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gers Desk Reference Vol. 3 and 4
1 Purpcse T branches within F&4FR

1

peverage and merchandise on the 1
i
period (monthly) .

counts of all food,
iness day of each fiscal

2. Scope. Procedure must, at a minimum, meet the standards and
guidelines set forth in references (a) and (b;. The guidance
contained within this standard operating procedure will be used
in setting physical count parameters in each branch.

3. Prior to conducting the Resale Inventory. As established by
(a}, all food, beverage, supply and resale inventories
must be physically counted monthly.

a iinless directed otherwise, the day of inventory will
always fall between the close of business on the last day cf the
figcal period and prior to opening on the first day of the new
figcal periocd (monthly).

L. The time of day for the inventory shall be dictated by

the hours of operation.

c. Sufficient personnel will be scheduled to perform the
inventory. A minimum of two are reguired, one to call the
™

inventery and one to record the inventory.

hird disinteregted party will be gcheduled once a
a

e. The accounting coffice will det gpzcific cut-ofl
cime and date for delivery of goods, U and credit memos
from vendors Thig will be done in wr needed

8t have a

cool s mu
rganized flocor plan that ts uged at all Cimes,
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. ALl storevocoms, coolers and freezers shall be neat an
ean with products organized.

Q

4. Obtain Inventory Forms The accounting department orestes

the master inventory sheets used for physical counts. The forms
are updated on a continuing basis in order to reflect all resale
goods purchased during the wmonth and any price changes that may
have occurred. Updated master inventory sheets will provided
to the F&R clerk no later than the 25th of each mczt@, The F&RB

clerk will provide inventory sheets to sach F&B outl

Inventory forms must be used to record the physical count; thisg
is the official record of the inventory. Employees should
coordinate the storage room layouts with the listings on the
forms to expedite the recording process.

5. Physical Count. The physical count refers to a physica‘
accounting of all products and merchandise on the shelf after
che close of business on the last day of the month. Reliance on

electronic databases accounting for goods should be compared to
the physical count and adjusted accordingly, but should not be
used in lieu of the physical count.

Note: The last day of the month may be adjusted by the
accounting department in the case of New Year's Eve or cther
holidavg that fall on the first/last day of the month. When
thege adiustments are made, 1t will be for the entire
department, not one activity. Completed inventories are due Lo
the accounting department on the eighth {(8%%) calendar day after
the end of the month. Original count sheets must be maintained
on file in order Lo review electronic document accuracy.

6. Extending the Inventory. The facility manager is
regponsible for providing an extended, signed inventory to the
F&R Director not later than three (3} calendar days from the end
of the month. The inventory must be signed by the person taking
the inventory {caller), by the perscon entering the inventory,
and by the person extending the rveﬂ*cyy All entries must be
complete on the inventory, if t no ltem o count, a zZero
mugt be used imatead of leaving 1 a

inventory must be numbered, to preclude the loss of a page. Th
completed, reviewed inventory must be i b
by the F&B Director no later than th

m
T

o RN 1 s th
office ighth (877}
3 JUS ] - £ 3
calendar day of the monsh.
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Cther Npotes *’Oft:},f Referencesg.

prepare transfer o
will assist in Cim
I

Z
prevent errcrs in cost of good and

1ling inventory incl
. = when reguired. 7T following
procedures should be reviewed and plans impiemented in each

ch so that an organized effort is made o account for all
goods received, stored, and soid throughcut sach acoounting
periocd.

c. Section 7.2 of the MWR Managers Desk Reference. This
section explains procedures for controlling various agsets,
including resale inventory. This section includes the
procedures required to properly receive goods, protect the
inventory, and transfer items from one area to ancther. By
following the procedures in this section MMR operations will be

in compliance with MWR policy and instructicons. In liesu of
stock record cards lisgted in step 16, the MWE Asset Technician
prepares all inventory sheets based on purchase records. bl

will be verified by the warehouse manager Drior to the sheets
being sent up to the facility manager.

d. Secticn 7.3 of the MWR Managexs Desk Reference. This
section explains procedures for inventecry of various assets,
including resale inventcory. Specifically, step cne has a
checklist of items that need to be planned pricor to taking the
phyaical count. The most important items are; the time and date
of the count, third party zreview, cut-cff for receipt or othex
movement of goods, and how £o handle special circumsiances. The
remalining steps cover the requirement for filing documentation,
planning for subsequent inventories and reconciling of records
to insure accountability.

Variances in Financial Records. OCnce the accounting perilod
?Gsed and financial records are available, reviews must
ude cost of goods sold Oefuentages These [igures are a

result of the purchases and pnvsical inventory counts
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hat are executed during the perlcé. If there are variances
arger than 5%, they must be investigated and corrected, ov
ccumented and monitored if the cause cannot be identified. If
he variances persist, a plan of action st be developed Lo
cause a change 1n the variance The steps listed in zections
7.2 and 7.4 in the MWR Managers Desk Reference include
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ormation con solving potential deficiencies in controls over
inventory and assefs The steps alsc identify common errors
that are made that can affect inventory and cost of goods
Tasks 12.3 (Engsure Efficient Food Froducticon and Servi
(Control Food Cost), and 12.6 (Jontryol Beverage {ost)
zdditiconal information on steps to take when financial
igentifies variances in cost of goods soid. A centrai
be kept in the business office documentiing the follow-
based on monthly variances in cost of coods scold figur
3. %ggggﬁ. Program Division Heads, facility managers, and
gupervisors will familiarize themgelvesg with fThis 80F,
' docux¢u&fe appropriate employees as to its contents and ensure
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BRUCE A, WOOTEN
Regicnal Program Director

Copy to:

F&FR Service Center Director
Fleet Readiness Director

Fleet Readiness Division Heads
Fleet Readiness Facility Managers



