-Comaand Award. Ccmnds winning the Tri-Cocmmnd

Award four consecutive quarters will retain the award.

6. Chef of the quarter Award. In order to recognize and provide incentive to food service personnel because of

the excessive and Irregular hours they must work in the accomplishment of their mission, the "Chef of the Quarter"
award program is eatabllshed.

a. Base Comandlng Officers with operatlonal control of dining facllity 111:

(I) Select each quarter a Food Service Spoclallst (Sgt and below) assigned to the dining facility

to compete with the nomlneea from other base units for the "Chef of the Quarter" Award.

(2) Submit in letter format to the C(C).andlng General (Attn: Base Food Service Officer) the nominee’s
name and the basis for selection by the 15th of January, April, July and October.

b. A board consisting of the Base Food Service Officer, Base Food Service Operations Officer, Base Food

Service Technician and Base Dining Facillty Manager appointed a rotating basis will meet the third

Wednesday in the first month of each quarter.

c. The board will consider nominees for selection based the information submitted by Coamandlng Officers,
personal appearance, and general knoe1dge of the food service fleld.

d. The nominee selected for base "Chef of the Quarter" /11 receive Certificate of Commendation presented
by the C,-’ndlng General or the selectee’s C(C)mandlng Officer.
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MOS 3371/3372
COOK/COOK SPECIALIST

MOS INDIIDUAL TEAI]qD1G RECORD

(NA) (EASX)

SUBJECT
&P,HED FORCES
RECIPE SERVICE
COOKING HETBODS
ND TERHS
EAT
COOKERY
SALADS, SALAD
DRESS]]qGS

STOCKS, SOUPS,
ROUX & GRAV IES
EGETABLE
COOKERY
PASTRY
BKING
FOOD HANDLING AND
;ANITATIO (GAR.,
FLD

4EAL SIGNATURE
RECORD
4EMOIt%NDUM OF MEAL
%UTH BY MAN-DAYS
:OOKS
OKSHEET

HEETS
RODUCE PUIRE
MET SHEET
SUBS ISTENCE ISSUE
RECEIPTS
PRINCI]PLES OF
NUTRITION

MENUS

NAVHC 708 CARDS
QUICK
BREADS
FIELD RANGE
M-59
FIELD RANGE

liaRSIO WATER
HEATER
FIELD MESS
OPERATION
FOOD SERVICE
PROGRAM
VECTOR
CONTROL
SUBSISCE
CCOUNT]NG

IAL HOURS

JAN FEB MAR APE MAY JUN JUL AUG SEP OCT NOV DEC
TOTAL
HOURS

Figure I.--MOS Individual Trainin8 Record
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Ikt.ILY COST ANALYSIS

DINING FACILITf NO. MENU DA,TE
MCICI,, !0110/I (IEV 7-0)

ASIC DAILY FOOD ANCE $

Breads & Pastry
dtlk
Ice Cream
Dalry

.iscellaneous
Fresh Fruits & VeseCables
Frozen Fruits & Veseable8
eats
arbonated Beverages
gon-Pertshable8

TOTAL COST
Divided by Head Count
quals Cost Per Meal

TOTAL COST (3 S)
Divided by Total Man-Days Fed
-quals Actual Cost Per Nan-

ACCUJlATED MAN-DAYS FED

DAILY SBSISTqCE ISSt
BItEAAST LUNCH

XXXXXXXXX

TOTJ, 3 ]T.

ACCUNUIATED EXP]DITURES

Accumulated
Man-Days Fed

Plus

Daily Man-Day Fed

Equals

otal Man-Days Fed:

Accumulated meudure

Plu Daily eenditure

Plusinus Adjustments

Equal Total .enditure ,-

Divided by Total Man-Days Fed

Equals Averase Cost to Feed

Item
Breads & Pastry
milk
Ice Cream
Dairy
iscellaneous
Yr. Fruits & Ve
Froz Fruits & Ve
.eats
arbonated Bey

Son-Perishables
J,.,r-mAL

DALLY MONETARY INVENTORY

Opening
Inventory

Plus/inus
AdJuseents (Price
Chanes. etc.)

P1.us
Daily

Receipts

Minus
Daily Expen-
ditures

Equals
Inventor
Balance

Ending Inventory Total Monetary Cedtts Inventory Percentage %
I certify the above analysis to be correct:

Dining Facility Manager
Date Prepared

Dinin aciltey Officer

Fgure .--Daily Cos Analyss
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DINING FACILITY PERSONNEL LISTING
(Report Control Symbol (Exempt--No RCS Required))
MCBCL 4061/2 (REV. 381)

MONTHLY PERSONNEL ROSTER

DINING FACILITY NO. 1209

UNIT SptBn, MCB

COMMANDING OFFICER LtCol I. CRARGE

DINING FACILITY MANAGER MSRt S. BROWN

The personnel roster will be submitted in a legible manner (typed when practical). The roster will be made in duplicatewith the original submitted to the FOO Service Office no later than the third working day of each month and the duplicateretained in the units files. Only Food Service personnel assigned will be listed alphabetically according to rank.

MONTH ___..8]

DINING FACILITY OFFICER IstLt B. GRAY

NAME

.BROWN, S.

GREEN B.

WHITE, G.

BLACK, R.

RANK
DATE

OF RANK

HSet
Nov 78
Sgt
Oct 80
PFC
Feb 81

May 81

MOS/SSAN

3381
329-44-1749

3371
427-30-5040

3371
247-29-4050

3371
406-30-2519

DATE
OF

ANNUAL
PHY

Jan 1981

Dec 198(

ORGANI-
ZATION

SptBn

SptBn

OF 3300
MCI COURSES
ACTIVEYCOMP

5 Comp
1 Act
2 Comp
1 Active

YES/NO

Yes

OF 33
SCHOOL
TRAINED

REF COURSE
FSSNCOC
CLNC
FSNCOC
CLNC

Jan 198] 2dFSSG 1 Active

Jun 198C SptBn 3 Comp Yes FSBC

PROJECTED LOSSES: 30 DAYS 1 60 DAYS
NUMBER OF DINING FACILITY ATTENDANTS ASSGNErJ 42

T/O ML
3371 3311 33113061 3381 J71

1

1 3
5

2
2

3 1 19

2
4 1
4 1
6 2

i0 4
4

3O 8

E9
E8
E7
E6.
E5

E4
!E3
IE2/1

TOTAL

3381 3061 3381
ON HAND

3371 3311

1
1 1
3
6 1
6 3
1

3061
COURSE

Basic Math

Cooks Worksheet
Preparation of
Product Sheets

SANI
TRAINED

YES/NO DAFE

Yes Mar 81

Yes Feb 81

Yes Dec 80

Yes Sep 80

MOS TRAINING

DATE

3-3-81

3-10-81

3-17-81

CARD

Yes

Yes

Yes

Yes

INSTRUCTOR

EAS

Mar83

Jun85

Sep83

Sep81

I. M. MARINE SSKt

A. J. SMART GySKt

C. D. COOK Sgt



(Report Control Symbol DD-10110-06)

UNSATISFACTORY MATERIAL REPORT (SBSISTE#CE)

:" TO (I.clue ZIP Code):
Commandant of the Marine Corps
(Code LFS-4)
HQMC, Wash.ington, D.C. 20380

Ham, Canned, c3red, Type "II

8905-00-126-3393 PP-M-61
CONTRACTOR. ZiP CODE

WRE Company
Somewhere, Oklahoma 73196

3 June 1977

ONREVERSE UDE 15 Jn 1977
I’FROridinindActity. 4dea dZIP Code):
Coandincj General
Marine Corps Air Station
Cherry Point, North Carolina 2@53

Williamsburg, Virginia

REQUISITION

6167-0014
CONTRACT NUMBER I. SIZE OI LOT ON 13. OT ON SHIPMENT DATE PACK

DA-13H-75-C-B4-M5 62 cases/248 cans 6577, Feb
S. $APLINb PLAN

I. DE.$CRIPTION ONAWlNG SAMP.E

NARKATIYE .)ESC!qlPTION UNSATfSFACTORY QUALITY IDeNTIFICATiON Of’ DEFECTS

Hams tbo fatty (see photo attached

**. "EO’’eHDAT,ONS items on emporary hold. Must serve more than recommendedportion to ensure patron reeives adequate serving. Recommend reduceprice charged because of inferior quality. Request notation be made incontractor performance record of poor quality product.
|S, TYPED NAME. GRADE TITLE TELEPHONE NUMBER 19E* SIGNATURE OATE
S.K. Lane
MSgt, USMC A 224--2329
FOOd Service Technician c

ATTN: DPSC-$TQ. f’ORARD APPROPmATE *CTION.

TIT.E

1608DEC EOTION OF MAIq T| USED UN*TIL EXMAUSTEO

Figure .--Unsattsfactory Mater/el Report (SubsLstence)



(Report Control Slnnbol MCBCL-I0110-OI)

DINING FACILITY NO. ( ITE

I certify.chat, in accordance with BO P10110.10 and
MCO P10110.14, this inventory for ehe month of

19 1 i. true and correct.

SignatUre of Dining Offlcer

Figure 5.--Subslsence Inventory
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(Report Control Symbol (Exempt--No Report Control symbol Required))

HEADING

DATE

To: <Commmndin officer havin operational control of dinin facility)

Subj: Request to Adjust NAVMC 708 Subsistence Cards

Ref: (a) BO PIOIIO.10

i. It is requested that permission be granted to adjust NAVMC 708 cards in accordance with the

reference. Adjusnent will reconcile physical inventories with entries NAVNC 708 cards for

the period ending
(DATE)

2. Increases:

NS__N ITEM NAIE UNliT UNIT COST UNITS INCRFASED TOTAL COST

3. Decreases:

NSN ITEN NA!E UNIT UNIT COST

(GRAND TOTAL)

UNITS INCREASED TOTAL COST

4. "[oral monetary increase/decrease

5. e for this adjustment is

(State reason, end of the month found inspection, etc.)

(GRAND TOTAL

S ICNATURE)

Copy to:

BaseFoodServO

FIRST ENDORSEMENT
(ORIGINATOR OF LETTER) (CODE)

(DATED)

To:
(CObLANDING OFFICER)

i. Returned approved/disapproved.

(SIGNATURE)

Figure 6.--Sample Format for Request to Adjust NAVM 708 Subslsece Cards
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From (Organization and Section) Date

I certify that I will be responsible for the cash collection for all subsistence
furnished to personnel not entitled to subsist at Government expense prior to
consumption.
Requestor Name, Rank, Title, and Phone SIEnature

To: Enlisted Dining Facility Via: Commanding Officer

APPROVED DISAPPROVED Signature and Date

Request the following Rations be furnished"

Date and Time of Pickup Consumption Location

Total Total
Quantity /pe of Ration Quantity

Reimbursement

Receipt

Payment

Breakfast (feld)

Lunch (flel)
Dinner (field)
Enlisted on
Connnuted Rations

Date and Time
Rec’d

OFFICERS CIVILIANS

Total Funds
Collected
$

I certify that the subsistence items
were received and monies remitted
Date and time money Amount
Rec’d $

I certify receipt of monies collected
from 6ale of @ubslstence items.

Type of Ration

Pfcc Ration

Bag Lunch

Enlisted at
GovVt Expense

ame of Remitter (Type)

SiEnature and Rank

!Name of person receiving
monies

SIEnature and Rank

INSTRUCTIONS

I. All meals will be sold on a cash basis. Collection will be at the time and
place of pickup and before consumption.

2. An original and two copies shall be submitted to the Dining Facility for each
day and each requirement requested. Requests for prepared meals in the field and
picnic request shall be submitted to reach the Dining Facillty five (5) working
days prior to pickup. Request for bag lunches will be submitted twenty four (24)
hours prior.

3. For bag lunches or picnic rations the requestor will provide on the reverse
or by separate correspondence a list of those personnel entitled to subsist at
government expense. This listing is to provide the name, rank, orgarLtzation and
Meal Card numbers of those personnel. Additionally, the names of the personnel
not entitled to subsist at government expense are to be included and designated
by an asterisk

Figure 7.--Special Mal Request MCBCL 101106
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T acknowledge

10 me,

(Numerical)
o I0 Jan 81 whicl

’ (Dae)

Ten i
(Written Out)
are entitled t
in-kind

’eceiot f
Is this

are fo

dlvidua]s who

subsis ence-

A-8

Figure 8.--Meal Signature Record



IIEAD]G

(DATE)

From: Conandin, Officer Operatin Dining Facility)

To: Name of Individual Assigned)

Subj: Assignment of Duties Meal Signature Record Supervisor

Ref: (a) MCO Pl0110.14_

i. In accordance with the reference, you are assigned the following duties Neal Signature
Record Supervisor for dining facility number Your effective date of
appointment is to

2. You will relieve whose appointment is revoked by this
order, copy of which will be provided individual relieved.

3. The uniform for your assignment is the uniform of the day with duty belt.

4. You will receive instructions and be guided in the performance of your duties by the
authorized custodian. Your post is standing in the immediate of sign-in counters
to observe and identify meal cards and actual recording of signatures Meal Signature Records.

5. You will that Meal Signature Records (NAVMC 10789) prepared in accordance with
the following instructions:

Record the unit and dining facility number (,
the upper left hand of the form.

b. Enter the date the meal is served.

Check the applicable block for type of meal served.

d. Check the applicable category of personnel. Separate sheets will be used to record each
category of personnel, i.e., Marines (regular, reserve), Navy, ROTC, etc.

Ensure that each individual entering the dining facili=y presents his meal pass for
identification, and records surname, initials, and grade Meal Signature Record. He will also
enter his meal pass number and the abbreviated title of his commnd unit in the space provided.

f. You will that personnel without valid meal pass do not enter the dining facility
unless they are officers or enlisted personnel in coramuted ration status.

g. When block form certification feeding is in effect, you will that the individual
in charge of the formation reports to you the number of in the formation and the unit he
represents. You will then count these men, as they pass through, to verify the count. After the
last has passed through the entrance, the individual responsible for the formation will certify,
by his signature and organization, the following the Meal Signature Record: "I acknowledge
ceipt of .(must be numerical) meals this date which are for
(most be spelled out) individuals who are required to subsistence-in-kind".

h. Ensure that all Naval personnel sign the Meal Signature Record separately.

i. Upon conclusion of each meal, you will collect the Meal Signature Records, assemble them
in sequence by category, llne through all unused spaces, sign the last page of each category, and
deliver them to the dining facility manager for his representative.

Copy to:

Individual Relieved
Dining Facility

S IGNATURE)

Figure 9.--Sample Format for Assignment of Duties Meal Signature Record Suervlsor
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rt

MAN-DAY FED REPORT (10110)
NAVMC1 (REV. 12-73) (PREVIOtJS EDITION WILL NOT BE USED)

(Report Control Symbol (Exempt--No Report Control Symbol Required))

HBn, 2dMarDiv (Rein),

TYPE OF PERS)NNE

FMF, Camp LeJeune, N. C.

BREAKFAST LUNCH
MEALS MEALS

174 237

1

DINNER
MEALS"

BRUNCH

14 16 11

NIGHT MEALS

26 Jan 1981

TOTAL MEALS
BY TYPE OF PERSONNEL

)34

41

247

98.8O

711

244.60

Y. R. WINSLOW, By direction

25 January

199 265

39.80 106.00

,,, 81



Type Meal Conversion Factor ()

Regular Feeding:

Breakfast 20

Lunch 40

Dinner 40

Holiday Heal 40

Brunch Feeding/o Meals:

Breakfast/Brunch 45

Dinner/Brunch 55

Holiday Brunch 55

Night Meal 20 or 40, depending whether
breakfast dinner is

served.

Serving periods--the periods of time in which the meals which constitute the daily
food allmance are served. The specific periods established are:

Breakfast--the meal served during the mornin hours and consldered the
first meal of the day.

lunch--the meal served during midday and considered the second meal
of the day.

Dinner-the meal served during evening hours and considered the
third meal of the day.

Breakfast/Brunch--the meal served in lleu of the normal breakfast
and lunch meals and consisting of both breakfast and lunch food items.

Dinner/Brunch--the meal srved during the evening.hours days
when brunch is served.

Night Meal--the meal served during the late evening to early morning
hours for watch standers whose duties them to miss the regular
schedule of meals.

NOTES: I. Either the normal three meals or two-meal brunch
routine may be served Saturday and Sunday
well as special holidays.

2. Either the two-or three-meal routine constltues
the total authorized by the BDFA which is not
to be exceeded the monthly average.

Figure ll.--Man-Day Credit Conversion Factors
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MEMORANDUM OF MEAL AUTHORIZATION BY MAN-DAYS (10110)

(Report

NOTICE: Data compiled from the entries this form used to Jpport the Subsistevce in Kind
Budget submitted to the Congress of the United States.

Control Symbol (Exempt--No Report Control Symbol Required))
REPORTING

Headquarters Battalion, 2dMarDiv, MCB, Camp Lejeune o b October 1980

PERSONNEL ECAPITULAT,ON

TYPE PERSONNEL LESS LESS LESS NET
UA/AWOL TADIDET COMRATS STRENGTH

550 10 5 1 4 75 18 437 9 446

19 2 2 15 15

SUPERNUMERARIES

TOTAL

ACTUAL
STRENGTH

10

4

LESS
LEAVE

583 12

LESS
NAVY

HOSPITAL

1 4 77

LESS
OTHER

DEDUCTIONS

18

10

466

PLUS OTHER
ADDITIONS

TOTAL
MAN-DAYS
OF

AUTHORIZATION

10

475

OTHER DEDUCTIONS

EXPLANATION OF "OTHER DEDUCTIONS" AND "OTHER ADDITIONS" COLUMNS

Packaged Operational &atlons y (3 Marines ate 27 meals PORs)
lystcal valuattou Boar 2
Home Awaiting Orders 4

TOTAL 18

OTHER AODITIONS

Tempurary Additional Duty

certify that the total man-days of trial authorization from 0001 2400 10 October 19 80

certify that the total man-days of meal Jthorizeton for month of. correct.

_/’., USMC, Commlnding

BREAKDOWN OF PERSONNEL ON ACTIVE DUTY FOR TRAINING OTHER THAN RESERVESON EXTENDED OR CONTINUOUS ACTIVE DUTY WITH THE REGULAR ESTABLISHMENT:



SALE

KEAQUARTERS
2d Battalion, 2d Marines
2d Marine Divislon, FMF

Camp Lejeune, North Carolina 2852

(Report Control Symbol (Exempt--No
RCS Required))

21: FAG tfh
4400
21 Aug 1980

From: Coamtanding Officer
To:

Subj: Authorized Custodian; appolnnent of

Ref: (a) NavCompt Manual, vo1. 4
(b) MCO P4400.15
(c) MCO PI0110.14

I. In accordance with paragra@h 041512 of reference (a), you are hereby appointed as Authorized Custodian
(PRLMARY/ALTERNATE) for this come,and vice relieved. The effective date of this
appointment is

a. Duties. To collect funds derived from the sale of meals to individuals of this comand. You will not
accept another position involvlng the handllng of public funds. Prior to performing the functions of authorized
custodian, you are directed to thoroughly familiarize yourself with the current instructions and procedures
applicable to this position as contained in references (a) through c).

b. Safeuardln of Funds. You will be provided safe for your excluslve (for public funds) which will
be accessible only to you. Te combination to the safe wil.__! be known ouly to you and will not be comunicate---o,

placed in the custody of, anyone else. The pqblic funds entrusted to you will not be intermingled with other
funds, will classified material be stored in the safe provided you for the safekeeping of public funds.

Limitations. You authorized to have in your possession public funds for the sale of meals not in
of $200. Cash collections from the sale of meals will be turned in to the Base Food 3ervice Collection Agent,

located in Bldg. 1116, Mondays, Wednesdays, and Fridays by 11:30 A.M. provided the amount authorized has not
been exceeded. If the amount of the collections exceeds $200, collections will be turned in daily. A change
fund is not auhorlzed for this position except as contained in paragraph 3084.5 of reference C.

2. You wil_.l indicate by endorsement hereto your acceptance of this position and agree to hold yourself account-
able to the Government of the United Sates for al__!Ipublic funds received. This appolnrment may be revoked at
any time. Revocation wil___!1 be in writing, addressed to you, and will show the effective date.

3. This letter of appoint.ent, with endorsement, will be maintained in the permanent file of this cand to
show the successive holders (revocation) of this position and will be retained for period of not less than 5
years after you cease to

CO4ANDING OFFICER

FIRST ENDORSEMENT

From:
To:

Subj: Authorized Custodian (PRIMARY/ALTeRNATE); appolntent of

I. have read and understand the instructions and procedures cqntained in references (a) through (c) which
apply to handling; and turn-ln of public funds.

2. I hereby accept this appointment as Authorized Custodian (PRIMARY/ALTERNATE) and I agree to hold myself
accountable to the Government of the United States for all public funds received.

Copy to:

Appointee (Original)
Collectlon Agent (Signed Copy)
Individual Relieved

SIGNATURE

Figure 13.--Sample Format for Authorized Custodian; appointment of
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(Report Control Symbol
RCS Required)

(Exempt--No

DATE

From: Commanding Officer,
To:

Subj: Dining Facility Cashier (Primary/Alternate); appointment of

(a) NavCompt Manual, vol. 4
(b) MCO PI0110.14K

i. In accordance with the instructions contained in references (a) and (b),
you are hereby appointed as Dining Facility Cashier (Primary/Alternate) for
Dining Facility No. Your effective date of appointment is

You will relieve

whose appointment is revoked by this appointing order, a copy Of which will
be provided the Individual relleved. Appointment to this position is under
the supervision of the unit authorized custodian.

a. Duties. You are to collect all funds derived from the sale of meals
to dining facility patrons. All signatures will be recorded legibly on paid
supernumerary ration registers issued to you by the unit authorized custodian.
Prior to performing the functions of Dining Facility Cashier, you are directed
to thoroughly familiarize yourself with the current instructions and proce-
dures applicable to this position as contained in reference (b) and as may be
given to you by the unit authorized custodian. In the execution of these
duties, you will not engage yourself in any other duties’while collecting
funds derived from the sale of meals.

b. Safeuardin@ of Funds. You will be provided a safe for your exclusive
use (for public funds), which will he accessible only to you. The combination
of the safe will be known.only to you and will not he communicated to or
placed in the custody of anyone else. The public funds entrusted to you will

not be intermingled with other funds, nor will classified material be stored

in the safe provided for the safekeeping of public funds.

c. Limitations. You are authorized to have in your possession public
funds for the sale of meals not in excess of $i00. Cash collections from the
sale of meals will be turned in to the unit authorized custodian. If adequate
safe keeping facilities are not available, or the amount of the collections
exceed $I00, the unit authorized custodian should be notified immediately.

2. You will turn over all funds collected from the sale of meals, with the

supporting ration registers, to the unit authorized custodian at least once
each working day and whenever the collections exceed $I00.

3. You will indicate by endorsement hereto your acceptance of this position
and agree to hold yourself accountable to the Government of the United States

for ali public funds received.

__MCBCL 4061 (Rev. 1-81)

Figure 14.--Dinln8 Facillty Cashier (Prry/Alternate); appointment of
A-14



Subj: Dining Facility Cashier (Prlmary/Alternate}; appointment of

This appointment may be revoked at an) time. Revocation will be in writ|nu

and will show the effective date.

CMMANDING OFFICER

DATE

FIRST ENDORSEMENT

From:

To: Co,handing Officer,

Subj: Acceptance of (Dining Facilit Cashier} (Alternate)

1. I accept the appointment as Dining .Facility Cashier (Primary/Alternate)
for Dining Facility No. and I agree to hold myself
accountable to the United States for all public funds received. I have read
and understand this appointment and all responsibilitles contained therein.

Copy to:

Appointee (Original)
Individual Relieved
Activity Collection Agent (signed copy)
File (Retain for 5 years)

(SIGNATURE)

Figure 14A.--Dinin8 Facility Cashier (Pr%mary/Alternate); appoi,ntment of (continuation)
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1 1 1 1
1 1 1 1

2 .! 2
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Figure IS.--Paid 3upernmerary ation Retster



SAMPLE FORMAT

(Report Control Symbol (Exempt--No
RC$ Required)

From:
To:

Your name, SSN, Unit

Coananding General, rine Corps Base, Camp Lejeune, North Carolina 2852 (Attn: Base Food

Service Officer)
Via: (I) Cormnanding Officer, oranization)

(2) Commnding General, (as appropriate)

Subj: Audit/Veriflcation of Publlc Funds and Man-Day Fed Reports

Ref: (a) Your appointment letter
(b) MCO PIOII0.14_
(c) BO PI0110.10_

I. In accordance with the references, an audit uf cash hand at Dining Facility #

was conducted

Paid Supernumerary
Ration Reister # Food Cost SurchaxKe

Lxl IO.O0 3.00
XkX 5. O0 2. O0

Totals 15.00 5.00

Total Cash Collected 20.0.__Q

Cash held by Unit Authorized Custodian 15.00

Cash held by Dining Facility Cashier

Total Cash Accounted For

Diflerence

2. The Unit Authorized Custodian and the Dining Facility Cashiers are/are not appointed in

writing.

3. The Unit Authorized Custodian and the Dining Facility Cashiers do/do not have safe for their
in accordance with reference (b). Tha combinations last changed on

which is/is not within the six month time frne. The combinations
changed by

4. Ration registers (NAVMC 10298) are/are not accounted for and are/are not used in ntnerical
sequence in accordance with reference (a).

5. The cash hand does/does not exceed the amount authorized to be hand.

6. Ten Man-Day Fed Reports verified as required (briefly state results of verification and
detected, if any).

Copy. to:

DinFacOff
DinFacMgr

(SIGNATURE)

FiRure 16.--Sample Format for Audit/Verlflcation of Public Funds and Man-Day Fed Reports
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STOCK RECORD AND INVENTORY CONTROL CARD, NAVMC 708

&VAIL&|LE

I.$|Ot QUANTITT

153 9
156 6

168 ].8
180 6

18
189 9

21
"193 17
198 12

18

216 6

CARRIED FORWARD

INVENTORY CONTROL DATA

20. =| =" ""*’

,,,.,,-*,--;--/*-

7920-00-267-49Z6 SPONGE. Metal, Stainless



INSTRUCTIONS FOR USING THE DTENTORY CONTROL CARD, NAVMC 708-SD
TO bAINTAIN CONSUMABLE OR NONCONSUMABLE EXPENIIBLE ITEM USAGE ,:ISTORY

I. Balances will be brought forward from completed cards in the CUML.
AVAILABLE FOR ISSUE columns only.

2.

3.

5.

6.

7.

RECUR. DIIANDS ACCOUNTABLE BALANCE and

DATE COLIIN Julian dare the document is posted to the Invsntory Control Card.

DOCUNENT NL[BER COLtr Locally assigned transaction control number.

TYPE OF TRANSACTION Description of transaction, i.e., Issued, Rec’d, etc.

QUANTITY INCREASE COLUMN Quantity received (no matter the source).

QUANTITY DECREASE COLUMN Quantity dropped to dining area deck, etc.

CL[[qNkTIVE, RECURRING D4ANDS COLUMN A runnin total of items used throughout fiscal year. Only those
items actually consumed in the garrison type operation will be entered in this column. Demands cohmn will be

started from at the beginning of each new fiscal year. The inventory control card will be RED LINED and
usage history will be computed each quarter, i.e., total consumed as of 30 September divided by 3; as of 30

December divided by 6, etc. 507. of the averaged 30 day usage will be entered in the Oper=Level block at the

bottom of the card.

8. U::IT PRICE BLOCK The current unit price of the item.

9. SAFETY LEVEL BLOCK 25Z of the averaged 30 day usage.

I0. OPER-LEVEL BLOCK 50Z of the average 30 day usage.

Ii. REQN-OBJ BLOCK To be considered the allowance all constmmble expendable items (Add Safety Level to

Operating Level to determine this entry).

12. STOCK NL4BER Nationl stock number or other assigned identifying numbers.

13. ITEM NAME The complete item name.

14. NIT BLOCK The unit of issue: Ea, Lb, Pr, etc.

15. ALLOWANCE BLOCK As established by Base Food Service for Minor Property items.

Figure 17A.--Instructlons for Using the Inventory Control Card, NAVMC 708-SD
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INSTRUCTIONS

ITEM

8.5’

5.1(

2
7.0(

3
5.3(

4

3.7(

.7.

.7.’
8

9
!0.4
10
8.0(:
11
.3;
12

1_L_3

14

15

16

17

18

NATIONAL rOK NUMBER

8 20

7340-00-060-6057

7340-00-241-8169

7340-00-241-8171

7350-00-170-8330

7350-00-655-4547

7350-00-823-7393

7330-00-403-3012

7330-00-223-8006

8105-00-655-8286

8105-00-C00-6246

7930-00-899-9534

8540-00-285-7001

BX 2

BX 2

CO 10

DZ 4

RA 2

BX 3

HD 1

CO 1

BX 1

DATE

STAMP CHARGE PLATE HERE

25 29

Knife, table

Fork, table

Spoon, dessert

Tumbler: drinkln8

Toothpicks

Bol, eatln

Pan= pie

Brush, rease

BaR plastic

Sleeve, packaging bars

DtshwashtnR compound

Napkins

REQUESTING

Figure 18.--SelfServlce Shopping List
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(Signature)



BLOCK

SEND TO

REQUISITION IS FROM

STOCK NUMBER

UNIT OF ISSUE

QUANTITY

DOCIIENT N[IBER

REMARKS

INSTRUCTIONS FOR FILLING OUT FORM DD 1348,
TO TURN IN PLANT ACCOUNT AND CONTROLLED PROPERTY

DESCRIPTION OF INFORMATION REQUIRED

Self-explanatory

Self-explanatory

Plant Account Number (Plant Account Property)
National Stock Number (Controlled Property)

Each, Pair, Set, etc.

Five digit number (Example: 00005)

Self-explanatory

Nomenclature and Signature

Figure 19A.--Instructions for Filling Out Form DD 1348
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MONTHLY MINOI! PROPERTY INVENTORY Dining Facility; FC-303
IACBCL 4440/7 (Rev. 8 -80)

(Report Control Symbol MCBCL-7320-01)

Organization; 2d FSSG Dale: 29 May 81

COLUMN 1:

COLUMN 2:
COLUMN 3:
COLUMN 4:

COLUMN 5:

COLUMN 6:

COLUMN 7:

INSTRUCTIS

As established by Base Fo’,’ Service
Previous month’s beginning ,nventory
Prlvious month’s endmq irvenlory

Prlvious mnnth’s losses
Pul’oa,es mad, Ibis mlth trsm Self Serwce Foo(l Service Properly
Eer iem reeved rom ,er ; no c, i.e., Bse Fc Service Prorly, Comnd
Tolllcolumm 3,5, an6

COLUMN 8: Ac|ua: end of =he month ph),.:;,cal inventory On hand assets
COLUMN 10: Current eslablishe, price by ur;t c,f as del),Ctea below.

L.OLUMNS 11, 12 arid 13: Self Explanatory
COLUMN 14: OS,M Funds authorized current month

COLUMN 15: DiM Funds expended current monlh

COLUMN 18: GRANr} TC;,L OF COLUMN 11

"The o(.cul:tona| clothing allowance appearing ir colu wiil be the same totals rellected the CMR. N(ll’ecoverablc losses of cutimal clothing
will replaced y se Fo Service u; receipt ol state.hi ft apphble c,nding officer.
If column 4 is tilled a column 5 is bk, explain reverse this fm why items were not repced.
H column 7 i; less tn column 1, expla,n reverse why aHowae is not ing maintained.

NOTE: This mvlnt i= to cucted m t last aay of each mth anC farced via the appmiate cm c to rch Base Fo Service no later tn five wmking days after the invent isct.

2 3 4

ESTAB: EGIN. END. RCH. OTHER THIS MO. THIS .
ITEM_ /-U/I] ..ALL’9 } INV. INV. LSES REPL. SRCES BEOIN. INV. END. INV. LES

,___o

_..Tumbler, olees. 10 oz.
Knife table

Fok, table
Sooo,1. tabll (des’iertl

90 40 50 50 90 80 10

40 50 50 90 70 20

320 80 320 300 20

148 12 12 160 160

90

400. 160

i__500
OQ

Dish 511’ 400 400
Cu 10 oz 3L0___

_4gQ____

400 400
400 400
480 480

13: TOTAL MA-DAYS FED_//O214:O&M Funds Authized: $1,166.22

476
4O0

276
388
388
364
40O

480

24 24

24 24
12
12 12

36 36

500 488 12
400 388 12
300 288
388 3_.__6_
400 400
400 400
4G0 376

12
12

24
480 480
400 400

UNIT
G06T

6.38
4.34

,46

.48

.37

.46

.09

.35

Funds Ex,a.dmd. $i,143.10 1: GRAND TOTAL
RINAT||RF F CCMAnlNICm U. R. CERTIFIED COL.

11 12

TOTAL TOTAL
COST SHORTAGES
LOSSES (I minus 8)
63.80 i0

86.80 20

9.20 i00

5.76 12
4.44 12

5.52 12
1.08 24

8.40 24

S185.00



SAMPLE

(Report Control Symbol
No CS Required))

(Exempt--

Unit Heading
Code
File
Date

From

SubJ:

Dining Facillty Officer, Dining Facility
Base Food Servie Operations Offloer

Syrup and CO2 Containers inventory of

1. I certify that the below inventory for the month of is
correct. Additionally, for inventory purposes, the containers being used
in. the soda dispensers were accounted for as empty.

Empty Soda Containers
Full Soda Containers

Empty CO2 Containers
Full CO2 Containers

2. The below data is a recapitulation of transactions that occurred during
the month of and indicates a loss/gain of the subject con-
tainer%.

Beginning Inventory
ending inventory)

Containers Delivered
Containers Picked Up

(previous month’ s

(delivery bills)
(delivery bills)

SOA CO2

+ +

Containers Accountable For
Ending Inventory (current month)

Difference Between Ending Inventory
and Containers Accountable For LOSS/GAIN LOSS/GAIN

(DINING FACILITY OFFICER’S SIGNATURE)

Figure 22.--Sample Format for Syrup and C02 Contalner&; inventory of
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MCBCL I0120/5 FOOD SERVICE OCCUPATIONAL CLOTHING CHECKOUT SHEET

DATE

I certify that I, have this date

(Print Name)
received the following items from Dining Facility

for which I hold myself responsible.

ITI AMOUNT

Trousers, white

Jackets, white

Apros, white

SIGNATURE

Figure 23.--Food Service Occupational Clothing Checkout Sheet
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Typed Name, Duty Phm end Slehme

7. nocte.Chlp 18. g. N.

II. em J12. te fecf/ 13.
Rolrnd/eru

16. fknt Jnk akl

Wwke tll Seek No. (N)
1 b.

HIg
Assely

7. DoI Vol 8. Est. Ccti

(eport Cotz’l SynT::)’)." (’xempt--Slo._ tS --(Categor II)
SE I9fl

e, To ($cmen/n point)

2b. Typed 14sac, Duty Iqme oral Signature

0. Co,oct/PO/Doumen

14. Government Fus’alshed Material

[-"] Yo. [--’INo
Defklent I" In Stock

(2) Slol No,

o... ’
[’--] Hoklln| Eshlblt fm days [] Rekased f Retu’ncd to Stock/

investigation [] [] Ropokd /n Item 22)Dlslmeed of [] Other

22. Detsils (Describe, to best ability, w/mr/ wror, how and w/y c/rcunncos wlo to dlfflcult descrlllon a difficulty, cause, action token
Inludlng disposition, recommendations. /dont/fy w/threbted Item number. Include and IIt supp//n documents. (atlnue
sete shee nceemy.)

23a. To {Act/on Pen)

Typed i, Duty Phene end Slgnem

2Sb. Tylmd Name, Duty IIeem end $1gmm

SECTION II
!24e. To Supj Peint) (Use Iteme 5 and2 *hM an*)

24b. Typed Name, Duty Ptmem and Signora

M8-1OI Figure 24.--Qua1Ity Deficiency Report
A-27
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27b. Typed Name, Duty Phom and Signature 28b. Tyld Name, Duty Itone and Signature

99. Slcification No. 130. Orlginaturs Nathnd Nallflcotin

SF 368 ,
1. TyN d SiM/Pcse

DUrst llry FVew:

Nstk Frel Supply

Item

S2. Findi! ond ltecimnvlnditill d Invusti|etloll (Exploin in lllitoil. Coinl selllrill it ill Filler, if neielry.)

33. Action Taken

35. Fm fScmenin9 llointl 136.
To (tglnalad

37. I)iitiillutii

STANDARD F’OFIM
AlXil 1974


