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1. Purpose. To set forth policies, regulations, and procedures
for establishnent, operation, and adm nistration of Navy G vilian
Moral e, Welfare and Recreation (CMAR) activities. This
instruction is a conplete revision and should be reviewed in its
entirety.

2. Cancellation. BUPERSINST 12990. 1.

3. Policy and Scope. Chief of Naval Personnel (CHNAVPERS) is
assigned responsibilities and further del egates to Navy Personnel
Command ( NAVPERSCOM) (PERS-65) for Navy CMAR activities by

Assi stant Secretary of the Navy (Manpower and Reserve Affairs)
(ASN (M&RA)). The provisions of this instruction apply to

adm ni stration and operation of all Navy CMAR activities.

4. Discussion. This instruction anplifies the policies and
procedures contained in references (a) and (b) for the operation
of CMAR activities and their supporting Nonappropriated Fund
Instrunentalities (NAFIs). Any exceptions to the provisions of
this instruction or references (a) and (b) require prior approval
by NAVPERSCOM ( PERS- 65) .

5. Action. Command authorities shall ensure that CMWR
activities are operated per the provisions of references (a) and
(b) as anplified by this instruction.

6. Report and Forns

a. The reporting requirenents contained in this instruction
are exenpt fromreports control per SECNAVI NST 5214. 2B
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b. DD 2793 (Feb 2002), Vol unteer Agreenent for Appropriated
Fund Activities/Non Appropriated Fund Instrunentalities and DD 2760
(Dec 2002), Qualification to Possess Firearms or Ammunition are
avai l able at http://webl. whs. osd. m | /| COHOVE/ NI CDHOVE. HTM

204 4) Opnes I

J. W TOMES, II11
Rear Admral, U S. Navy
Deputy Chi ef of Naval Personnel

Di stribution:
SNDL Parts 1 and 2


http://web1.whs.osd.mil/ICDHOME/NICDHOME.HTM
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DEFI NI TI ONS
1. Activity Manager. |Individual responsible to supervise and

control the day-to-day operations of a CMARR activity, e.qg.,
cafeteria, snack bar, vending machines, fitness center, etc.

2. Automated Information Managenent System (AIMS). The
centralized accounting systemunder the control of NAVPERSCOM

Al M5 provides a uniformsystem of accounting for Navy MAR NAFI s.
It is used to record, classify, and summarize (in ternms of noney)
transactions and events that are of a financial nature. It has
standard financial statenment formats to all ow the operating
results of NAFIs to be conpared with each other and is used by
CMAR NAFI s as desi gnated by NAVPERSCOM ( PERS-65). Al MS uses the
doubl e-entry accrual basis of accounting. Per established
princi pl es of double entry accounting, equilibriumnust be

mai nt ai ned. Every recording of an entry nust consist of a debit
and an offsetting credit and the total dollar anpbunt of debits
must al ways equal the total dollar amount of credits. Accrual
accounti ng enphasi zes mat chi ng revenues and expenses associ at ed
with each other in the period in which they occur. Generally,
accrual accounting contributes to effective financial control
over resources, cost of operations, and is essential in

devel opi ng adequate revenue and cost information.

3. Appropriated Funds (APFs). Governnent nonies allocated by
Congress for a specific purpose or use, e.g., assets (personnel,
nmoney, material, real property) provided fromAPFs to support MAR
functions. CMAR activities receive only common (i.e., indirect)
APF support.

4. Central Successor Civilian NAFI. The Successor Civilian NAF
at departnental |evel that has been designated to provide
financi al support and assistance to all civilian NAFIs within or
assigned to the departnent; to receive and retain or

redi stribute, as appropriate, excess or residual assets of
civilian NAFls; and to assunme any residual liabilities of a

di ssolved civilian NAFI. NAVPERSCOM ( PERS- 65) nanages the Navy
Successor Civilian Central Fund.

5. Guvilian Enpl oyee MAR Activity. An MAR activity, either
Category Il or Category 1V, established at installations where
there are sufficient nunbers of civilian enpl oyees to warrant
establishment and that can sustain prograns through a NAFI. At
nost installations, the mlitary MAR activity is able to
accomodat e the interests and needs of the civilian workforce and
a separate CMAR activity/ NAFI is unwarranted. Wen warranted,

i Encl osure (1)
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CMWR activities are established for the confort, pleasure,
contentment, and nental and physical inprovenent of Departnent of
Def ense (DOD) civilian enpl oyees and ot her authorized patrons.
Since APF resources are not to be provided by direct dollar
support, the generation of NAF inconme is indispensable to
sustaining all CMAR prograns.

a. Category Il CMWAR Activity. A CMAR activity and its
associ at ed NAFI properly established to provi de goods and
services through resale activities to authorized patrons and to
share revenue with designated Category |V CMAR prograns.

b. Category IV CMAR Activity. Since the primary patrons are
civilian enpl oyees, the primary beneficiaries of Category IV MAR
prograns are civilian enployees. GCvilian Category |V prograns
meet MAR needs of military personnel when there are no
installation Mlitary MAR prograns avail able. At such | ocations,
the extent of the program nust necessarily be within the
financial constraints and capabilities of the CMAR NAFI. Most
program costs nust be borne by the Category IV NAFI, which, in
turn, is largely dependent on Category Il CMAR NAFI divi dends.

6. Civilian Enployee NAFI. An integral DOD organi zation that
perfornms an essential governnent function. A CMAR NAFI acts in

its own nanme in providing funding support to Category Il and IV
CMAR activities for civilian enpl oyees and ot her authorized
patrons. It is established and maintained unilaterally or

jointly by a mlitary departnent. As a fiscal entity, each CWR
NAFI mai ntai ns custody of and control over its nonappropriated
funds (NAFs). It is not incorporated under the |laws of any State
or the District of Colunbia and it enjoys the | egal status of an
instrunmentality of the United States.

7. CWMAR Director. The chief operating and financial officer of
a CMAR organi zation and its NAFI. Could be | ocated at either or
both the installation and regional |evels.

8. CMAR Food and Beverage Program CMAR food and beverage
prograns are on-base, custoner-driven Category Il CMAR busi ness
activities ranging fromcafeterias to nobile canteens. CMAR food
and beverage prograns pronote and nmaintain the well being,

noral e, and efficiency of the civilian workforce. CMAR food and
beverage outlets may include such services as dining roons,
banquet roons, catering services, snack bars, delis, cafeterias,
and vendi ng operations. CMAR food and beverage outlets are
established to supplenent, not to conpete with, those services
offered by mlitary MAR food and beverage activities.

i Encl osure (1)
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9. Common Support Services. Comon support services are those
that protect the health and safety of all participants,

enpl oyees, resources, and property on base and provi de support
that is of a nore physical nature, e.g., facility and facility
systens mai ntenance and repair, structural integrity of
facilities, fire and security maintenance, handi cap
accessibility, snow renoval, sewage and trash renoval

Addi ti onal common support services include such services as human
resources office (HRO, conptroller, legal, and background check
servi ces.

10. Concessionaire. A private sector commercial enterprise
under contract to an authorized NAFI for providing
goods/ servi ces.

11. Custodian. An individual appointed by witten authority to
a post of responsibility and trust to exercise admnistrative and
executive control of a CMAR NAFI and charged with accountability
for NAF resources.

12. Decentralized CMWAR Activities. CMAR activities not

oper ati ng under NAVPERSCOM Recreation and Mess Centralized
Accounting System (RAMCAS) or the Accounting and I nformation
Managenent System (AIMS). Decentralized CMAR activities wll
normal Iy be authorized by NAVPERSCOM (PERS-65) to use the cash
basi s accounting nmethod. Under cash basis accounting, revenue is
recogni zed when cash is received fromthe custoner and expenses
are recogni zed when cash is actually paid for the itemor service
recei ved.

13. Executive Control and Essential Command Supervi si on ( ECECS)
Those managerial staff functions and positions | ocated above the
di rect program rmanageri al and operational |evel of individual
CMAR prograns that support planning, organizing, directing,
coordi nating, and controlling the overall operations of CMAR
progranms. ECECS consists of program fiscal, |ogistical, and

ot her managerial functions required to ensure oversight.

14. Mlitary MAR Program The termused by Navy to identify
recreation, social and child care activities adm ni stered by
NAVPERSCOM M litary MAR prograns are designed to provide
essential MAR m ssion support services, comunity support
prograns, business activities’ prograns, as well as prograns that
will effectively contribute to the norale, well-being, and
quality of life (QO) of Navy personnel (i.e., active duty, ready
reserve, DOD civilians, and their famly nmenbers, as well as

ot her authorized individuals and groups).

i Encl osure (1)
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15. Morale and Recreation Prograns. These prograns consi st of
activities, facilities and services to provide recreational and
free-time, self-devel opnent and general welfare prograns for DCD
civilian enpl oyees and ot her authorized patrons. CMAR prograns
are established to supplenent, not conpete with, simlar prograns
offered by mlitary MAR activities.

16. MAR Fund. A NAFI established to provide MAR prograns,
activities, and services.

17. NAFs. Cash and other assets received by a NAFI from sources
ot her than nonies appropriated by Congress of the United States,
primarily fromsale of goods and services to DOD mlitary and
civilian personnel and their famly nmenbers and used to support
or provide MAR prograns. NAFs are governnment funds and are used
for the collective benefit of Navy personnel who generated them
These funds are separate and apart from funds under the direct
cogni zance of the Treasurer of the United States.

18. Navy Installation. For the purposes of this instruction,
real property controlled by Departnent of the Navy (DON) or
occupi ed by Navy personnel, such as a base, site, building or
ot her | ocation.

19. On Prem ses Consunption. Use or consunption within the
confines of Navy installations. Refers to sales restrictions of
food, beverages, tobacco, or other consumabl e, expendable
products in quantities of |less than a carton, box, or other

mul ti-itemcontainer. Specifically excludes authorization for an
itemto be sold for off-prem ses consunption

20. Private Organi zation. A self-sustaining and non-Feder al
entity (e.g., credit unions, United Services Oganization (USO,

| odges (fraternal or benevol ent organizations), veteran's

organi zations, chief’s organization, w ves’ clubs, ethnic group
affiliations, sports officials’ organizations, scouting

organi zations, little | eague) incorporated or unincorporated, and
constituted or established and operated on a Navy installation,
with the witten consent of the base commander or higher
authority, by individuals acting exclusively outside the scope of
any official capacity as officers, enployees, or agents of the
Federal governnment. Private organizations are not NAFlIs and
there is no official relationship between their activities and

t hose of DOD personnel who are nenbers or participants. Due to
the nature of the functions that they performand the particul ar
characteristics of these organi zations, which provide for limted

iv Encl osure (1)
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government supervision, they are not held to be an integral part
of the Navy organization.

21. Program Manager. A conmand or office authorized by the
Secretary of the Navy (SECNAV) to adm nister technical direction
and coordi nate adm ni strative and managerial control over an MAR
group or activity. For exanple, NAVPERSCOM (PERS-65) is the
program manager for Navy’'s CMAR Program

22. Volunteers. Individuals who do not neet the definition of
“enpl oyee.” Under such circunstances, there is neither an

i nplied nor expressed conpensati on agreenent. Services perfornmed
by volunteers are personal services, which, if left unperforned,
woul d not necessitate the assignment of an enployee to perform

t hem

v Encl osure (1)
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CHAPTER 1
GENERAL PROVI SI ONS

101. Purpose. This regulation anplifies the policies and
procedures governing the establishnment, operation, control, and
di ssolution of Navy CMAR NAFIs contained in reference (a). CWR
NAFlI s are functions of DON and financially support the MAR
prograns devel oped for DOD civilian enpl oyees, as authorized by
reference (b). These prograns and activities include enpl oyee
food and other resale, and recreation services to enhance the
quality of work-life at DOD installations. This instruction does
not apply to conventional office coffee nesses that are
restricted to beverage and associ ated pastry/snack itens for

whi ch charges are made only to offset the cost of itens provided.

102. Responsibilities

a. Program Manager. Commander, Navy Personnel Comrand
( COVWNAVPERSCOM) is responsible for the general supervision and
techni cal and adm ni strative guidance for all CMAR activities.
This responsibility is exercised through NAVPERSCOM ( PERS- 65) .
These responsibilities include

(1) establishing MAR program operational policies.
(2) providing technical assistance.

(3) adm nistering systemw de busi ness prograns, e.g.,
centralized accounting, investnents, banking, and personnel
adm ni strati on.

(4) ensuring fair distribution and nonitoring of NAF
resour ces.

(5) devel oping fiscal managenent and control procedures
for efficient use of NAF resources.

(6) establishing procedures and instructions for the
fiscal oversight and review of NAFlIs (e.g., MAR funds and their
activities) to ensure their effectiveness in neeting m ssion
requi renents and the needs of patrons, and to ensure protection
of assets.

(7) oversight, review, and eval uation of the total

program includi ng operations, financial managenent, and civilian
personnel .

1-1 Encl osure (1)
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(8) admi nistrative support for enployee benefits program
(e.g., retirenent system worker's conpensation, health
i nsurance, unenpl oynment conpensati on).

(9) updating appropriate regulations and instructions.

(10) approving establishment and di sestablishnent of CMWAR

NAFI s.

(11) reviewing audit reports submtted by individual
NAFI s.

(12) managenent and control of the Navy Central Civilian
NAF.

(13) distribution of Central NAF assets anong CMAR NAFI s
as appropriate for their collective interests.

(14) training support for CMAR NAFI enpl oyees,
supervi sors, and managers.

b. Immediate Superiors in Command (ISICs). The chain of
command is responsible for the operation of CMAR activities
serving Navy civilian enployees. This includes continual review
to ensure their effectiveness to the sane extent as all other
el enents of conmmand responsibility. CMAR activities shall be
i ncluded in command i nspections conducted per existing
instructions. Under their command authority, ISICs will review
and inspect all MAR funds within their respective commands to
ensure the proper managenent and efficient use of funds.
NAVPERSCOM ( PERS- 65) can assi st by providing technical advice
and, when avail abl e, assistance in conducting reviews and
i nspecti ons.

c. Commanding Oficer (CO or Regional Commander

(1) CO or Regional Commander of the host installation is
responsi ble for the adm ni stration, supervision, and operation of
all MAR prograns on the installation. COs or Regional Comanders
should rely on their on-base mlitary MAR and simlar prograns in
the local community to the fullest extent practicable in
provi ding MAR prograns for the mlitary and civilian workforce.
Separate CMAR prograns shoul d be established only when the
on-base mlitary MAR progranilocal community prograns do not neet
| ocal requirements. When CMAR prograns are necessary, they
shoul d conpl enent, not conpete with, authorized mlitary MAR
prograns which are available for use by civilian enployees. CWR

1-2 Encl osure (1)
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progranms should be regularly reviewed to determ ne whet her
current prograns should continue, be enhanced, or whether new MAR
prograns shoul d be established.

(2) CCs or Regional Conmanders admi ni stering CMAR
activities nust ensure that prograns are properly established,
adm ni stered, reviewed or audited, and operated in a safe and
efficient manner, denonstrating the sane responsibility for CMWR
progranms and assets as any other functional elenment of their
command. COs or Regional Commanders are responsible for the
financial condition of the activity, including safeguard of
assets, and solvency, stability, and disposition of CMAR funds.

(3) At installations with a Category Il CMAR NAFI and a
Category IV CMAR NAFI, the financial integrity of each NAFI shal
be mai ntained. Funds shall not be conbined or consolidated into
a single NAFI, mlitary or civilian, w thout the expressed
witten approval of NAVPERSCOM ( PERS-65). However, this does not
precl ude conbi ni ng managenent of these separate prograns under a
single MAR manager. In admnistering CMAR activities,
redi stribution of CMAR NAFI funds to mlitary NAFls, and vice
versa, i s prohibited.

(4) COs or Regional Conmmanders should use the foll ow ng
alternatives in carrying out ECECS functions:

(a) Ceneral oversight of CMAR activities may be
assigned to the installation s appropriated fund HRO

(b) At installations with a mlitary MAR departnent,
assignment of the mlitary MAR departnent for general oversight
and support of CMAR activities on a nutually agreed basis is
encour aged.

(5) CGCs or Regional Commanders shall conplete the review
in appendix A at least triennially to determne the need for
civilian enpl oyee MAR services, activities, and supporti ng CMWR
NAFI s.

(6) COs or Regional Commanders shall provide authorized
APF support to CMAR prograns to the maxi mum extent possible.
Aut hori zed support is delineated in reference (b) and includes
avai |l abl e and useabl e surplus or excess Governnent facilities and
equi pnrent. For determ ning APF support, both Category Il and
Category IV CMAR NAFI s shall be considered Category C MAR
activities.
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BUPERSI NST 12990. 1A
6 Feb 2004

(7) CCs or Regional Conmmanders are to appoint and assure
proper orientation of CMAR NAFI custodi ans, provide for
appoi ntment or el ection of CMAR NAFI advi sory boards, and approve
or otherwi se act on mnutes of advisory council/board of
governors mneetings.

(8) CGCs or Regional Commanders shall conduct regul ar
fiscal oversight reviews of the MAR activities under their
authority.

(9) CGCs or Regional Conmanders shall nonitor CMAR
activities to ensure their financial success.

(10) CGs or Regional Commanders shall advi se NAVPERSCOM
(PERS-658) and the chain of command when significant
irregularities or serious incidents occur involving fraud,

m smanagenent, or m sconduct.

e. Fund Custodi ans (Fund Managers)

(1) Each CMWAR NAFI will be adm nistered by a fund
custodi an appointed in witing by the CO or Regi onal Commander
The custodian will follow the guidance contained or referenced
herei n/ provi ded by the CO or Regional Conmander. Custodians wll
normal Iy be civilian enployees. Since they are responsible for
the financial affairs of the fund, custodians shall have a
wor ki ng knowl edge of accounting principles and be capabl e of
managi ng funds. In their fiduciary capacity, custodians are
responsi bl e for receiving, safeguarding, disbursing, accounting
for, and otherwi se adm nistering the financial affairs of the
fund. Custodians shall nonitor budgets and financial performance
for conpliance during the operating fiscal year, and ensure
adj ustments are nade, as required.

(2) I'n their admnistrative capacity, custodians wll
serve on the governing council w thout vote, assist the
chai rperson to prepare for and conduct council neetings,
i npl ement or ensure inplenentation of approved council actions,
and supervi se or ensure proper supervision and adm nistration of
t he NAFI work force.

(3) The Dual Conpensation Act prohibits full-tinme
civilian APF or NAF enpl oyees with a schedul ed tour of 40 hours
per week from being enployed in an additional paid position by an
instrunmentality of the U S. Governnent (e.g., a CMAR NAFI). A
full-time APF or NAF civilian enployee of the United States
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Government may be assigned collateral duties as fund custodi an
but may not be given additional conpensation for these additional
duti es.

(4) A NAF enpl oyee may be enployed by the CMAR activity
to serve as custodi an (fund manager).

(5) Personnel charged with the audit or inspection of
NAFlI s or whose duties entail the disbursenment of public funds
wi |l not be appointed custodian or assist in custodian duties.

(6) If the custodian is to be absent for nore than 30 but
not nore than 60 days, the CO or Regi onal Conmander may appoi nt
an acting or interimcustodian to conduct the operation of the
fund.

(7) Personnel responsible for custody of funds at NAF
activities will be bonded by the NAFI concer ned.

f. CMAR Director. The CMAR director is the chief operating
officer of the CMAR activity and is often assigned
responsibilities as fund custodian. The CMAR director is
accountable to the CO or Regional Conmander for the program
content, financial integrity, health, and acconplishnment of the
CMWR m ssion. The CMAR director/fund custodi an (manager) shal
be designated in witing by the CO or Regional Conmander, as the
overall adm ni strator and rmanager of the MAR program The
general financial duties of the CMAR director are set forth in
section C030101D of appendix Cto reference (c).

103. Est abl i shnent, Conti nuance, and Di sestabli shnment

a. Est abl i shnent

(1) A CWR NAFI shall be established only upon the
written authorization of NAVPERSCOM ( PERS- 65).

(2) Requests for establishment (and continuance of any
previ ously unauthorized CMAR) nust be submitted via the
adm ni strative chain of command and the host conmand where
situated, and include the follow ng information:

(a) Purpose and requirenment for the NAFI, including
expl anation of why the existing MAR program (mlitary and
civilian) and simlar off-base commercial facilities, prograns,
and services are insufficient to accommopdate the MAR requirenents
of the civilian workforce.
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(b) Nunber of persons to be enployed or on duty at
the installation by grouping, i.e., APF civilian enpl oyees (as
aut hori zed), NAF enpl oyees, mlitary personnel (as authorized),
enpl oyees of tenant Federal agencies, contractor enpl oyees
working full time on the installation, and all others.

(c) Number of persons, by groupings, for which the
services are required. Mlitary personnel may be included in the
justification only if little or no mlitary MAR program exi sts on
the installation. Also, furnish this information for a building
or area of the installation if a CMAR Category Il food service
resale activity is to be so concentr at ed.

(d) Space criteria allowances, availability of
facility space and surplus Governnment equi pnent, and estimte of
APF support authorized and budgeted for the current and foll ow ng
full fiscal year.

(e) Proposed CMAR activities and services together
with a conplete list of products or itens to be sold and the
proposed estimated prices on which financial projections are
based. Explain the proposed nethod of operation, i.e., direct or
i n-house basis, indirect or contract basis, or by a conbination
of the two.

(f) Any additional information supporting the
request. This may include customary practices of private
enpl oyers in conpeting | abor market areas, unusual enployee
recrui tnment problens the request is expected to alleviate, and
any ot her enpl oyee noral e consi derations.

(3) Under normal conditions, the host conmand is
responsi bl e for adm nistering CMAR prograns for all civilian
enpl oyees of the host installation, its tenant conmands, and
those off-site conmands with civilians assigned in close
proximty of the host command. Unless specifically authorized by
NAVPERSCOM ( PERS- 65), CMAR activities/NAFlIs shall not be operated
by tenant commands or activities. |In those instances where a
separate CMAR programis requested by a tenant command, speci al
circunstances/justification for such action nust be included in
the request. 1In addition to the normal chain of command, al
requests must be forwarded via the host command and its chain of
comand.
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b. Conti nuance

(1) Installation roles and m ssions change, thereby
af fecti ng personnel denographics. Nunbers, physical |ocations,
and conposition of civilian enployees and mlitary groupi ngs may
af fect the patron base and, thus, the financial health of
established CMAR NAFIs. The two principal criteria for
conti nuance of a CMAR NAFI within the sane scope of MAR
activities are

(a) a continuing CMAR program need exists to serve
t he aut horized patron base.

(b) the CMAR activity is projected to remain
financially viable and capable of fulfilling both its financi al
and MAR program conmi t nent s.

(2) Each CWARR activity shall be reviewed not |ess than
every 3 years (triennially) to assess the continued need and to
verify the programis qualified wwthin the standards of (1),
above.

C. Di sest abl i shnent

(1) CWRR NAFIs shall be disestablished in witing by
NAVPERSCOM ( PERS- 65). Requests for disestablishnent nust be
submtted to NAVPERSCOM ( PERS- 65) via the appropriate chain of
command, to include the host installation commander in those
cases where the CMAR NAFI is not adm nistered by the host
installation commander. Redistribution of NAF assets wll be
di rected by NAVPERSCOM ( PERS-65). Distribution of CMAR NAF
funds to mlitary MAR NAFlIs is prohibited by reference (b). Wen
di sestabli shnent of a CMAR NAFI is contenplated, the CO or
Regi onal Conmmander, through the CMAR NAFI custodi an and advi sory
board, will take action to ensure agai nst unnmanaged di ssipation
of assets, unnecessary expenditures, and other wanton actions.

D sbursenments will be limted to the nbst essential operating
expenses; future commtnents will be cancelled; and contractual
agreenents wi Il be phased out, cancelled, or renegotiated, as
appropriate. It shall be the objective of the CMAR NAFI to
conserve the assets of the NAFI to ensure their use by other CWR
NAFIs within the Echelon 2 command, or by the CMAR NAFI system
The foll ow ng di sestablishnment and dissolution actions will be
taken at the appropriate tine:

(a) Notify the responsible Echelon 2 command and
NAVPERSCOM ( PERS- 658) of the proposed actions and dates.
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(b) Act on enployee term nations/transfers per
appl i cabl e NAF personnel procedures.

(c) Collect all receivables.

(d) Liquidate outstanding obligations in an orderly
manner .

(e) Redistribute or dispose of property per sections
321 and 322 of this instruction.

(f) Performa termnal audit. Termnal audits may be
conducted by local or regional over site functions with the
approval of NAVPERSCOM ( PERS- 65).

(2) When dissolution occurs because the installation is
converted to a contracted operation, CMAR NAFI assets will not be
transferred to the APF property accounts or used by the
contractor w thout the advance concurrence of the Echelon 2
commander and approval of NAVPERSCOM ( PERS-65). Approval for
transferring assets will not be given where the predom nant work
force will be contractor enployees. Excess CMAR assets that
result fromconversion to contractor operations wll be
redi stributed to CMAR NAFI s at other | ocations for the collective
benefit of Federal enpl oyees.

(3) As a successor in interest, NAVPERSCOM may take steps
to disestablish any CMAR activity when it is unable to pay its
annual operating assessnent or provide proof of, or paynent for,
casualty, liability, and bonding insurance. It is the command s
responsibility to ensure paynent of assessnents and insurance
prem uns are kept current. Every effort wll be nmade to
comuni cate and coordi nate coll ection of paynments before
NAVPERSCOM i nitiates fornmal disestablishnent procedures.

(4) Upon conpletion of all disestablishnment and

di ssolution actions, residual CMAR NAFI cash assets will be
forwarded to NAVPERSCOM ( PERS- 658) together with an information
copy of the required termnal audit of the NAFI. Action copies

of termnal audits shall be forwarded through the chain of
conmmand.

104. QOperating Principles

a. Federal Instrunentality Status. The services,
activities, and facilities provided through CMAR prograns and
NAFlI s are integral functions of DON
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As such, they are entitled to the immunities and privil eges

enj oyed by the Federal Governnent under the Constitution, Federal
statutes, established principles of |aw, and international
treati es and agreenents.

b. Controls and Supervision. The operation and
adm ni strati on of CMAR NAFI s are exercised through command
channels. Per DOD policy, overall managerial control and
supervision is exercised through ECECS.

c. Federal Cvilian Enployees to Benefit. Civilian enployee
MAR prograns and activities, coupled with their supporting NAF
resources, are established and operated to serve the needs and
interests of all Federal enployees on DOD installations. CMAR
NAFI prograns are also intended to contribute to the recruitnent
and retention of the civilian work force. Enployee benefits are
derived through participation in CMWAR prograns. CMAR activities
wi Il not be operated for the financial profit of any person,
group, or conbination of persons. No individual will have any
financial interest or right, in any manner whatsoever, in any
property used, acquired, or held in the operation of a CMWR
activity. CMAR NAFIs wll not engage in fundraising efforts or
make financial contributions for any charitabl e causes.

d. Limts of Control and Individual Responsibility. The
control and supervision of DOD NAFls at all organizational |evels
entails a system of adm nistration not conparable to operations
in the private sector. The standards of conduct, prescribed in
references (d) and (e), are required of all Federal enployees,

i ncl udi ng NAFI enpl oyees, and are directed toward the elimnation

of fraud, waste, and abuse. Inplenentation of these standards by
NAFIs imts an individual’'s responsibilities, such as in NAF
purchasi ng or in NAF accounting transactions. Internal controls

stress the interdependence of financial transaction steps that
are built on the checks and bal ances i nherent in NAF accounting
systens. These characteristics of the NAFI system nust be fully
understood in the inplenmentation of this and ot her applicable
regul ations, particularly in the resale operations of the
Category Il food service and other authorized resale activities.

e. Overall Mnagenent Guidelines. CMAR NAFI operating
policies, procedures, and guidelines are based on public | aws,
DOD, SECNAV, O fice of the Chief of Naval Operations (COPNAV),
Bureau of Naval Personnel (BUPERS) and NAVPERSCOM regul ati ons.
These | aws, policies and guidelines are designed to maintain
integrity and contribute to effective and efficient managenent.
Policy and guidelines are also intended to achi eve econony in the
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use of resources and equitability in providing needed M\R
progranms for the Federal civilian work force.

f. Health and Fitness Prograns. Enployee participation in
health and fitness activities conducted either on base or in the
civilian community is encouraged and supported. CMAR activities
are effective tools for inplenenting civilian enployee health
pronotion and fitness prograns on the installation.

105. Standard Operating Procedures (SOPs). SOPs shoul d be
devel oped for all CWAR prograns and functions to ensure

consi stency in process, procedures, and operations. The SOP
shoul d address such el enents as goals and objectives, fees and
charges, hours of operation, reservation/rental procedures,
safety regul ations, patron eligibility, enmergency procedures,
openi ng and cl osi ng procedures, cash handling, etc.

106. Joint Funding with MIlitary MAR NAFIs

a. GCuvilian and mlitary MAR NAFls may col | aborate and
jointly fund or provide assets in support of an authorized MAR
event or activity for which there is common participation or
utilization provided that such participation is on an equitable
basis. In order to achieve equitability, the CMAR NAFI patronage
priorities nust be integrated with the mlitary MAR patronage
priorities. For exanple, DOD civilian enpl oyees working on the
installation will have equal priority and an identical (equal)
pricing structure for the jointly funded activity or event
offered to active duty mlitary personnel assigned to the sane
instal l ation.

b. The installation commander will designate one of the
participating MAR NAFI s as the fiscal agent for joint support.
This includes the receipt of, accounting for, and protection of
j oi ned assets, and the transfer and di sbursenent of cash assets
at the appropriate tine, if applicable.

107. Vending Facility Programfor the Blind

a. The Randol ph- Sheppard Vending Stand Act, 20 U S.C
section 107, as anended, accords specified priorities, through
State licensing agencies, to blind persons in operating vending
facilities. It provides for the sharing of certain incone from
NAFI vendi ng machi ne sal es under specific conditions. It also
contains provisions for a suitable site for a sale outlet to be
operated by blind persons when a building is constructed, |eased,
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or renovated by the Federal governnent. These statutory
requi renents are prescribed in nore detail in reference (f).

b. Vending machi ne i ncone generated by CMAR activities wll
be shared with State |icensing agencies for the blind.
Sufficient procedures will be inplenented to provide for the
col l ection of, and accounting for, such vendi ng machi ne i ncone
and for otherw se ensuring conpliance with the requirenents of
this act.

(1) Vendi ng machi ne i ncome-sharing requirenents are as
fol |l ows:

(a) One hundred percent of the vending machi ne incone
from vendi ng machines in direct conpetition with blind-operated
vending facilities will be provided the State |icensing agency.

(b) Fifty percent of the vending machi ne incone from
vendi ng machines not in direct conpetition with blind-operated
vending facilities will be provided to the State-licensing
agency.

(c) Thirty percent of the vending machine i ncone from
vendi ng machines not in direct conpetition with blind-operated
vending facilities and | ocated where at |east 50 percent of the
total hours worked on the prem ses occurs during other than
nor mal working hours will be provided to the State |icensing
agency. Normal working hours are defined as an 8-hour period
bet ween the hours of 0800 and 1800 hours, Mnday through Friday.

(2) The determ nation of whether a vending machine is in
direct conpetition with the blind-operated vending facility is
the responsibility of the CO or Regional Conmander; subject to
the concurrence of the State |icensing agency.

(3) These vendi ng machi ne i ncome-sharing requirenents do
not apply to

(a) inconme fromvendi ng machi nes operated by or for
t he Navy Exchange.

(b) income fromvendi ng machi nes, not in direct
conpetition with a blind-operated vending facility, at any
i ndividual location, installation, or facility where the total
i ncome of machines at such individual |ocation, installation, or
facility does not exceed $3,000 annually.
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(4) The paynent to State |icensing agencies under these
i nconme-sharing requirements nust be nmade quarterly on a cal endar
year basis. Quarterly paynents will be made within 60 days after
expiration of the applicable cal endar quarter.

c. To comply with the revenue-sharing requirenents of the
Randol ph- Sheppard Vendi ng Stand Act, CMAR fund custodi ans wil |
mai ntain the informati on bel ow on a current and accurate basis.
Custodians will verify any information furnished by the servicing
accounting office.

(1) For both direct and indirect (contractor-operated)
vendi ng nmachi nes.

(a) Current inventory of all vending machi nes by
bui | di ng designation (nanme or nunber) and where sited within or
outside the building (e.g., entrance, |oading dock, or third
floor rear).

(b) Products vended and resale price of each product.

(c) Monthly sales by machine and total sal es per
bui | di ng.

(d) Total incone subject to sharing with the
State-licensing agency, by nonth per buil ding.

(e) Anpbunt due the State-licensing agency, by nonth.
(2) For direct vendi ng machi ne operati ons.

(a) Monthly net inconme by machine and total per
bui | di ng.

(b) Monthly pro-rated expenses by machi ne and t ot al
per buil di ng.

(3) For indirect (contractor-operated) vendi ng machi nes.

(a) Monthly net comm ssion incone paid by the
contractor, by machine and total per buil ding.

(b) Any nonthly pro-rated NAF expense associated with

contract managenent, such as utilities, accounting, and
procur enent .
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c. COs or Regional Commanders shall submt a fiscal year-end
report in the format of appendix B, listing the total nunber of
vending facility applications, the nunber approved, the nunber
deni ed, the nunber pending, the total anmount of vendi ng machi ne
i ncome collected and the amount of such vendi ng machi ne i ncone
di sbursed to each State. COs or Regional Commanders shall submt
this data to NAVPERSCOM ( PERS- 658) no | ater than 15 Novenber of
each year covering the previous fiscal year’s (1 October - 30
Sept enber) program

108. Recruiting, Training, and Accepting Vol unteer Services

a. Reference (g) authorizes Service Secretaries to recruit,
train, and accept the services of volunteers in support of famly
support prograns, child devel opment and youth services prograrns,
library and education prograns, and all other MAR prograns.

Ref erence (h) describes the conditions under which voluntary
services may be accepted, the responsibilities of accepting
officials, and the Governnent support of authorized vol unteers
when performng their official duties. The follow ng conditions
must be nmet when accepting vol unteer services:

(1) Volunteers shall not be placed in policy-nmaking
positions, roles, or situations; supervisory positions, roles or
situations over conpensated governnent (NAF or APF) enpl oyees; or
recei ve cash awards or conpensation for services rendered.

(2) Volunteers shall not performduties for which there
is an unfilled manpower requirenent, circunvent the NAF or civil
servi ce personnel systens, or for which fundi ng has been provided
to hire staff or obtain services by contract, or perform
dangerous duties that renders the volunteer unusually susceptible
to injury or to causing injury to others.

(3) Volunteers shall be licensed, privileged, or
appropriately credential ed, as woul d an enpl oyee perform ng the
same or simlar assigned duties.

(4) Volunteers must be supervised to the sane extent as a
conpensat ed enpl oyee providing simlar services.

(5) Volunteers are authorized NAF rei nbursenent for
i ncidental expenses incurred as a result of the services
rendered. Exanples of incidental expenses may include parKking
fees and tolls, general adm ssion costs, subsistence, and | odgi ng
expenses incurred by the volunteer during the provision of
vol unteer services. CGOs or Regional Conmanders accepting
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vol untary services may provide rei mbursenment for incidenta
expenses not normally provided to enpl oyees. Reinbursenents may
i nclude, but are not limted to, |ong distance tel ephone calls,
commuting, and childcare. This applies when such reinbursenents
are determned to be necessary to obtain the voluntary service
and are reasonable in amount and in relation to the value of the
vol untary services benefiting the activity.

(6) Volunteers will be provided with a clear, witten
description of the duties and scope of responsibilities to be
performed. Volunteer orientation and training is authorized to
famliarize volunteers with the organization, their assigned
duties, and the command’ s procedures to docunment the type and
nunber of hours of voluntary services provided, and other
rel evant matters.

(7) Parental consent, in witing, is required for al
unmarried volunteers less than 18 years of age. Volunteers under
the age of 16 years of age shall not be accepted. Additional
State and |l ocal law requirenments may al so apply.

b. Under reference (g), a person providing properly accepted
vol untary services to a NAFI shall be considered an enpl oyee of
t he Federal governnment for worker’s conpensation only with
respect to services that are within the scope of the services so
accepted. Refer to reference (g) for instructions on determ ning
t he amount of conpensation payable. Additionally, volunteers
acting within the scope of the services accepted under this
action will be treated as Federal enployees for the purposes of
determining liability under the Federal Tort C ains Act.

c. Al volunteers for NAF activities shall sign a vol unteer
services agreenent. A sanple is provided at appendix C. The
agreenent nust be conpleted before an individual is allowed to
provi de volunteer services. All volunteer services nust be
accepted by the CO or Regional Commander on behal f of the Navy.
It is the CO or Regional Commander who nakes the vol unteer
avai lable to the MAR activity. Upon conpletion of service, the
dates of volunteer service shall be docunented (see part |V of
t he sanpl e vol unteer services agreenent provided at appendi x C)
A copy of the signed vol unteer agreenent shall be given to the
vol unteer prior to commencing vol unteer services.

d. Appendix C also serves as the conmand’ s and the

vol unteer’s record of volunteer services. Per reference (h), the
supervi sor nmust conplete the bottom portion of appendi x C,
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provide a copy to the volunteer, and maintain a copy at the
command for proof of volunteer services.

e. COCWMMR directors do not have independent authority to enter
into a volunteer services agreenent. Only when CMAR directors
have conpetent “by direction” signature authority fromthe
installation CO or Regional Commander, and the CMAR director is
aut hori zed to sign such agreenents on behal f of the CO or
Regi onal Conmmander, may the CMAR director sign a vol unteer
services agreenent. CMAR directors shall maintain on file a copy
of the “by direction” authority letter signed by the CO or
Regi onal Commander .

109. CMAR Advisory Councils

a. Duties. Cvilian enployees, elected or appointed to a
representational body or council, shall provide overal
gui dance/ broad recomendati ons in the managenent of the CMAR
program its activities, and its supporting NAFI. CMAR advi sory
councils do not have managenent, adm nistrative control, or
custody of CMAR funds. These boards or councils will act in an
advi sory capacity and shall not be involved in the day-to-day
operations of the CMAR NAFI. The CMAR board or council is
responsi ble for reviewi ng and recomendi ng to the CO or Regi ona
Commander, budgets, plans, policies, and procedures for the
operation of the CMAR NAFI. Council nenbers nust be full-tine
civilian enpl oyees of the activity and may not be contractor
enpl oyees. Witten mnutes of each neeting shall be submtted to
the CO Regional Conmander, or the authorized designee for
approval. The CO or Regional Commander will assign to the board
or council responsibility for devel opi ng, recommendi ng, and
overseei ng plans, policies, and procedures of the CMAR NAF
wi thin the provisions of these regul ations. Actions of these
bodi es are subject to the final decision of the responsible
conmander .

b. Conposition. At the discretion of the CO or Regiona
Commander, nenbers of the CMAR advi sory council nay be el ected,
appoi nted, or a conbination thereof. The CWMAR advi sory
council/board will choose a chairperson and a recorder fromits
voti ng nmenbership. Custodians of the CMAR NAFI or their
representative may serve as the recorder wthout vote. The CO or
Regi onal Conmander may augnent the board with non-voting
attendees with special expertise (e.g., legal, procurenent,
financi al nmanagenment, or mlitary MAR enpl oyees). Individuals
involved in the audit or inspection of the NAFI may not serve as
menbers of the CMAR advi sory council/board.
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c. Conpensation. No individual wll receive any
conpensation, special benefits or consideration for serving as a
menber of a CMAR counci |l / board.

d. Involvenent. A council/board may be formed for each
civilian NAFI. A single conbined civilian NAFI council/board may
be established to maintain oversight of the individual NAFIS;
however, the financial integrity of each CMAR activity shall be

mai ntained. In the event there are no mlitary MAR activities
avail abl e and the civilian NAFI supports both civilian and
mlitary MAR prograns, a mninumof one mlitary nenber will be

appoi nted to serve on the CMAR counci |l /board. The nunber of
mlitary council/board nmenbers nay be increased in direct
proportion of the installation mlitary population to the Federal
work force of APF and NAFI enpl oyees.

110. Use of Oficial Tine by Cvilian Enpl oyees. The use of
official duty tinme by civilian enpl oyees for managenent support
to CMAR activities and NAFlIs is authorized on a selective and
occasi onal basis.

a. The use of an APF enployee’s official duty tinme in
conjunction with the adm nistration of CMWAR NAFIs is [imted to
incidental or collateral responsibilities associated with ECECS

(1) CWAR NAFI board or council nenbership duties are a
part of ECECS and nmay be included in official position
descri ptions.

(2) CWAR NAFI custodian and activity managenent functions
that are separate fromeither daily working-1level tasks or the
di rect operation of the MAR activity and its associ ated NAFI are
al so consi dered ECECS functi ons.

b. The exclusion of operating functions and the linmtations
on use of official time for ECECS duties are based on reference
(i1). APF support policy for MAR, specifically personnel -rel ated
expenses, can be found in references (j) and (k).

111. Status of NAFI Enpl oyee. Reference (l) provides that al
NAFI enpl oyees are “Federal enployees within DOD.” However,
because they are paid from NAFs, they are adm ni stered under a
per sonnel system separate fromthat for APF enpl oyees and the
O fice of Personnel Managenent (OPM.
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a. Laws or regulations adm nistered by OPM do not apply to
NAFI enpl oyees, except as provided in 5 U S.C, section 2105, or
as admnistratively adopted by DOD or Navy regul ati ons.

b. Reference (I) prohibits a personal services contract from
bei ng used when a NAFI job requirenent is for enploynent on a
continuing basis. G vilian NAFI personnel guidance is further
provided in reference (m.

c. |If otherwse eligible and qualified, enlisted mlitary
personnel may be voluntarily enployed after duty hours and on a
part-tinme or intermttent basis, and will be recruited, enployed,
and adm ni stered as prescribed for in NAFlI personnel regulations.

112. Services Contracts

a. A NAFI may pay a full-time APF, NAFI civilian enpl oyee,
or amlitary nenber, including an officer, through a services
contract on a one-time or short-term basis for services perforned
during non-duty hours. Such contract services nust require
special skills, talents, or certifications that are not normally
hel d by NAF enpl oyees. Exanples include sports officials and
instructors in recreational or educational activities.

b. A services contract is a witten agreenent between an
i ndi vidual and the NAFI. No enpl oyer-enpl oyee relationship is
creat ed.

c. Services contracts may not be used to effect an
appointnent to a job that requires enploying an individual on a
continuing basis. Such positions will be graded and pai d under
t he appropriate NAF pay schedul e. |ndependent contractors do not
qualify for NAF benefits coverage. NAFIs must include a benefits
wai ver clause in all contracts for outside help. Additionally,
benefits coverage is not provided for private organizations,
concessionaires, or any individual/organization not officially
desi gnated for being under the program managenent of a NAFI under
t he cogni zance of NAVPERSCOM ( PERS-65). | ndependent contractors
nmust be independently insured and are not covered under the
NAVPERSCOM MAR Sel f -1 nsurance Program for casualty or liability.
See reference (n) for nore informati on on insurance requirenents
for independent contractors.

d. Additional information on services contracts i s provided
in reference (m.
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113. Recei pts and D sbursenents

a. Receipts and disbursenents of CMAR NAFIs will be limted
to those prescribed in or authorized by this instruction.

b. Transfers or paynents to mlitary MAR NAFIs will be only
for joint event/activity fundi ng, goods purchased, or services
rendered. Such transfers will take place only when paynent to
t he outside vendor or concessionaire is due.

c. CMAR NAFI assets will not be disbursed, transferred, or
otherwi se distributed to private organi zations or charities.
Contributions to private fund-rai sing causes or charities are an
enpl oyee’ s personal decision, and reference (0) prohibits NAFIs
fromcontributing or disbursing their assets for such purposes.

d. Individuals, organizations, installations and commands
have no proprietary interest in Category Il and |V NAFlI assets.
Benefits are to be derived through enpl oyee participation in
t hese prograns.

114. Requirenent to D sestablish and Di ssolve. MAR NAFIs are
establ i shed and continued for the sole purpose of assisting in
the funding of MAR prograns. |If the program need or the

requi renent for funds no | onger exists, the NAFI will be pronptly
di sestabl i shed per section 103c of this instruction.

115. Transfer of Installation Jurisdiction or Control. \Wen
control of an installation is transferred to a mlitary
departnent other than DON, or to another U S. Governnent
department or agency, the disposition of CMAR NAFI assets or
liabilities will be determ ned through negotiation. These
negotiations will ensure a fair and equitable distribution of
assets in consideration of Federal enployee CMAR requirenents of
the effected installations, and will be approved by NAVPERSCOM
(PERS-65). Negotiations will be based on the foll ow ng:

a. |If DOD civilian enployee MAR prograns are to be continued
at the same | evel, NAFI assets may be transferred to the gaining
departnment or agency.

b. If the CMWAR prograns are to be reduced, NAVPERSCOM
(PERS-65) may aut horize a proportionate share of NAFs to remain
at the DOD installation.

c. |If CWAR prograns are to be discontinued, or if transfer
is to be outside the DOD, residual NAFI assets will be
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transferred as determ ned and directed by NAVPERSCOM ( PERS- 65),
serving as successor in interest.

d. Prior witten approval of NAVPERSCOM ( PERS-65) is
required for the follow ng situations:

(1) Asset transfer to other than a CMAR NAFI

(2) Transfer is contenplated at only nom nal or no
financi al consideration.

(3) Asset transfer includes transaction totals of $5, 000
or nore in cash and investnments/$50,000 or nore in fair market
val uation of all serviceable NAFI property invol ved.

116. Intra- and Inter-Service Support. OCMAR activities wll be
made available to all eligible personnel per the patronage
criteria in section 117 of this instruction. Personnel of tenant
organi zations will be accorded the sanme priority as those of host
organi zations. CGOs or Regional Conmanders will ensure that NAF
resources are applied to conmon installation prograns, rather

t han separate host/tenant activities.

117. CMAR Program Priority Quidance. COs or Regional Conmanders
must conduct a survey of patron interests and an inventory of MAR
activities at least triennially. Both on-base and off-base
facilities will be evaluated in such terns as patron eligibility,
financial and econom c considerations, accessibility, and the
work site environnent. The follow ng guidance applies to
Category Il and IV CMWR activities and the NAFIs that support

t hem

a. Indispensable MAR Activities. The Ofice of the
Secretary of Defense (OSD) has |imted these to MAR activities
established and continued for mlitary personnel in close
relationship to the mlitary mssion. No CMR activities are
categorized as an indi spensable MAR activity.

b. Essential CMAR Activities

(1) These are the minimuminstallation prograns nornally
avai |l abl e as a necessary fundanental core of services for
civilian enployees. Such services nmake a mgjor contribution to
the physical, nental, and social well being of the civilian work
force. In review ng prograns to determ ne whet her on-base CMAR
prograns shoul d be established, continued, or enhanced, or
whet her new MAR prograns be established, the accessibility and
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capabilities of existing Navy Exchange and mlitary MAR prograns
and services, on base commercial alternatives, or civilian
community MAR alternatives, as well as current and pl anned
mlitary and CMAR prograns of adjacent DOD installations, shal
be considered. Installations should rely on local conmunity
prograns to the fullest extent practicable. Separate CWR
installation prograns should be established only when the | ocal
mlitary and of f-base community progranms do not neet |oca
installation requirenents or when such alternatives are not
cost-effective.

(2) Consistent with section 103b(1), above, the foll ow ng
CMAR-rel at ed services are considered essential, due largely to
m ssion or |ocation:

(a) The food service portion of Category 11
di ni ng/ vendi ng activities when such services to the civilian
wor kf orce cannot be satisfactorily net through on-base mlitary
exchange and MAR food services, on-base commercial food service
outlets, or food services in the local comunity. This does not
i nclude resal e of products not essential to nealtinme or workshift
food services, e.g., snacks, confections, refreshnment beverages,
and simlar itens.

(b) Category Il and IV CMAR prograns at | ocations
where a small mlitary population exists and it may necessitate
closing mlitary MAR activities and dissolving the mlitary NAFI

c. Desirable CMAR Activities. These include all remaining
Category Il and IV MAR activities not classified as “essential,”
and whose base of support, appeal, or participation is |ess
critical to norale. The availability, conveni ence, and adequacy
of on-base mlitary MAR prograns and private and public MAR-type
resources in the local communities where Federal civilian
enpl oyees |live are key factors.

118. Energency Preparedness. In planning for nobilization and
depl oynent, disaster, or other nmjor energencies, continuance of
established civilian NAFIs and MAR progranms wi Il be consi dered.
These prograns may be altered or interrupted, depending on the
nature of the emergency or nobilization. However, the provision
of safe and healthful food services for civilian enployees during
t hese enmergency conditions is vital. Category Il CMAR food
service functions should continue as |ong as the responsible
commander or regional director considers it feasible. Wthin
avai |l abl e resources, Category IV CMAR activities can be
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reoriented fromsocial and recreational to welfare, relief, and
ot her energency support as needed.

119. Reporting Requirenents. Commands operating CMAR activities
will forward certified CMAR activity annual financial statenents,
annual vendi ng incone reports, paynent of CMAR activity annual
assessnments, and paynent for liability/bonding insurance, as
appl i cabl e, to NAVPERSCOM ( PERS- 658) by 15 Novenber of each year.
For regionalized CMAR operations, commands will submt the
required reports to the Regional Commander, who will| prepare and
submit a consolidated report.

120. Personnel Adm nistration. Reference (n) provides for the
adm nistration of civilian NAFlI enpl oyees and vol unt eers.

121. Authorized Patronage. The primary purpose of the CMAR
programis to ensure that adequate prograns, activities, and
facilities of a food service or recreational nature are avail able
to enhance noral e and pronote the general welfare of the civilian
work force and other authorized patrons. The follow ng table
|ists groups authorized to use CMARR activities. |If CWR
facilities and prograns cannot accomodate all authorized
patrons, the CO or Regional Commander determ nes specific use
priorities in the follow ng order:

a. Use of Category Il CMAR Resal e and Revenue Shari ng
Activities

CATEGCORY AUTHORI ZED GROUP

1. DODcivilian . Both APF and NAF, and retired DOD
enpl oyees and fam |y civilians.

menber s

2. DOD contract - Working on the installation
per sonnel and

t echni cal
representatives
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CATEGORY

AUTHORI ZED GROUP

3. Arned Forces and
their famlies

Menbers on active duty.

Retired fromactive duty.

Retired fromthe Reserves with Pay, and
retired without pay (gray area).

Menbers of the Reserve Conponents (Ready
Reserve and National Guard; Reservists in
training).

Del ayed Entry Personnel (DEP).

Cadets of Service Academni es.

Menmbers of the Coast Guard.

Commi ssi oned Corps of the Public Health
Servi ce.

Commi ssi oned Corps of the National Cceanic
and At nospheric Adninistration on active
duty.

4. Former/surviving
spouses and famly
menmbers of Arned

For ces Personnel

Unremarried surviving spouses of personnel
who died while on active duty or while in
retired status.

Unrenmarried forner spouses who were narried
to mlitary nenbers for at |east 20 years
while the mlitary nenber was on active
duty to the Armed Forces.

O phans of mlitary nenbers, when not
adopt ed by new parents, under 21 years old
(or over if they are incapable of
supporting thensel ves, or 23 years old if
they are in full-tinme study).

5. O hers separated
fromthe Armed Forces
and their famly
menber s

Honor abl y di scharged veterans with 100
percent Service-connected disability.

Involuntarily separated servicenenbers
under the Transition Assistance Managenent
Program

Personnel separated under the Voluntary
Separation Incentive (VSI) and Speci al
Separation Benefit (SSB) prograns for 2
years after separation.

Medal of Honor recipients.
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CATEGORY AUTHORI ZED GROUP
6. Quests Aut horized visitors to the installation.

I ndi vi dual s who are not otherw se eligible
to use CMAR prograns, when specifically
invited and acconpani ed by an aut hori zed
patron. Installation COs or Regi onal
Commander s approve | ocal rules governing
the nunmber of guests and the frequency of
use at specific facilities.

b. Category 1V CMWAR Recreation Activities

CATEGORY

AUTHORI ZED GROUP

1. DOD civilian
enpl oyees and fanily
menber s

Bot h APF and NAF.

2. DOD contract
per sonnel and

t echni cal
representatives

Working on or logistically supported by the
install ati on.

3. Arned Forces and
their famlies

Menbers on active duty.

Menbers of the Coast Guard.

Menbers of the Reserve Conponents (Ready
Reserve and National Guard; Reservists in
training).

Del ayed Entry Personnel (DEP)

Cadets of Service Acadeni es.

Commi ssi oned Corps of the Public Health
Servi ce.

Commi ssi oned Corps of the National Cceanic
and At nospheric Adninistration on active
duty.

4. Arnmed Forces
retirees and famly
menber s

Retired fromactive duty.

Retired fromthe Reserves with pay, and
retired without pay (gray area).
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CATEGORY

AUTHORI ZED GROUP

5.  Former/surviving
spouses and famly
menbers of Arned

For ces Personne

Unremarried surviving spouses of personnel
who died while on active duty or while in
retired status.

Unrenmarried forner spouses who were narried
to mlitary menbers for at |east 20 years
while the mlitary nenber was on active
duty to the Arned Forces.

O phans of military nenbers, when not
adopt ed by new parents, under 21 years old
(or over if they are incapable of
supporting thensel ves, or 23 years old if
they are in full-tinme study).

6. Ohers separated
fromthe Arnmed Forces
and their fanly
nmenbers

Honor abl y di scharged veterans with 100
percent Service-connected disability.

Involuntarily separated servicenmenbers
under the Transition Assistance Managenent
Program

Personnel separated under the Voluntary
Separation Incentive (VSI) and Speci al
Separation Benefit (SSB) prograns for 2
years after separation

Medal of Honor recipients.

7. Retired DCD
civilians and fanily
nmenbers

Bot h APF and NAF.

8. Quests

I ndi vi dual s who are not otherw se eligible
to use CMAR prograns, when specifically
invited and acconpani ed by an aut hori zed
patron. Installation COs or Regional
Commander s approve | ocal rules governing
the nunmber of guests and the frequency of
use at specific facilities.

c. Arnmed Forces patron groups in the tables at sections 117a

and 117b, above, shall enjoy the sanme priority as DOD civilian
enpl oyees and famly nenbers when there are no mlitary MAR
prograns available for mlitary personnel at the installation.
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d. Acconpani ed guests and authorized visitors to the
installation may participate in recreational and athletic
activities, but may not purchase nerchandi se, other than food,
beverages, and vendi ng machi ne itens.

e. Foster Children and Au pair Foreign Nationals. Foster
chil dren of authorized CMAR patrons and unacconpani ed au pair
foreign nationals residing with authorized CMAR patrons who are
their sponsors, are authorized access to CMARR facilities on the
sane basis as their sponsor. For purposes of CMAR patronage, the
foll owi ng definitions apply:

(1) Foster Child. A child, other than a sponsor’s
bi ol ogi cal or adopted child, who is residing in a sponsor’s hone,
and whose care, confort, education, and upbringi ng have been
entrusted to the sponsor on a tenporary or pernmanent basis by a
court or civilian agency, or by a parent of the child.

(2) Au pair Foreign National. A young adult, 18-26 years
of age, from another country, accepted by a United States
| nf ormati on Agency (USI A)-approved au pair organi zation, and
afforded the opportunity to learn and live with a mlitary famly
within the United States while attending an accredited
post -secondary institution of higher education for not |ess than
6 hours of academ c credit or its equivalent. The host famly
assunes responsibility for the au pair’s room and board,
remuneration for childcare services provided, and ot her
contractual ly agreed upon expenses for the duration of a m ni num
period of 12 nmonths as is required by USIA. These au pair
foreign nationals are authorized access to CMRR facilities.

122. ldentification of Patrons. O ficial DOD identification
cards/ badges or locally approved identification procedures shal
be used to verify patron eligibility and relative priority, as
required. No verification of identification is required for use
of Category Il CMAR food service facilities or vendi ng nmachi nes.
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CHAPTER 2
AUTHORI ZED PROGRAMS AND ACTI VI TI ES

201. Types of CMAR Activities. OCMAR activities are categorized
based on their functional and financial characteristics per
reference (p). APF entitlenent to CMAR activities is contained
in reference (b). CMAR activities receive only common (i.e.,
indirect) APF support. Common support are those that protect the
health and safety of all participants, enployees, resources, and
property on base and provide support that is of a nore physi cal
nature, e.g., facility and facility systenms nai ntenance and
repair, structural integrity of facilities, fire and security
mai nt enance, handi cap accessibility, snow renoval, sewage and
trash renoval. Additional conmon support services include such
services as HRO, conptroller, legal, and background check

servi ces.

202. Category Il CWMAR Activities (lnconme-Generating and Resal e
Activities)

a. Category Il CMAR NAFIs have the three-fold m ssion of
sel |l ing nerchandi se and services, sustaining thenselves, and
sharing incone. This financial relationship is based on
references (o) and (q). Coordinated pl anning, progranm ng, and
budgeti ng between Category Il and IV CMAR NAFIs is essential.
Conpetition by a Category IV CMAR NAFI with the resale m ssion of
the Category |1 CMAR NAFI underm nes the generation of food
services incone and reduces the anount of revenue to be shared.
Conversely, valid income needs of the Category IV CMAR NAFI nust
be recogni zed in the financial planning/budgeting process of the
Category Il CMAR NAFI

b. Category Il CMAR activities are those functions that have
the capability of producing revenue through resale and services
to authorized patrons. The food service portion of civilian
revenue- producing activities is considered an essential MAR
function. Although civilian enployee food and vendi ng services
are the major revenue producers, other MAR activities are
i ncl uded when goods and services, directly related to the purpose
of the activity, are sold.

(1) Sale of Merchandi se

(a) Food in prepared formfor on-prem se and take-out
service, and delivery of individual orders.

2-1 Encl osure (1)



BUPERSI NST 12990. 1A
6 Feb 2004

(b) Essential toilet articles, only when the | ocal
NEX is closed or not available and at a price no |less than the
NEX selling price for the same product.

(c) Sundry nmerchandi se such as candy, newspapers,
souvenir itenms with the CMWAR food and beverage activity | ogo,
e.g., T-shirts, hats and cups. Sale prices of these itens wll
be no |l ess than NEX pri ces.

(d) Tobacco products, subject to the foll ow ng
restrictions:

1. To those MAR food and beverage activity
patrons at |east 18 years old who are authorized NEX privil eges.
Limt of two packages per day at a price no |ess than the NEX
singl e package-selling price. A custoner's identification wll
be checked if the buyer's age is not known to be over 18, and
appears to be under 27.

2. Resale activities will not sell single
cigarettes or packs containing fewer than 20 cigarettes, provide
free sanples of any tobacco product, give any gift or "give-away"
itemin exchange for a tobacco "proof of purchase" or as part of
a tobacco sale, or sell tobacco products in other than a
face-to-face exchange, i.e., sales may not be made by vendi ng
machi ne or by mail.

(2) Catering Services. MAR catering services is normally
a function of the host installation’s mlitary MAR program The
general policy is that CMAR food and beverage activities shal
not conpete with the mlitary MAR s catering program

(a) CWR activities nust obtain prior approval of the
host installation CO or Regional Conmander to provide catering
services, including the on-base |ocations where such catering
services wll be offered.

(b) For patrons off the installation, CMAR catering
activities are limted to preparing food itens, nonal coholic
beverages, supplies, and rental of various itens for pick-up at
the MAR food and beverage activity by the patrons or their
representative. This pick-up may consi st of conplete neals,
reception itens, etc., and is not limted to customary party
trays.

c. Unless otherw se authorized, CMAR NAFI resal e operations
(including civilian food services and vendi ng machines |ocated in

2-2 Encl osure (1)



BUPERSI NST 12990. 1A
6 Feb 2004

Category IV civilian recreation facilities) are to be conducted
by Category Il CMAR NAFI

d. Each activity nmust generate sufficient NAF inconme to be
operationally (i.e., financially) self-sustaining. The
revenue- produci ng activity should al so generate sufficient
overall incone to disburse a budgeted portion to the Category IV
CWR activity. The availability, conveni ence, and adequacy of
NEX, on-base mlitary MAR, and simlar private and public MAR
food service outlets that are conveniently accessible in the
| ocal comunity should be considered prior to establishing an
on- base CMAR food service operation.

e. The command nmay contract for sone or all of its CMWAR
resal e operations, e.g., food service operations, food service
and vendi ng machi ne operations, vending machi nes operations only,
etc. Contracts will be processed per reference (q). In
soliciting contracts for food service/vendi ng nachi ne operations,
the provisions of the Vending Facility Programfor the Blind on
Federal Property, as addressed in reference (f), nust be
t horoughly revi ewed and fol |l owed where applicable. The | ocal
Navy Exchange will be included as a potential contractor for
vendi ng machi ne service for any CMAR NAFI. Additional
informati on on contracting and sanple contracts are contained in
appendi x D.

203. Category IV MAR Recreation Related Activities

a. Includes those functions, activities and prograns that
enhance the norale of civilian enployees by pronoting a sense of
wel | being through on-base physical and nental self-devel opnent
prograns of a recreational nature. Although these Category IV
CMWR activities may generate |limted inconme fromfees and charges
incidental to their operation, they are |argely dependent on the
NAF support provided by the Category Il CMAR activity and limted
APF support as authorized in reference (b) and section 410 of
this instruction. The availability, convenience, and adequacy of
on-base mlitary MAR, and simlar private and public MAR
resources in the |l ocal communities where Federal civilian
enpl oyees live, are key factors in devel opi ng on-base CMAR
pr ogr amns.

b. The need for Category IV CMAR activities to generate
funds to finance their prograns is recogni zed; however, in
conducting resale activities, it is not intended or desired to
foster undue conpetition between civilian and mlitary MAR resal e
or NEX resale activities. (For exanple, the offsetting of a
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portion of the cost of theater tickets fromthe civilian
recreation activity is conmon practice, but these reduced price
tickets should be limted to authorized civilian enpl oyees, which
i ncl udes DOD tenant activities and agencies on the installation.
Wien military MAR on the installation offers the sanme theater
tickets for sale but without the offset, the CMAR ticket outl et
shoul d charge mlitary personnel the sane price as at the
mlitary MAR ticket outlet.)

c. Category IV CMWR activities may engage in the follow ng
prograns and activities when approved by the CO or Regi ona
Commander :

(1) Operation of recreation centers and enpl oyee | ounges.

(2) Ofer intramural athletics and sports prograns and
participate in intranural |eagues of the civilian community.

(3) Provide group activities serving speci al
recreational, social, hobby, or occupational interests of a
[imted nunber of enployees, e.g., stanp clubs, square dancing,
aerobics, etc. The opportunity for participation, however, nust
be extended to all interested enployees. Sone groups may be
organi zed on a one-tine or tenporary basis for a particul ar
pur pose such as tours, gane attendance, or entertainment events.

(4) Carnivals, anusenent conpanies, or simlar types of
entertai nment. CMAR NAFIs contenplating contracts with
carnival s, anusenent conpanies, or simlar comrercial
entertai nment enterprises will be guided by references (n) and
(q). Advice and counsel should be obtained fromthe |ocal staff
j udge advocate (SJA) office. Alternatively, such activities may
be conducted jointly with the Category Il CWMAR NAFI or the
mlitary MAR NAFI as |long as costs are shared proportionately.

(5) Hold contests for awards and prizes in conjunction
wi th programmed MAR activities, subject to the conditions in
references (d) and (e). In scheduling any event, the provisions
of reference (e) prohibiting any ganbling activity (including
|otteries, pull tabs, pools, ganes for noney or property, or sale
or purchase of nunber slips or tickets on governnment
instal l ations) must be consi dered.

(6) Subsidize/offset the cost of social activities such

as dances, parties, and picnics, dinner theaters, etc. However,
the cost of al coholic beverages at these events nust be borne by

2-4 Encl osure (1)



BUPERSI NST 12990. 1A
6 Feb 2004

the individuals concerned. NAFs shall not be used to subsidize
al cohol i c bever ages.

(7) Award door prizes, except alcoholic beverages, at
speci al events. See section 207 of this instruction for cash
prize awards.

(8) Participate in installation-wi de events. These may
be patriotic, historical, cultural, or of simlar thenes.

(9) Provide retirenent nmenentos when the cost of an
i ndi vi dual nmenmento does not exceed $50 and is provided to al
retiring Federal enployees.

(10) Provide personal convenience itens for the
wor kf orce, e.g., mcrowave ovens placed in work sites for
enpl oyee use, books and magazi nes for on-base circulating
libraries, etc.

(11) Preventive nedicine "Wllness Progranms.” These
progranms nust be essential and approved by |ocal nedical officers
per policies established by the Surgeon General of the Navy, but
for which APFs are not authorized. However, CMAR NAFs wi |l not
be used to purchase serum or otherw se provide an i nmruni zation
program for civilian enployees. This policy is based on
potential liability problens that may arise regardl ess of any
si gned rel eases.

(12) O fer merchandi se or services necessary to
participate in a civilian activity (e.g., golf itens at a golf
course, bowing itens at bowing |lanes, etc.). Collecting
participation fees and charges is not considered a resale
function.

(13) Hol d occasional fund-raising activities oriented to
seasonal observances, such as the sale of holiday cards, Federal
al manacs, and cal endars.

(14) Sponsor occasional cultural events featuring sales
of items such as antiques, handcrafted coll ector or hobby itens,
or hone-prepared foods. For the latter event, liability
insurance is required and nust be obtained by the sponsori ng CMAR
NAFI .

(15) G ve expressions of thoughtful ness, synpathy, or

condol ence to an enpl oyee or a nenber of that enpl oyee’s
i mediate famly in the event of a serious illness or death.
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Expendi ture for an individual occasion shall not exceed $50 and
shall not be in cash. Expressions nmay be in the form of
donations to religious, charitable, or simlar organi zations
designated by the famly. Such expressions are not considered
prohi bi ted personal gifts.

204. Bingo. Wen not in conpetition with bingo prograns offered
by the mlitary MAR program Category IV CMAR activities are

aut hori zed to conduct bingo, subject to references (d) and (e)
and the regul ations and controls contained in this section.
Speci al groups (e.g., spouses’ clubs, advisory groups, private

or gani zati ons/ groups) are not authorized to sponsor or operate

bi ngo activities. Bingo is authorized on naval installations
within the US., its territories and possessions, which are fully
ceded to the U S. Governnment and on those installations which are
not fully ceded where the playing of these ganes is not

prohi bited by the host State. Qutside the U S., its territories
and possessions, the playing of bingo is at the discretion of the
Area Commander .

a. Regulations. The playing of bingo is subject to the
foll ow ng regul ati ons:

(1) Participation in this activity will be limted to
eligible patrons and up to three bona-fide guests per patron.

(2) CWARR directors/ managers, fund managers, enpl oyees,
and volunteers of the activity sponsoring bingo and their
i medi ate fam |y nmenbers may not take part in the bingo gane or
accept prizes. CGOs or Regional Commanders nmmy inpose additiona
| ocal restrictions regarding those eligible to play bingo.
However, enpl oyees and volunteers may participate in bingo
sponsored by another activity if otherw se eligible.

(3) Sponsors will sign in all guests prior to the
pur chase of bingo cards.

(4) Bingo prizes may be cash or nerchandi se.

(5 At installations inthe US., its territories or
possessi ons where the playing of bingo is authorized, the
cash/ merchandi se prizes or a conbination thereof may not exceed
the foll owi ng anounts:

(a) Where bingo is authorized, the cash/nerchandi se

prizes or a conbination thereof may not exceed 90 percent of
annual bingo revenues.
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(b) Total cash prizes of regular games are not to
exceed $2, 000 per session, but may be increased to $10, 000 once
per quarter, subject to the limts established above.

(c) Ajackpot may start at $1,000 and progress to
$5, 000.

(6) A single merchandise prize, not to exceed $10, 000,
may be awarded but not nore than four tines per year, subject to
the limts established above.

(7) When there is nore than one winner of a prize, the
cash will be divided equally anong the winners. Unless otherw se
agreed by the individual s concerned, nerchandise prizes will be
awarded to the person who wins a coin toss.

(8) Bingo winners will sign their nanes and personal
identification data on the bingo activity sheet before receiving
prizes. |If the winner is a sponsored guest, the sponsor’s nane

will also be recorded. The activity hosting bingo nust maintain
detailed financial records of the bingo revenues and all prizes
pai d. One-gane wi nnings of $1,200 or nore froma bingo gane w ||
be reported on IRS Form W 2G.

(9) Playing of bingo may be included in MAR
advertisenents. Distribution of such advertising material my be
made through the U S. Postal Service when the playing of bingo is
aut horized (or not otherw se prohibited) by the State in which it
is conducted. There shall be no nmention of the dollar val ue of
pri zes.

(10) Control of cash received frombingo card sales wll
be acconplished by using visual or kickout-tape cash registers
along with col ored, double-roll, theater tickets, or
pre- nunber ed, two-part guest checks. Al bingo cards (regular,
t hronaway, or punch-out) w Il be pre-nunbered and any m ssing
cards will be reported to managenent’s attention.

(11) When theater-type tickets are used, the bingo
cashier will give the purchaser a ticket (for the door prize) for

each card purchased. One ticket color will represent cards
selling for one price. Wen cards are sold in nultiples at a
special price, another color of ticket will be chosen and a

ticket given for each card sold. The cashier will retain one
ticket for control purposes and for use in door prize draw ngs.
Bi ngo cards nust be date-stanped or an equival ent nmethod used to
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verify date of purchase. These procedures will apply when bingo
cards are not issued in nunerical order

(12) Wthin these policy paraneters, COs or Regiona
Commanders nust be sensitive to the local civilian conmunity’s
perception and attitudes and use proper judgnent regarding the
type and size of bingo prizes awarded.

b. Electronic Bingo Cards. NAVPERSCOM ( PERS- 65) deens t hat
any device, apparatus, or schene which allows a player in any
bingo activity a material advantage over other players is against
Navy policy and restriction of such is in the players’ interest.
El ectroni ¢ bingo card marking devices (often referred to as
daubers) are deened to provide a player a material advantage
unl ess operated per this section. Follow ng definitions,
restrictions, and standards apply to such devi ces:

(1) Electronic bingo cards are defined as any el ectronic
devi ce or apparatus used by players to identify bingo cards that
contain nunbers or synbols input by a player. These devices
el ectronically store preprinted bingo cards purchased by a
pl ayer. They provide a nmeans for players to input nunbers or
synbol s called by the MAR bingo caller in an el ectronic database
contai ning previously stored bingo cards. This allows the player
to identify those stored bingo cards that contain the nunbers or
synbols called by the MAR bingo caller.

(2) Electronic bingo cards will not be deened to provide
pl ayers a material advantage and nay be used by players on bingo
ganes when the player perforns at |east the follow ng functions:

(a) Input each nunber or synbol called by the MAR
bingo caller into the menory of the dauber unit by use of a
separate i nput function for each nunber synbol. Automatic or
gl obal marki ng of numbers or synbols is prohibited.

(b) Notify the MAR bingo caller when a w nni ng
pattern or “bingo” occurs by neans that do not utilize the dauber
unit or the associated system

(c) ldentify the winning card and display the card to
the MAR bingo caller/ MAR bingo verifier.

(3) Each player using the electronic dauber is limted to
pl ayi ng a maxi mum of 72 cards during any gane.
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(4) MAR bingo callers shall not reserve electronic
daubers for any player.

(5) Bingo players may use el ectronic bingo devices in the
fol | ow ng manner:

(a) Players must input into the device each nunber
cal | ed.

(b) Players must notify the game operator or caller
of a winning pattern of bingo by a neans other than use of the
el ectroni c devi ce.

(c) Managenent determ nes the maxi num nunber of card
faces per gane on each device that players are limted to play.

(d) Electronic bingo devices shall not be reserved
for players. Each player shall have an equal opportunity to use
the avail abl e devices on a first-cone, first-served basis.

(e) Electronic bingo systens are any mechani cal,
el ectronic, el ectronechanical or conputerized device, including
rel ated hardware and software, that interfaces with or is
connected to equi pment used to conduct bingo and which allows a
pl ayer to store, display, and mark the face of a bingo card, five
spaces wi de by five spaces long, with the center space free and
t he ot her spaces containing pre-printed nunbers between 1 and 75,
i nclusive. These electronic bingo systens shall have the
capability to print a representation of all faces played or to be
pl ayed by the device or a receipt with the organi zati on nane,
date, tinme, nunber of cards played and device identification
nunber. | mages of cards or faces stored in an el ectronic device
must be exact duplicates of the printed faces, if faces are
printed.

(f) Managenent’s representative(s) nmay exam ne and
i nspect any el ectronic bingo device and related system Such
exam nation and inspection shall include i mediate access to the
device and unlimted inspection of all parts and associ ated
systens and may involve the renoval of equipnment fromthe gane
prem ses for further testing.

(g) Al electronic bingo devices shall be rented or
ot herwi se provided to a player only by the CMAR activity and no
part of the proceeds of the rental of such devices shall be paid
to an MAR manager, enployee, agent or nenbers of their imedi ate
famly.
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(h) If a player’s call of a “Bingo” is disputed by
anot her player or if an MAR representati ve makes a request, one
or nore cards stored on an el ectronic bingo device shall be
printed by the activity.

(1) Players may exchange a defective el ectronic bingo
devi ce for another device provided a disinterested player
verifies that the device is not functioning. A disinterested
pl ayer shall also verify that no nunbers called for the gane in
progress have been keyed into the replacenent device prior to the
exchange.

(j) Electronic bingo card devices nust neet the
fol |l om ng standards:

1. Be manufactured by |icensed manufacturers.

2. Be sold, |eased, and serviced by |icensed
di stributors or manufacturers, provided that operators may
performroutine mai ntenance on devices under their control.

3. Not be capable of accessing the electronic
conputer systemin any nmanner that would allow nodification of
t he program which operates and controls the dauber units or the
cards stored in the el ectronic database.

205. Unaut hori zed Activities. The follow ng activities,
services, functions, and events are prohibited:

a. Wthout prior witten authorization by SECNAV, the sale
and consunption of al coholic/nmalt beverages at any CMAR NAFI is
prohi bited. Requests for authorization will be submtted to
SECNAV t hrough the chain of command and NAVPERSCOM ( PERS- 65) .
Ref erence (b) refers, and if authorization is given, reference
(r) also applies.

b. Programs and activities, other than CMAR activities,
aut horized to be conducted or funded wth APF (e.g.,
beautification and mai nt enance of grounds, non- MAR enpl oyee
awar ds, change of command cerenoni es and receptions).

c. Gfts, gratuities, or special benefits to an individual
ot her than as authorized in section 202 of this instruction.
Cash or mass gift "give-away," (e.g., Thanksgiving or Christmas
turkeys, gift certificates) to enpl oyees or volunteers of the
CMAR NAFI, or to any individual or group of individuals outside
the CMAR NAFI, is prohibited.
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d. Participation in or support by the CMAR NAFI of charity
drives and cooperative endeavors such as nutual aid, enployee
i nsurance, or death benefit associations, other than authorized
by DON NAFI enpl oyee benefit programs. Such nonetary
participation is considered to be a private, personal matter of
i ndi vi dual decision. (See section 202 for authorized benevol ence
contributions.)

e. Sale of lottery cards, "break-open" or instant bingo
ganes, pull tabs, or other ganes of chance.

f. Certain types of entertai nnent as addressed in section
408.

g. Energency |oans to Federal enployees.

h. Use of NAFs to subsidize the cost of cash prizes (i.e.,
cash prizes will be funded only fromentry fees of that
particul ar event).

i. Conduct of commercial sponsorship activities. Per
reference (k), only mlitary MAR departnents are authorized to
conduct commrercial sponsorship activities and only in support of
mlitary MAR prograns.

206. Advertising. Navy CMAR activities should communicate their
presence and the availability of goods and services they offer to
potential patrons. However, such conmmunication nust be
restricted, as far as possible, to authorized patrons.

a. Advertising is providing conspicuous notice or
information to the public through private and public nedi a.
(Media is any way to convey an advertising nessage. It includes
newspapers, magazi nes, trade and professional journals, special
printed matter, circulars, fliers, posters, signs, radio,
tel evision, and other pronotional devices, such as decals, table
tents, or activity calendars.)

b. CWAR activities nmay not initiate, sponsor, pay or request
paynment for advertising of particul ar goods or services except as
provi ded bel ow

(1) CWR activities may purchase advertising where
aut hori zed in Arnmed Forces newspapers and civilian enterprise
publ i cations produced primarily for distribution on a mlitary
reservation or to authorized CMAR patrons.
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(a) Information may be included about sal es of goods
and services, including brand nanes and item prices for other
t han al cohol i c beverages, including bar prices.

(b) Entertainment and social event advertising may
specify nanes of feature acts, filns, or talents, and adm ssion
prices or cover charges.

(2) Arnmed Forces installation or activity newspapers and
Anmerican Arnmed Forces Radio and Tel evision may carry unpaid
nonconmer ci al news stories, announcenents, and |istings of
services offered by CMAR activities to comand or activity
per sonnel .

c. OCWMWR activities may produce or prepare nedia for |ocal
di ssem nation directly to authorized patrons. |In cases where a
publication is identified with a Navy CMAR activity (e.g., a
cafeteria), it cannot contain comercial source product, and in
the case of food, beverage and entertainnment facilities, bar
prices or material that inplies governnent endorsenent of a
specific commercial product or service. Al nedia produced at
t he expense of a Category Il or Category IV CMAR activity, e.g.,
food and beverage activity, will be mailed at the activity's NAF
expense. A bulk mail permt is recomended.

d. Voluntarily initiated nedia prepared by suppliers and
ot her non-DOD sources that are primarily advertising devices are
not authorized for distribution through official channels. Wen
such nedia are placed in |ocations on DOD installations for
personal pick up, they nmust contain a disclainmer to the effect
that they do not express or inply endorsenent by the Navy or the
Federal Governnent, and they are neither paid for nor sponsored
by them A disclainmer is not required for itens provided as
prem uns.

e. CMAR activities may purchase, prepare, or produce
premuns for distribution to authorized patrons. (A premumis
mer chandi se offered to advertise an activity, product, service,
or event as a bonus or as an incentive to buy. Exanples of
prem uns are ball point pens, plastic rulers, etc., with an
intrinsic unit value of less than $10 retail.)

(1) Activities may al so accept prem uns whose mi ni nmal
intrinsic unit value is less than $10 retail, voluntarily
initiated and prepared by suppliers, except tobacco and al coholic
beverage products, for use by or distribution to authorized
patrons.
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(2) Activities may not solicit funds from suppliers or
ot her non-DOD sources to offset costs of premuns. Neither my
t hey request such suppliers or sources to prepare or provide
special premuns at their expense. Comercial sponsorship is not
avai l able to CWR activities.

f. Activities may use point-of-sale displays and pronoti onal
material, such as reduced price and speci al offer coupons, and
may participate in national and |ocal coupon redenption prograns
available to the public or to the mlitary comunity. The MAR
di rector should evaluate participation in national or |ocal
coupon redenption prograns on a case-by-case basis.

g. Activities may contribute articles and stories for
publication as unpaid information itens in base newspapers, Plan
of the Day, or other nedia that may or may not be intended
primarily for distribution on a mlitary installation to
publicize MAR events and other activities and prograns of general
interest to authorized patrons. Coordination with the | ocal
public affairs office is required when such itens are released to
ot her than internal nedia.

207. Pr onoti ons

a. CWMWR activities are authorized to distribute pronotional
coupons for free or reduced price use of activities and
equi pnent, events, and free or reduced price food or merchandi se
(al cohol i c beverages excl uded).

b. Pronotions conducted by CMAR activities to generate
patron response and sal es are perm ssible and encouraged,
provided all patrons of the MAR program are eligible and invited
to participate. Expenses generated in the pronotions are proper
charges to advertising and pronotions. Inventory and ot her
docunent ati on nust be mai ntained to adequately account for al
expenditures. |Inside pronotions may include, but are not limted
to the follow ng:

(1) Free coffee and tea breaks.

(2) Free rental of recreation equipnent, lunch at the
cafeteria or other consumabl es presented to authorized patrons on
bi rt hdays or special occasions.

(3) Souvenirs or nenentos given on special occasions such
as | ndependence Day, Navy Day, etc.
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(4) Free or discounted price entertai nnent tickets.
(5) Tournanments or contests with prizes to w nners.

(6) Coupon distribution for pronotional events, golf,
bow i ng, food or nerchandi se, free or at a reduced price.

(7) Door prizes at special events.

(8) Al cohol beverages will not be provided as prizes,
gifts, etc., or with free dinners.

208. Cash Pri zes

a. Awards of cash, savings bonds, and certificates
redeemabl e in cash or property for achievenent or proficiency in
appropriate MAR events sponsored by the MAR program are
aut hori zed subject to the foll ow ng provisions:

(1) NAFs will not be used to subsidize the cost of cash
prizes (i.e., cash prizes will be funded only fromentry fees.)

(2) For sonme events, cash awards nay jeopardi ze the
amat eur sports standing of participating athletes. Wen cash
awards are given in conjunction with a sporting event, the
partici pants should be infornmed that acceptance of a cash award
may | eopardi ze their amateur sports standing.

(3) Team awards are authorized for special events only
(e.g., golf, bowing, or softball tournanents). Awards are
l[imted to one per team and nust be funded fromentry fees.

b. Gft certificates redeemable for nerchandi se in | ocal
CMR retail outlets are encouraged.
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CHAPTER 3
FI NANCI AL MANAGEMENT
301. Ceneral. Reference (c) prescribes guidance for DCD
fi nanci al managenent policies for MAR NAFIs. In addition to the

NAF financi al managenent policies contained in reference (c), the
procedures contained in reference (s) apply to all CMAR
activities. Cuidelines for CMAR NAFI s authorized to use
cash-basi s accounting are contained in chapter 10 of reference
(c), and section 306c and appendix E of this instruction. Al
CMAR resources shall be adm nistered economcally and efficiently
t hrough sound financial managenent practices.

302. Financial Posture. CMAR activities are required to be

sel f-supporting, i.e., dependent on NAFs for support. CWMR
activities are authorized very limted APF support (see section
410 of this instruction). |In order to ensure generation of
adequate profits to help finance repl acenent of or additional
equi pnent, upgrading of facilities, expansion of retail
inventory, etc., commands nust closely and continuously review
CMAR NAFI cash, profit and loss, and pricing |levels and revise as
necessary to nmeet such requirenents. Chapter 23 of enclosure (1)
to reference (t) provides policies and procedures for cost
control and guidance, nethods, and fornms that may be benefi ci al
to the operation of CMAR food service operations.

303. Financial Managenent. Reference (c) prescribes standard
NAF accounting principles and practices and is nmandatory for all
DOD NAFI s except the Mlitary Exchanges. NAF accounting
principles and practices are simlar to generally accepted
accounting principles used in the private sector. CWR
activities will follow the guidance contained in reference (c).
Annual budgets prepared per reference (c) will be submtted with
t he recommendati ons of the advisory group/board of governors to
the CO or Regional Conmander for final approval

304. Accounting Procedures for Navy NAFlIs. Reference (s) nust
be used by all NAF accounting offices using centralized
accounting systens devel oped by NAVPERSCOM ( PERS-65). Appendix C
to reference (c) prescribes a uniformaccounting systemfor al
NAFI s within DON. These provisions are intended to increase
efficiency and effectiveness, permt greater control by
managenent, facilitate the conducting of audits by proper
authority, and provide guidance to all participants in the
system General or non-system specific policies and procedures
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are included in chapters 1 through 10 of the core regul ation and
have been excluded from appendi x C of reference (c). For

exanple, the requirenment that NAFlIs conformto generally accepted
accounting principles is not systemspecific and applies to al
DOD NAFIs. Therefore, it is included in the core regulation
(1.e., chapters 1 through 10) and excluded from appendix Cto
reference (c).

a. Double-Entry Accrual Versus Cash Method of Accounting

(1) Double-Entry Accrual Method. Al CMAR NAFIs will use
this system of accounting unless expressly authorized to use the
cash-basi s accounting method by NAVPERSCOM ( PERS- 65) as outlined
bel ow. The general theory of the double entry accounting system
is that whenever any financial transaction or val ue change takes
pl ace, there are two accounting entries involved. These two
entries are expressed as debits and credits. Under accrual
accounting, transactions and other econom c events are recorded
when they occur. Revenues are recogni zed and reported when they
are earned. Expenses are recogni zed and reported when they occur
and are deducted fromrevenue to determ ne incone. Accrual
accounti ng enphasi zes nmatchi ng revenues and expenses associ at ed
with each other in the period in which they occur.

(2) Cash-Method. Only Category Il and Category IV CMAR
activities with annual gross revenue of |ess than $50,000 will be
authori zed to use the cash-basis nethod of accounting. Under the
cash-basi s of accounting, revenue is recogni zed when cash is
received fromthe custoner and expenses are recogni zed when cash
is actually paid for the itemor service received. In addition
to applicable sections of appendix C, reference (c) and section
306 of this instruction contain the specific policies and
procedures for those NAFIs authorized by NAVPERSCOM ( PERS-65) to
use cash basi s accounti ng.

305. Reporting and Analysis. Not |ater than 15 Novenber of each
year, CMAR activities will submt a copy of their annual

end-of -fiscal year financial reports and MAR personnel strength
reports (if applicable), to NAVPERSCOM ( PERS-65) via the chain of
command. Additional guidelines regarding financial reports and
paynent of assessnents are contained in section 306.

306. Funding of Program Managers' Responsibilities for CMAR
Activities. DOD policy requires a source of funding to offset
t he program nmanager's responsibility for oversight of the CMWAR
programand to create a | oan source for CMAR activities.
Requirenents for the CMAR activities funding program are
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a. participation in NAVPERSCOM ( PERS- 65) CMAR Centrali zed
Accounti ng Systens.

(1) Category Il and Category IV CMAR activities with
annual sales (i.e., gross revenue) of nore than $250, 000 per
fiscal year are required to participate in the NAVPERSCOM
(PERS-65) Centralized Accounting Systemfor Cvilian NAFs.

(2) This accounting systemis fully integrated with the
banki ng system and provides nonthly financial statenents to the
command, the CMAR activity, and the appropriate Echel on conmands.

b. participation in NAVPERSCOM ( PERS- 65) Centralized Banking
System Only. Category Il and Category IV CMAR activities with
annual sales (i.e., gross revenue) of nore than $100, 000 per
fiscal year or cash on hand of nore than $100,000 are required to
participate in the NAVPERSCOM ( PERS- 65) Central Banking System
for CMAR activities. Under the centralized banking system
NAVPERSCOM ( PERS- 65) acts as the bank and the system provides

(1) central bank account at a comrercial bank under
contract w th NAVPERSCOM ( PERS-65) which is reconciled by
NAVPERSCOM ( PERS- 65) .

(2) disbursenment checks witten locally by the CMAR
activity, payable through the central account.

(3) 3-months’ supply of disbursenment check stock issued
to the CMAR activity by NAVPERSCOM ( PERS- 65) .

(4) local bank account arranged by NAVPERSCOM ( PERS- 65)
for the CMARR activity to make deposits. This account will be
mai nt ai ned and reconcil ed by NAVPERSCOM ( PERS-65). Any service
charges levied by the bank for deposits, rolled coins, etc., wll
be paid by the CMAR activity.

(5) transfer of funds fromthe |ocal account to the
central account by NAVPERSCOM ( PERS- 65) .

(6) NAVPERSCOM (PERS-65) will invest funds and return a
percentage of the interest earned to the CMAR activity. The
percentage of return will be targeted within three points of the
going comrercial interest rate. CMAR activities investing |arger
anmounts of cash will receive a higher return on their avail able
funds. The portion retained by NAVPERSCOM ( PERS-65) will be used
to of fset the program manager's cost of operations in |ieu of an
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annual assessnent (paynent) that normally acconpani es the year-
end financial statenent.

c. small civilian activities. Category Il and Category |V
CMAR activities with cash on hand or gross incone of $100, 000 or
| ess per fiscal year that are not required to participate in the
NAVPERSCOM ( PERS- 65) central banking systemw || :

(1) maintain | ocal bank accounts. The COw Il notify
depositories in witing that NAVPERSCOM i s the successor in
interest to the MAR fund bank accounts and that the bank w ||
have no responsibility after transfer of funds to or under the
order of NAVPERSCOM ( PERS-652). A copy of these letters will be
f orwarded to NAVPERSCOM ( PERS- 652 and PERS- 658D1).

(2) investnment of excess cash. Only decentralized CMAR
activities are authorized and encouraged to locally invest excess
cash. Excess cash is noney on hand, which is not required for
day-to-day operations. These excess funds will be invested in
short-term Federally insured, interest bearing accounts, (e.g.,
certificates of deposit, noney market fund accounts, and
I nt erest-bearing savings/checki ng accounts). Investnent
maturities are limted to 1 year or less to ensure the | ocal
activity is liquid enough to neet liabilities.

(3) remt to NAVPERSCOM ( PERS-65) an annual assessnment to
defray the cost of CMAR program oversight responsibilities. The
assessnent is determ ned by a graduated scal e based upon total
revenues generated by the CMAR activity during the fiscal year.
CMAR activities with annual revenue | ess than $25, 000 are exenpt
fromthis requirenent.

(4) within 45 days follow ng close of the fiscal year,
CMAR activities that do not participate in the NAVPERSCOM
(PERS-65) Centralized Nonappropriated Fund Accounting Systemw ||
submt a verified (by the local or regional audit function)
financial report (as of the end of the fiscal year), together
with an assessnent paynent (based on the scale below), to
NAVPERSCOM ( PERS- 658) via the chain of command. A sanple
financial report format for activities authorized to use
cash-basi s nmethod of accounting can be found in appendix E. Al
other CMAR activities required to use the accrual -based
accounting nmethod and not participating in the NAVPERSCOMV
(PERS-65) CMAR Centralized Accounting Systemw ||l submt locally
prepared financial reports in balance sheet and i nconme statenent
format.
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ASSESSMENT PAYMENT FORMULA

TOTAL CASH REVENUES TOTAL FEE
$ 0 - 25,000 = $ 0
$25,001 - 70, 000 = 225
$70, 001 - 85, 000 = 275
$85, 001 — 100, 000 and over = 325

(5) small CMAR activities may participate i n NAVPERSCOMV
(PERS-65) CMAR Central Accounting System (Al M5) at no additional
cost. This accounting systemis fully integrated with the
banki ng system and provides nonthly financial statenents to the
command, CMAR activity, and appropriate Echel on comands.

d. CMAR NAFI Participation in NAVPERSCOM M litary MAR NAF
Payroll Services. For a mnimmcost, all CMWR activities can
partici pate i n NAVPERSCOM (PERS-65) mlitary MAR NAF payr ol
services. A full range of payroll services including issuance of
W2 forms, direct deposit, sick and annual |eave reports,
signature-ready 941 forns, time card | abels, check-signing,
gquarterly earnings records, etc., is provided.

e. Oher Prograns/ Services Ofered by NAVPERSCOM ( PERS- 65)
Program Manager for Large and Small CMAR Activities

(1) Navy CMAR NAFIs may | end noney to other Navy CMAR
NAFI s subject to approval by the affected | ocal CO and Regi ona
Commander who will be guarantors on any | oans. Loans may be
interest-bearing or interest-free as agreed upon between the
parties, with terns not to exceed 5 years. NAVPERSCOM shall be
provi ded official notification of all |oans nade to any CMW\R
NAFI . This notification will indicate the purpose of the |oan
and the terns and conditions of repaynent, as agreed upon between
t he NAFI s.

(2) Travel and per diemfor all NAVPERSCOM ( PERS- 65)
on-site assist visits and consulting services to include
operations, vending facility program child care, accounting,
per sonnel managenent, etc., shall be borne by the CMAR activity
requesting the visit.

(3) All CWAR NAFIs with NAF enpl oyees may participate in

NAVPERSCOM NAF enpl oyee benefit prograns. Enployer's share of
any benefit program adm ni stered by NAVPERSCOM ( PERS-65) w Il be
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borne by the participating CMAR NAFI. Additional information
about the CMAR NAF benefit programis avail abl e from NAVPERSCOM
NAF Personnel and Benefits Branch (PERS-653).

f. For guidance on participating in the NAVPERSCOM ( PERS- 65)
MAR Sel f -1 nsurance Program see section 310.

307. Financial Ratio Analysis. There are three key financial
rati os that can be quickly determ ned from bal ance sheet dat a.

a. Current Ratio. Divide current assets by current
liabilities in order to nmeasure the CMAR NAFI's ability to pay
current obligations. GCenerally, a ratio of 2:1 or higher is an
i ndi cation of a sound short-termfinancial position. A higher
current ratio may indicate that conversion of some current assets
to fixed assets through the next capital expenditure budget is
appropriate. The dollar anmount by which current assets exceed
current liabilities is referred to as "net working capital."

b. Acid Test Ratio. The neasure of liquidity may be
expressed as current assets mnus inventories and prepaid
expenses divided by current liabilities. As a nunerical
relationship it is ternmed the acid test or "quick ratio,” and a
ratio of 1:1 or better is considered satisfactory. It is a
reflection of the CMAR NAFI's true liquidity and ability to pay
creditors quickly. CMAR custodi ans and advi sory councils nust
monitor the ratio closely. A ratio less than 1:1 indicates the
NAFI is operating short of cash and may not be able to neet even
short-termliabilities.

c. Fund Equity Ratio. The net anmount resulting from
subtracting the CMAR NAFI's total liabilities fromits total
assets represents its financial worth. The ratio of fund equity
to total assets is another measurenent. A growh in equity is
necessary to fund stability and is another indication of
financial health. Custodians nust be alert to a trend of fund
equity decreases. For exanple, a nore rapid rate of liability
i ncreases than asset increases wll act to decrease fund equity.
Ti mel y managenent corrections nust be made to reverse such
unfavorabl e trends.

308. Audits and Fiscal Oversight. Reference (b) requires

i ndependent audits to be perforned at NAF expense by |icensed
certified public accountants (CPAs) or by APF personnel on a
rei nbursable basis for all CMAR activities with annual gross
revenues of $250,000 or nore. Wen CPAs are used, requests for
contracts are to be coordi nated with and approved by Naval
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Audit Service before issuing a solicitation package, per
references (u) and (cc). Commands with a CMARR activity that has
annual gross revenues of $250,000 or nore should ensure that
proposed contracts for CPA auditing services are coordi nated and
approved. Al so, commands nust request pre-acceptance review by
the Auditor Ceneral of the Navy for work conpl eted under
contracts with non-Federal auditors before making final contract
paynment per reference (cc). CMMNR activities are also to be
included in the local command's fiscal oversight and review
program Reference (u) applies.

309. Pronpt Paynent of Accounts. The Pronpt Paynment Act (PPA)
of May 21, 1982 (P.L. 97-177), anended 17 Oct ober 1988 (P.L.
100-496), requires Federal agencies (including NAF activities) to
make paynents in a tinely manner. |If a paynent to a contractor
is late, an interest paynent also is due to the contractor and
shoul d be nade without a contractor having to request the

i nterest paynent. Specific policy and procedures, record

keepi ng, conputation of interest paynents and reporting

requi renents are contained in reference (v).

310. Insurance Requirenments

a. CMAR NAFIs are required to obtain and maintain insurance
coverage prescribed in reference (n) through a conmerci al
i nsurance conpany or paid-participation in the NAVPERSCOMV
(PERS- 65) MAR Sel f -1 nsurance Program

b. Application for participation in the NAVPERSCOM ( PERS- 65)
MAR Sel f -1 nsurance Program nust be received and paynent nust be
made before any coverage is provided. |f such coverage is
provi ded by NAVPERSCOM ( PERS-65), a certificate of coverage w |
be issued to the CMAR activity concerned.

c. The individual liability of third parties, specifically
the liability of one patron to a third party, is not the
responsi bility of the Navy and therefore is not included in the
NAVPERSCOM ( PERS- 65) MAR Sel f -1 nsurance coverage. This program
as offered to CMAR activities, only covers liability for acts or
om ssions (negligence) that occur in the scope of enploynment of
CMAR enpl oyees or properly accepted vol unteers.

d. CWMAR NAFlIs nust have insurance for the foll ow ng:

(1) Personnel responsible for the custody of CMAR NAFs
nmust be bonded.
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(2) Furniture, fixtures and equi pnent recorded on NAF
property control records.

(3) Merchandi se inventory.
(4) NAF- purchased vehi cl es.

(5) General Liability. Mnimumlimts are $500, 000 per
person, $1, 000, 000 per occurrence.

(6) Autonotive liability. Mnimumlimts are $500, 000
per person, $1,000,000 per occurrence and $100, 000 property
damage.

(7) Money and Securities.

e. Contractors are responsible for general liability and
wor ker' s conpensation coverage as it applies to their operations
and their enpl oyees.

f. Fund custodi ans should periodically review current
i nsurance policies to ensure coverage, limts, deductibles, and
condi tions adequately apply to the operation of the civilian
NAFI .

311. | nsurance Cl ai m Procedures

a. CWMMR activities participating in the NAVPERSCOM
Sel f-1nsurance Program may submt clains for danage to, or |oss
of , NAFI property or NAFI-owned noney and securities directly to
NAVPERSCOM ( PERS- 658D). C ai ns shoul d be prepared and submitted
per reference (n). The claimitself should also contain
supporting docunentation or “proof of loss” information and a
poi nt of contact.

b. Potential liability clainms should be directed to the
command’ s staff judge advocate (when assigned) or to the clains
of ficer of the servicing Naval Legal Service Ofice (NLSO. The

NLSO wi I | provide the claimant with the appropriate claimform
and instructions on howto submt a claim Either the NLSO or
Navy’' s Judge Advocate General's Ofice will adjudicate the claim

The claimw |l either be denied or approved for paynent. Paynent
will be made by NAVPERSCOM ( PERS- 658) upon receipt of a
recommendation for paynent and presentation of a signed

settl ement agreenent, when appropriate.
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c. |If the insurance coverage is provided by a conmerci al
I nsurance conpany, notice of any incident that may result in
either a property or liability claimnust be provided to the
conpany i medi ately, consistent with the terns and conditions of
the policy. Also, the activity's legal officer or staff judge
advocate and the NLSO cl ains attorney should be advised of the
incident giving rise to a potential claim

312. NAF Fiduciary Responsibility

a. CWMAR NAFs are government funds entitled to the sane
protection as funds of the U S. Treasury per 10 U S.C, chapter
147. CMAR NAFs are designated solely for the benefit of
aut hori zed patrons and the purposes of the civilian NAFI

b. There is an individual fiduciary responsibility for proper
use of NAFs and preventing waste, |oss, or unauthorized use.
This responsibility extends to all DOD personnel, to include
menbers of the Armed Forces and civilian enployees paid with
ei ther APF or NAF.

c. DON policy is to encourage the reporting of suspected
violations at the | owest possible organizational |evel. However,
reports may be nmade to seni or managenent, the |Inspector Ceneral
or to the Defense Hotline. The chain of command is responsible
for pronpt detection, proper investigation, and appropriate
corrective action. Individuals reporting violations are afforded
protection provided through the Wiistle Blowers Protection Act.

d. Commanders will take appropriate adm nistrative/or
di sciplinary action agai nst present and forner personnel
responsible for violations. |In case of a serious crimnal
infraction, commanders will refer the matter pronptly to the
appropriate crimnal investigative organization for investigation
and di sposition.

e. Under 10 U.S.C., chapter 147, personnel who viol ate NAF
regul ations are subject to penalties. Penalties for substantial
NAF viol ations by civilian enpl oyees are the sane as those under
provi sions of Federal |aw that govern the m suse of APF.

Vi ol ati ons by personnel subject to the Uniform Code of Mlitary
Justice are punishable under article 92, section 892.

313. Tort and Contract d ai ns

a. Navy Central CMAR Fund participates fully in the Navy
tort programon Navy and Defense Agency installations. Cains
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against civilian NAFls at these |locations will be processed and
paid per tort and contract claim procedures.

b. Adjudicated contract clainms arising out of the operations
of CMAR NAFIs will be paid by the NAFI concerned. The Navy Central
CMWAR Fund will not assune responsibility for paynent of contract
cl ai ms, except those acquired as the successor-in-interest to
residual assets and liabilities of dissolved CMAR NAFIs, or in the
event of a current financial inability of an existing NAFI to pay
such cl ai ns.

c. Cains by NAFI enpl oyees for |oss, damage, or destruction
of personal property incident to their enploynent will be paid by
t he enpl oyi ng NAFI w thout reinmbursement fromthe Navy Centra
MAR fund.

d. The above provisions do not apply when any el enent of a
CMAR NAFI operates under a concession or services contract. 1In
t hose cases, the concessionaire or service provider will provide
adequate public liability and products liability insurance as
prescribed in reference (n).

314. Taxes

a. GCivilian NAFIs shall collect and pay all applicable
Federal taxes. As instrunentalities of the United States, CMWR
NAFl s are entitled to the same imunity fromtaxes of the States,
the District of Colunbia, and political subdivisions thereof, as
is the United States.

b. NAFI concessionaire and services contractors are not
instrunentalities of the United States. Therefore, they shal
collect, report, and pay all applicable Federal, State, and | ocal
t axes.

315. Use of Surplus Governnent-owned (APF) property.

Gover nment -owned (i.e., APF property) surplus or excess

equi pnent, not in use or immedi ately required to neet operational
need, is authorized to be loaned to CMAR activities. Surplus or
excess Governnent property is controlled by the Defense
Reutilization and Marketing Service (DRMS). Wen |oaned to a
CMWAR activity, it nust be returned to the nearest DRVS upon
request or when the property is no | onger desired by the hol ding
CMAR activity.

a. Records and ot her docunentation for | oaned APF property
are not to be conbined with NAF-purchased property accountability
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records. NAFI-owned property will be marked differently than APF
property and separate inventories will be naintained.

b. The cost of nmaintenance and repair of APF surplus
property on loan to a CMAR activity is properly chargeable to the
supporting civilian NAFI as a NAF cost.

316. NAF Property Adm nistration. The CMAR Director/Fund
Custodian is in charge of all NAFI purchased fixed asset and

ot her stock record property. The servicing accounting office or
t he CMAR advi sory organi zation, or the assunption of property
responsibility by another individual does not alter the

custodi an’s accountability. Accounting procedures for
NAF- pur chased property are prescribed in appendix Cto reference
(c). These procedures include capitalization, depreciation,
property control and inventory records, and transfers. Loss of
NAF purchased property assets will be reported pronptly to the
cust odi an.

317. Managenent Control and Prevention of Fraud, Waste, and

Rel ated Inproprieties. The same nanagenent controls and fraud
prevention neasures apply to CMAR property, equi pnent, supplies,
and vehicles as apply to other Navy activities. References (w

and (x) apply.

318. Procurenent. Policy and procedures for the
procurenent/contracti ng of CMAR supplies, equipnment, or services
with NAFs are contained in references (q) and (u). Navy CMAR
directors and other individuals designated with contracting and
procurenent responsibilities by the command nust conplete
mandatory training courses in order to become NAF contracting
officers and qualify for a warrant. Al warrants are issued by
NAVPERSCOM ( PERS- 65) .

319. Physical Inventory Requirenents. The follow ng m ni num
physi cal inventory requirenments shall apply to CMAR assets:

a. Fixed Assets - Annually

b. Mnor Property - Annually
c. Resale Inventory - Mnthly
d. Prepaid Tickets - Mnthly

320. Purchase of Foreign Goods from Sources Qutside the United
States, its Possessions, and Puerto Rico. NAFIs located in the
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US., its possessions, and Puerto Rico will not purchase foreign
goods from sources outside these areas. They nmay, however,
purchase awfully inported foreign goods fromsources within
those areas. Requests for exceptions, substantiated in detail,

i ncludi ng dol |l ar expenditures involved, nust be submtted via the
chain of command to SECNAV.

321. Disposition of Excess MAR Property

a. CWMMR property purchased with APFs will be transferred to
the Defense Reutilization Marketing Ofice (DRMO for disposal.

b. CWMAR property (including NAF vehicles) purchased with
NAFs may be di sposed of per the follow ng guidance. Wenever
possi bl e, activities are strongly encouraged to redistribute
servi ceabl e NAF property to commands and NAFIs with a need for
t he equi pnment vice their purchase of duplicate itens, etc. It is
recommended that excess CMAR NAF property be disposed wthin the
Navy comrunity rather than being sold to non-Navy individuals or
organi zations as foll ows:

(1) Reported to the Regional Conmander via the chain of
command for redistribution as may be needed within the comand.

(2) Redistributed to other Navy activities or NAFIs
within an i mredi ate area or region.

(3) Used as trade-in for purchase of |like property.

(4) Sold to interested individuals (including other
commands) through a seal ed bid procedure. See section 320 of
reference (q). Such sales shall be offered first to authorized
CMAR prograns and secondly to mlitary MAR program patrons prior
to being offered to non-naval individuals or organi zations.

(5) Excess CMAR NAF property having an original cost of
$1,000 or less may be sold to authorized patrons in a "garage
sale," at a predetermned fair market price.

(6) Excess CMAR NAF property having an original cost of
nore than $1,000 may be di sposed of using the sealed bid
procedures as outlined in section 320 of reference (qQ).

(7) Sale of excess CMAR NAF property through “garage
sal es” and “seal ed bid” auctions shall be w dely advertised in
on- base nedia, e.g., base newspaper and bulletin boards.
Advertisenment should begin 2-4 weeks prior to the event, with
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foll owup publicity scheduled 1-2 weeks prior to the event and
final publicity 1-4 days prior to the event.

(8) CMAR enpl oyees and their famly nmenbers are
prohi bited from purchasing itens di sposed of at annual “garage
sale” or “seal ed bid” auctions.

(9) Serviceable CMWAR NAF property shall not be donated to
or offered as a condition of transfer at comrands identified for
Base Real i gnnent and Closure (BRAC). Serviceable CMAR NAF
property will be identified by the I ocal comand for Navy
retention and redistribution and will not be eligible for
inclusion in any Comunity Reuse Pl ans, etc.

(10) In no instance will property purchased with APFs or
NAFs be donated to any individual or non-Navy organization.

322. Disposition of Unserviceable MAR Property

a. Unserviceable CMAR property (including MAR vehicl es),
purchased with APFs will be transferred to DRMO for disposition.

b. Unserviceable CMAR property purchased with NAFs can be
canni bali zed for the purpose of servicing other MAR equi prment.
The remai ni ng unservi ceabl e equi pnent item(s) will be disposed of
foll ow ng the guidance outlined herein.

c. Property purchased with NAFs (including MAR vehi cl es)
whi ch has becone unserviceable will be disposed of as foll ows:

(1) Property having an original cost of nore than $1, 000
wll be transferred to the DRMO for disposal or can be traded in
as part of the purchase of another CMAR NAF property item

(2) Property with an original cost of $1,000 or less wll
be destroyed. Two persons will w tness the disposal and verify
the destruction in witing.

(3) Al unserviceable CWR vehicles will be transferred
to the DRMO for disposition or may be traded with the purchase of
anot her NAF MAR vehicle or equipnent item

d. As stated in section 075141 of reference (j), proceeds
fromthe sale of property owned by NAFIs will be deposited to an
installation | evel account under the Budget C earing Account
(Suspense), 17F3875. Upon receipt of the remaining anount due,
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appropriate action shall be taken to transfer the funds to the
proper account of the instrunentality that nade the sale.

323. NAF Vehicles. Information concerning acquisition,
regi stration, use and disposition of NAF vehicles is contained in
chapter 5 of enclosure (1) to reference (t).

324. Check Cashi ng Services

a. Patrons of CMAR NAFIs are expected to use commerci al
banking facilities for check cashing. NAFlIs are not normally
staffed for such services and excessive anounts of cash on hand
i ncrease the possibility of cash-handing errors.

b. If check-cashing privileges are extended, a service
charge, in line with those of other NAFls, is authorized. A
programto prevent abuses will be fully inplenmented. Returned

unpai d checks will be processed per reference (c).

c. Reference (y) prohibits DOD activities fromengaging in
retail banking operations. Operation and nai ntenance of
automatic teller machines (ATMs) are the responsibility of
financial institution(s) authorized to provide on-base retai
banki ng services. Proposals/requests to install ATM equi pnent in
an MAR facility will be done per procedures contained in
reference (z).

325. Petty Cash and Change Funds. Petty cash and change funds,
authorized in witing by the CO nmay be nmaintained in amounts
consistent with the needs of the CMAR activity, and adm ni stered per
sections C050601 through C050604 of appendix Cto reference (c).

a. The petty cash fund will be reviewed and rei nbursed
(i.e., replenished) each nonth when expenditures exceed $100.
When expenditures are | ess than $100, reinbursement of the petty
cash fund is required during the nonth that total expenditures
exceed $100, but not |ess than once per quarter (i.e., Decenber,
March, June, and Septenber).

b. Bingo program petty cash funds will be rei nbursed not
| ess than once each accounting nonth.

c. The principal of accrual accounting (i.e., recording
expenses in the nonth incurred) applies, except for CMAR
activities expressly authorized by NAVPERSCOM to use the
cash-basi s nethod of accounting. For exanple, at the end of the
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nmont h, unrei nbursed petty cash expenditures are to be identified
and recorded in the general |edger on an accrual journal voucher.

326. Prohibited Use of CMAR NAFs. The use of CMAR funds are
aut hori zed only for those purposes related to the official CWR
program Specifically, CMAR NAF funds wll not be used for

non- CMAR activities, facilities, or equipnment or for individuals,
organi zations or groups not directly related to or sponsored by
the CMAR program CMAR NAFs may not be expended for the
fol | ow ng:

a. Paynment to officers or board nenbers for work perforned
on CMAR natters.

b. Paynent of cost for mlitary personnel performng in
their mlitary duties.

c. Any construction, inprovenent, refurbishnment, etc., of
any Category IV CMR facility which is conparable to a mlitary
MAR Category A facility.

d. Any utility or rent cost for any Category IV CMWR
facility, which is conparable to a mlitary MAR Category A or B
activity.

e. Paynment to enlisted personnel for work perfornmed on CMAR
matters unless the follow ng conditions are net:

(1) The work is in addition to their regular assignnent
and is perfornmed during off-duty hours.

(2) CWR enpl oynment, by reason of hours or nature of the
wor k, does not interfere with the proper and efficient
performance of their mlitary duties.

f. Paynment to DOD civilians for work perfornmed on CMAR
matters if they already hold a full-tine job at anot her APF or
NAF activity.

g. For any expense associated wth command receptions or for
expenses of simlar functions incident to the official
activation, deactivation, or realignnent of a command.

h. To construct, alter, or renovate any facility or for

procurenent of any item of equi pment not used primarily as an
integral part of the CMAR Program
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i. To defray operating expenses of dependent schools, or to
pay tuition or fees incident thereto.

j. To defray general and adm nistrative expenses (e.g.,
sal aries, equipnment, supplies, and travel) associated with
support of Navy general libraries.

k. To defray or subsidize any operational, personnel, or
mai nt enance expenses for any non-CMAR Program e.g., station
beauti fi cati on/ mai nt enance/ cust odi al contracts, station gall ey,
Fl eet and Family Service Centers (FFSCs).

| . For support of religious prograns.

m  For paynment of instructors, tuition, or purchase of books
for off-duty, mlitary or civilian, education prograns. This
does not apply to arts, crafts, and hobbies offered as part of a
Category |1V CMAR program

n. For support of functions which are held primarily to
acconplish public affairs or public relations objectives. Such
functions include, but are not limted to conmand commi ssi oni ng/
decommi ssi oni ng receptions/parties or Navy birthday cel ebrations
or Service Balls of any type, air shows, or other simlar open
house events beyond MAR s specific recreation (food, beverage,
and entertai nment) involvenent in open house events.

0. For cash donations to or cash expenditures for any
charitable or fraternal group or organi zati on such as Navy
Relief, Anerican Red Cross, Conbi ned Federal Canpaign, etc. (An
exception is made when funds are afforded on behalf of deceased
enpl oyee or imediate famly nenber, and the famly requests
donations be nmade to a specific cause, charity, or organization
inlieu of flowers.)

p. For the advancenent of pay to enpl oyees for hours not
wor ked.

327. Fiscal Oversight and Revi ew

a. C0s or Regional Commanders will appoint either |ocal
command eval uation and review staff, internal audit offices, or
an audit board consisting of collateral duty personnel to perform
NAF reviews of all MAR activities and to perform managenent
control reviews per references (u) and (aa). For continuity
pur poses, professional civilian personnel with conpetency in the
areas of review are desired. Local fiscal oversight and review
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will concentrate on segnments of operations nost vul nerable to
fraud, waste, and abuse per reference (u). Areas reviewed wll
i ncl ude cash funds and recei pts, bank deposits, sales, accounts
recei vabl e, procurenent, receiving and accounts payabl e; cash
di sbursenents; payroll; merchandi se and consunabl e i nventori es;
and fixed assets.

b. Annual Schedule. The senior internal auditor, head of
t he command eval uation and review staff, or head of the audit
board nmust submt a schedule of NAFI reviews to the CO or
Regi onal Conmander for review and approval at |east 30 days
before the start of each new fiscal year. The schedule wll
include a tinmetable for review ng required and vul nerabl e
segnents of operations for each activity, optinmally on an annual
basis, but not less frequently than triennially, per the
requi renents specified in appendix Cto reference (c) and
reference (u). Reviews should be schedul ed nore frequently when
unsati sfactory conditions are found.

c. Internal Control Questionnaire. CGs or Regiona
Commanders should ensure that internal audit, commuand eval uation
and review audit board staff conplete an internal control
guestionnaire for each MAR activity to becone part of the
command' s permanent file per appendix Cto reference (c) and
reference (u). Each internal control questionnaire should be
updat ed annually. Each section of the questionnaire should be
si gned and dated by the responsible CMAR activity manager and by
the reviewer or auditor conpleting the section. The
guestionnaire serves as an excellent tool for managenent,
especially between formal reviews.

d. Conduct of Fiscal Oversight Reviews. Each review may be
conducted in stages (or sections) during the year or be conpleted
inits entirety during a single session. Required and vul nerable
segnents of each CMAR activity should be revi ewed annual ly, and
nmore frequently should unsatisfactory conditions exist.

e. Supervision. The senior reviewer or auditor (as well as
the head of the audit board) is responsible for supervising the
fiscal oversight review Such supervision should include reviews
of findings, tests perforned, supporting docunentation, and
referencing of policy and regul ation sources. The resulting
report nust be reviewed to ensure work perfornmed is of
satisfactory quality and conpl eteness. To assure objectivity and
i ndependence of the review, none of the nenbers of an audit board
assigned to audit an activity may be connected with the
managenent of these activities.
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f. Reports. Reports should be prepared for each activity
reviewed and be retained on file for followup review by
subsequent comand i nspectors, auditors, reviewers or eval uators.
Sections of the reports should correspond to the applicable
portions of reference (u). For reviews that are perforned during
the year, a separate report should be prepared for each section.
Reports shoul d be prepared per guidance provided in reference
(bb). The CMAR director/manager/fund custodian is responsible
for responding in witing to the CO or Regi onal Comrander on
reported findings and recomendations. Followup with the CMWR
director for conpliance with reported recommendations is required
per references (u) and (cc). The senior internal auditor, head
of the command eval uation and review of fice/ head of the audit
board is responsible for issuing a final report, including al
mat eri al findings, recomendati ons, CMAR director's responses to
each recommendati on, and an opinion as to whether or not the
senior auditor or reviewer is satisfied with the conpliance with
each recommendati on

g. Status Reports. The senior internal auditor, head of the
command eval uation and review staff, or the head of the audit
board is responsible for reporting the status of reviews
schedul ed, in progress, and conpleted to the CO or Regi ona
Commander on at |east a quarterly basis.

h. Records Retention. Conpleted internal contro
guestionnaires, fiscal oversight and review reports, nanagers
responses, working papers, supporting docunents, work schedul es
and status reports are to be retained for at |east 3 years
foll ow ng the conpletion of each review. Records should be
avai l abl e for review by higher authority, including the Naval
Audit Service (NAVAUDSVC), Naval Crimnal Investigative Service
(NCI'S) and NAVPERSCOM ( PERS- 65) .

i. Training. Command eval uation and review staff, internal
auditors and audit board nenbers assigned to review CMAR
activities are encouraged to attend the fiscal oversight and
internal controls review training course conducted by NAVPERSCOM
( PERS- 654) .

j. CPA Audits. If a command considers it desirable to use
the services of certified public accountants (CPAs) to audit the
MAR fund accounts (or any or all of its activities), copies of
all proposed and awarded contracts should be sent to Auditor
CGeneral of the Navy (AUDGEN). AUDGEN has responsibility for
eval uating contracts awarded by NAFs as well as APFs for auditing
services in the Navy per reference (cc). An informational copy
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of all proposed and awarded contracts for auditing services
shoul d al so be sent to Chief of Naval Operations (CNO (NO9BF)).

CPA auditors will not replace the local audit board
responsibility, but will provide expertise not otherw se
available. As a mninum CPA audits will cover the applicable

areas prescribed by reference (u). However, the scope of the
audits need not be limted to only those areas. Costs of CPA
audits wll be borne by the | ocal command.

328. Internal Control Procedures. COs will ensure that adequate
internal control procedures are in place to protect the cash and
ot her assets of CMAR NAFI s under their cognizance. As a m ninum
t hese controls should cover cash handling, property
accountability, inventory control, accounts receivabl e,
procurenent, disbursenent, banking, and payroll. Checklists for
internal controls are contained in reference (u). Additional
internal control references include references (cc) and (s).

a. Cost Control. Cost accounting or cost control is the
anal ysis and construction of all sales transactions. The
analysis is conpleted so it will showthe total cost of each

comodity sold, in expenses, and overhead. Cost controls provide
accurate information that serves as a tool in controlling waste,
portion control, and theft. Cost control includes the use of
systens, techniques, records, and good business practices. It
ensures maximumreturn for the cost of the operation. Cost
control will ensure quality and quantity for the patron's
expenditure. For nore information about cost controls, refer to
appendix D to enclosure (1) to reference (t).

b. Keys. To pinpoint responsibility, each storeroom or
storage area will be kept |ocked under the custodi an of one
person designated by the activity manager. Access to the
storeroom or storage area will be governed so as to prevent
unaut hori zed withdrawals. Only one person may have a key to any
storeroom or storage area. Master keys will be maintained so
only the activity manager will have access to these spaces. In
enmergency circunstances, the activity manager nmay open the
storeroom or space in the presence of a w tness.

c. Cash Handling. CMAR NAFlIs are instrunentalities of the
U S. Governnent. The sane care wll be exercised in the handling
of NAFs as in the handling of APFs. Procedures for handling cash
are outlined in chapter 5 of reference (c) and reference (s).
Every person responsi ble for funds should be provided with a safe
or a separate |ocked conpartnent in a |ocking safe. The
responsi bl e i ndividuals should not divulge, or entrust in any
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manner, the conbination to any other person. A record of the
conbi nati on of the safe may be sealed in an envel ope, signed, and
pl aced in the safe of a person designated by the CO or Regi ona
Commander. In the absence of the enployee, a designated person,
who will open the safe in the presence of two wi tnesses, may
acconplish energency entry to a safe. After entry, the safe wll
be | ocked and sealed in the presence of two witnesses. The
record of the conbination of the safe will be placed in a seal ed
envel ope, signed by the person who opened the safe and by the two
W tnesses, and returned to its usual place for safekeeping. The
conbi nation of the safe will be changed upon return of the

enpl oyee. Safe conbinations will be changed whenever a new

enpl oyee takes over or whenever directed by the CO A night
depository-type safe (with slot or chute) is considered
practical .

329. Security for Transporting NAFs. Protection of NAFs is a
command responsibility, and the responsibility for providing
security rests with the CO In this regard, the decision of
whet her or not to have an arnmed escort, how many, or the type of
transportation to be used is all part of the conmmand' s
responsibility. The command shoul d consi der such things as
anount and vulnerability (e.g., cash vice checks) of funds to be
protected, the distance and terrain to be covered, type of
transportation avail able, and |ocal security forces which may be
call ed upon. The use of APFs is authorized for escorts.

Whenever possi bl e, on-base banking services should be utilized to
reduce risk and the cost of providing security for transporting
NAFs.
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CHAPTER 4
CENERAL SUPPORT
401. Personnel. Personnel managenent for NAF enpl oyees of CMAR
activities wll be adm ni stered per the provisions of references

(m and (dd).

402. Standards of Conduct. References (d) and (e) set standards
of conduct and governnent ethics to which NAFI personnel wl|
strictly adhere. The CMAR director will ensure that all new CMAR
enpl oyees read and understand the applicable regulations. This
may be either as a part of NAF personnel office processing or job
i ndoctrination. As part of in-processing, new enpl oyees should
be included in all ethics training provided by the installation.

a. Gatuity Acceptance. Except as provided by references
(b) and (s) concerning "tipped enployees,” no person will accept
any entertainnent, gifts, |loans, or favors of any kind, no matter
how i nnocently tendered or received, fromany person or firm who
seeks or enjoys dealing with an activity which may result in
financial profit or benefit to thenselves. |f any doubt exists
regarding the legality or propriety of accepting any
consi deration, the command’ s staff judge advocate is to be
consul t ed.

b. Refusals. Refusal of gifts and favors will be nade in a
courteous, but conclusive manner. The individual or organization
maki ng the offer will be informed of the policy regarding this
practice and the standards of conduct inposed upon personnel of
t he Governnent doi ng business with outside interests. (Al so see
section 403 for the Navy's gift acceptance policy.)

c. Attendance at Social Functions. It is not necessary nor
desirable for personnel, in the normal conduct of their official
duties, to lunch, dine, or party with individuals or
representatives of firns or corporations doing or seeking to do
business with a NAFI activity to discuss or transact official
busi ness matters. The foregoing provision does not preclude
attendance at widely attended | uncheons, dinners, and simlar
gat herings sponsored by industrial, technical and professional
associ ations for the discussion of matters of nutual interest to
the Governnment and industry as provided in reference (d).

d. Prohibitions. Personnel assigned or enployed by a CMAR
activity and their famly nmenbers are prohibited from
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(1) selling articles in the activity for their own
personal benefit.

(2) meking any personal profit as a result of the
pur chasi ng or sales functions of the activity.

(3) taking advantage of any wastage, price reductions, or
favors of any kind.

(4) accepting any personalized gifts.

(5) accepting any contributions or donations from
commerci al organi zations for thenselves or their famly nenbers,
for other enpl oyees, enployee parties or other select groups,
except as permtted by reference (e).

e. Suspensi on of Vendor/Suppliers. A vendor/supplier guilty
of offering a gratuity may be debarred or suspended by the CO
from doi ng any further business with the NAFI

f. Reporting of Infraction. Personnel who have reason to
believe that a gratuity (in the formof entertainnent, gifts, or
ot herwi se) was offered or given by a vendor/supplier or by an
agent representative to any enpl oyee of the NAFI to secure
profitabl e business dealings, or which would result in personal
financial profit or benefit, wll forward a full report of the
al l eged infraction, properly docunmented, to the applicable CO

403. Acceptance of Gfts. Navy's policy on accepting gifts of
nmoney and property is set forth in references (ee) and (ff). Any
gifts offered by individuals or organizations to CMAR activities
shal | be processed by the command per references cited above.

a. CMMR enpl oyees are not authorized to accept gifts on
behal f of CMAR activities. Any offer of gifts to CMAR activities
shall be treated as gifts to Navy. As such, CMAR enpl oyees shal
i medi ately report offers of gifts to their respective commands.
The command, follow ng their adm nistrative chain of command,
nmust obtain official authorization before a CWAR activity may
make use of the gift.

b. Requests for gifts or contributions fromindividuals,
institutions, or organizations for Navy by its personnel are
specifically prohibited, and any gifts initiated contrary to this
policy shall not be accepted.
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404. Training. Conmands are authorized to fund travel, per diem
and training costs for enployees to obtain training for NAF
pur poses.

a. NAVPERSCOM Sponsored Courses. NAVPERSCOM ( PERS- 654)
offers mssion-related training courses for personnel associ ated
with CMWAR.  Many of these courses are directly applicable to the
adm ni stration, nmanagenent, and operation of prograns offered by
CWR activities. Training information is available as part of

the Navy MAR web site at www. mm . navy. ml. The brochure and the
web pages describe detailed course offerings, training schedul es,
and quota information. |In addition, a course selection grid is

of fered for determ ning appropriate training by job title.
Activities desiring to use the courses offered should follow the
i nstructions contained there. CMAR directors should liaison with
the local mlitary MAR director to ensure participation in those
NAVPERSCOM ( PERS- 65) -sponsored MAR courses that are occasionally
conducted at |l ocal installations/regions.

b. Recommended Courses. CMAR program activity/functiona
managers, (e.g., cafeteria nanager, business manager, |TT
manager) and those being grooned for these positions should
successfully conpl ete the NAVPERSCOM MAR Manager’s Course and the
Managenment Skills Trai ning Course (MASTR) at the earliest
practical date after their initial enploynment with the CMWR
activity. Both should be conpleted, in no particular order,
within 3 years of the date of enpl oynent.

c. Financial Managenment Course. CMAR programactivity
managers managi ng nore than one maj or CMAR program shoul d al so
successfully conplete the MAR Seni or Managers Fi nanci al
Managenment course. CMAR directors who are new to Navy CMAR
shoul d attend this course. See the current NAVPERSCOM ( PERS- 654)
MAR training program brochure/web site at
WWW. mawr . navy. m |/ mw prgns/trainingl. htmfor the course
description and the dates and | ocations of these required
cour ses.

d. Professional Developnent. It is recomended that CMAR
program activity managers attend at | east one outside
pr of essi onal devel opnent session annually after conpleting the
courses recommended above. Annual professional devel opnent for
activity managers may be satisfied by attendance at NAVPERSCOM
(PERS- 65) MAR wor kshops, conferences and wor kshops sponsored by
prof essi onal organi zations (e.g., National Recreation and Park
Associ ation (NRPA), International MIlitary Community Executives
Associ ation (MCEA), |ocal on-base comand training sessions,
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courses offered by local universities/comunity coll eges and
ot her appropriate training course sources.)

e. On-the-job Training. A local systematic approach to
on-the-job training (QJT) is strongly encouraged. The vast
majority of training offered locally is informal and unstructured
QJT. Assistance in conducting QJT is avail able through the
m d-1 evel managers’ course/ NAVPERSCOM ( PERS-654). To that end,
NAVPERSCOM ( PERS- 654) admi ni sters a Medi a Resource Center (MRO)
The m ssion of the MRCis to provide professionally produced and
up-to-date technical, managenent, | eadership, and notivationa
vi deos to supplenent the training prograns of |ocal MAR prograns.
The MRC is available at no cost on a first-cone, first-served
basis. In tines of budget constraints, these materials offer
CMWR activities an attainable, |owcost alternative to nore
formal enpl oyee training and devel opnent.

f. Individual Devel opnent Plan (IDP). An IDP should be
devel oped for all CWMAR enpl oyees enabling themto recognize
training needs to neet the requirenents of their present job and
to provide themw th opportunities for career progression.

405. Menbership in Professional Associations. Professional or
trade associ ati on nmenberships in the name of the civilian NAFI or
a position within the NAFI (e.g., "Food Service Manager") nay be
paid by the civilian NAFI. Menbership may not be in the nanme of
an individual. Before any nenbership is attained in the nanme of
the NAFI, ensure an Ethics Advisor (Staff Judge Advocate) is
consulted to ensure no ethics violation would result.

406. Procurenent Policies. Procurenment policies and procedures
are contained in reference (q). Navy CMAR activities can al so
use the Air Force Nonappropriated Funds Purchasing Ofice
(AFNAFPO) | ocated at Randol ph Air Force Base, TX. For nore

i nformati on on AFNAFPO, contact NAVPERSCOM ( PERS- 656) at
p656@ersnet.navy. m| or Conm (901) 874-6674/ DSN 882.

407. CMAR Vehicles. The adm nistration and operation of all CWAR
vehicles is a command function. Additional information regarding
CMAR vehicles is contained in chapter 5 of reference (t).

408. Entertainnent. Entertainnment will conformto appropriate
standards of discretion, nodesty, and good taste, whether
contracted directly by managenent or by individuals booking
private parties. Regardless of the type of entertainnent that
may be offered in the local comunity, it is not in the best
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interest of the Navy to all ow standards of taste in entertai nnment
to seek their own | evel on the assunption that anything that
peopl e desire is allowable. Entertainnent should be suitable for
a typical mxed community audi ence. Fenal e/ male nude/partially
nude dancers are prohibited. Entertainnment that could
conceivably result in enbarrassnent to DON shall be avoided. The
audi ence conposition and potential nedia reaction nust be
considered in selecting entertai nment. Appendi x F contains
addi ti onal guidelines and a sanple entertai nment contract.

409. Use of Oficial Mail. OCMAR NAFIs may use official mailings
only to conduct official business concerning matters of Navy
Department admi ni stration, such as reports and correspondence
regardi ng regul ations, policies, practices, etc. Specific policy
and guidance related to CMAR activity use of official nai

postage paid indicia are contained in reference (gg).

a. Unofficial Correspondence. The cost of nmailing
correspondence relating to procurenent of goods for resale,
pertaining to collection of NAFI inconme and ot her unoffici al
related matters will be paid with activity NAF funds. APF funds
are not authorized for this purpose.

b. Oficial Correspondence. Postal services are authorized
when involving official conmunications within and between
gover nment agenci es, persons and private comrercial agencies not
related to the sale of goods and services. That portion not
related to the resale of nerchandi se or services is authorized
APF.

410. Authorized APF Support

a. Use of Surplus APF Equi pnment. See section 315 of this
i nstruction.

b. CWMAR Equi pnent. The purchase of CMAR equi pnent with APFs
is not authorized. Further, reference (0) requires that the cost
of maintaining and repairing equi pnent acquired with NAFs be
borne by the NAFI.

(1) For ease of maintaining accountability and fi xing
responsibility, CMAR property purchased with NAFs shall be
identified and marked by nunber/ code.

(2) NAF property accounted for as fixed assets shall be

capitalized, recorded, controlled, and depreciated per appendix C
to reference (c) and reference (s), as applicable. A fixed asset
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is defined as property which ordinarily retains its original
identity during use, has a unit acquisition value of $1,000 or
nore, and a |life expectancy of 2 years or nore (e.g. furniture,
pool table, television.)

c. Facilities. Reference (0) authorizes the use,
mai nt enance, and repair of Governnment facilities by CWR
activities. As authorized by appendix Cto reference (c), repair
and mai nt enance costs paid from NAF are authorized only when APFs
are not avail able or sufficient.

d. Uilities. Reference (0) requires that all utility costs
for Category Il CMAR activities be paid from NAFs. Category IV
utility costs may be paid from APF on the sanme basis as
conparable mlitary MAR activities.

e. Oher Logistical Support. 1In the daily operation of
civilian enpl oyee MAR activities, particularly Category I
activities, the authorization and funding of |ogistical support
is of major inportance. APF support is authorized for

(1) supplies. The supply of expendable itens to Category
Il and IV activities for the purposes of ECECS. All other
supplies will be provided w th NAFs.

(2) transportation. NAFs shall be used for
transportation of NAFI property. However, APFs can be used under
the foll ow ng conditions:

(a) Equi pnent classified as excess.
(b) Base cl osure.
(c) Energency conditions.

(d) Transportation of personnel by Governnent-owned
vehicles is authorized for use only in ECECS functions. O her
use of Government-owned vehicles by Category Il and IV civilian
NAFI s, including transportation of personnel, shall be on a
rei mbur sabl e basi s.

(3) communications. APF support is authorized for ECECS
and when communi cating with other DOD and governnmental agenci es.
Exanpl es are data gathering and reporting and obtai ni ng command
and departnental -l1evel information. O herw se, NAFs nust be used
for communication’s costs related to resale activities,
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coll ections of incone, and other NAFlI internal adm nistrative and
operational functions.

(4) common services. These services are necessary for
security protection, health, sanitation, and safety. They are,
therefore, authorized to be furnished from APF resources for both
Categories Il and IV.

(5) exenptions for small CMAR activities. Reference (0)
aut hori zes APF support for common services as defined therein
when total annual cost of these services to CMAR activities is
$500 or less. This exenption may have particular applicability
to small CMAR activities and should be carefully exam ned to
achi eve authorized economes in proration and billing.

411. Managenent Assi stance. Technical assistance is avail able

f r om NAVPERSCOM ( PERS- 658), in coordination with the appropriate
NAVPERSCOM ( PERS- 65) program manager, to assess the overall CWR
program or to conduct individual program assessnents. Assistance
is provided only upon request of the command or the chain of
conmmand.

412. Safety. Reference (hh) provides policy and assigns
responsibility for the DON safety, m shap prevention,
occupational health and fire protection prograns. An aggressive
safety programw |l be in effect for CMWAR activities. The
operation of safe CMAR facilities and prograns is inportant to
both CMAR enpl oyees and CMAR patrons. Specific actions to alert
personnel to hazards involved in the use of certain materials and
prescri be necessary precautionary nmeasures nust be coordi nated
with local offices of health and safety. Such actions should

i nclude, but are not limted to, enphasis on the proper handling
and storage of hazardous nmaterials and shoul d be nade an integral
part of all orientation briefings for newly assigned/ enpl oyed
per sonnel .

a. Safety inspections of CMAR organi zation facilities shal
be perfornmed on a regular basis to ensure that all CMAR property,
equi pnent, fixtures, and vehicles are operating properly. The
Naval Safety Center, Norfolk is a valuable resource to help
optim ze locally devel oped CWR safety prograns. COs nmay request
on-site safety assessnents of |ocal CMAR prograns fromthe
Commander, Naval Safety Center (COVWAVSAFECEN), Recreation and
Of-Duty Safety (RODS) Program Manager (Code 46), at Conm
757-444- 3520/ DSN 564 (extension 7181). These safety assessnents
are avail able at no cost.
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b. Reference (ii) requires each installation to designate a
Recreation, Athletics, Honme and Safety (RAHS) Program manager.
Each CMAR organi zation will institute its own safety program and
participate in the installation's safety program Positive
safety progranms work to reduce the frequency and severity of
accidents and injuries to CMAR enpl oyees and patrons and help
protect agai nst Worknen’s Conpensation and Liability C ains made
agai nst CMAR NAFls. Cuidelines for establishing an adequate
safety programare outlined in references (n), (hh), (ii) and

(7).

413. Retention and Di sposal of Records

a. Ret enti on

(1) General correspondence, reports, mnutes of official
nmeeti ngs (including advisory groups), inspection reports, and
ot her correspondence relating to adm nistration, nmanagenent, and
operation will be retained for a mninmmperiod of 3 years.

(2) Al records relating to financial adm nistration,
i ncluding financial statenents and reports, check books,
journals, vouchers, bal ance sheets, and ot her books and records
of accounts shall be retained for 3 years.

(3) Information concerning the retention of records
pertaining to NAF personnel and payroll is contained in reference

(n).

(4) Any records of an incident resulting in potential
litigation, as indicated by a Navy judge advocate, will be
retained until such perm ssion is sought and received from
conpetent mlitary authorities.

b. Disposal. The disposal of all general correspondence and
financial records will be per reference (kk).

414. Patron Usage Statistics. The establishnent and mai nt enance
of a systemto maintain information about the usage of CMAR
activities, progranms, and services should be in place.

Mai nt enance of usage statistics (hourly, daily, nmonthly, as
appropriate) wll assist nmanagenent in the foll ow ng:

a. ldentify high/low used facilities, equipnment, services
and prograrns.

b. Justify budget requirenents.
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c. ldentify high and | ow periods of usage to detern ne
opti mum hours that the facility should be open.

d. ldentify patron denographic groups with | ow usage for
target marketing efforts.

e. Justify capital inprovenent/new construction
requirenents.

f. Mnitor trends in patron usage (positive and negative) to
provi de early warning of potential problenms within the activity
(e.g., quantity/quality of equipnment, personnel, and cleanliness)
or changes in patron preferences.

415. Marketing. Marketing is the process of planning and
delivering progranms and services that will satisfy patron needs
and interests. Knowi ng who your conpetitors are, as well as
knowi ng the availability of CMAR-rel ated prograns, -services and
-products in the local area, is an essential part of assessing
the market for your CMAR prograns, activities, services, and
products.

a. Understanding what is available in the |local community
will help CMWAR managers do the foll ow ng:

(1) Determ ne whether current CMAR prograns shoul d be
continued or enhanced or new CMAR prograns established

(2) Assess the accessibility and capabilities of
conparable CMAR-rel ated activities, prograns, services and
products in the | ocal area.

(3) Better understand the needs of the CMAR activity
custonmer base.

(4) ldentify strengths and weaknesses of the CMAR program
relative to simlar and alternative prograns available in the
comunity.

(5) ldentify ways of inproving your activities, services,
and products.

(6) Be aware of any new threats or challenges to your
CMAR oper ati on.

(7) Predict market trends and estimate the need for
potential future CMAR prograns.
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b. Patron Input. Managenent will inplenent processes to
collect input frompatron concerning their needs and interests.
Local |y devel oped patron surveys, focus groups, and advisory
group discussions are all valuable neans of getting information
on patron preferences.

c. Mrketing Plan. Adopting a marketing approach can nmake a
significant difference in patron satisfaction, conmunity
awar eness of facilities and services, and the financial viability
of CMAR operations. Information on devel opnent of marketing
plans (e.g., for food and beverage operations) is distributed by
NAVPERSCOM ( PERS- 65) as a suppl enent to program assessnent tools.
This information will help | ocal comrands in devel opi ng marketing
strategies and action plans. The marketing plan should ensure
that appropriate resources are budgeted for CMAR activity
managers to perform periodic |ocal market assessnents.

416. Policy for Inplenentati on of Donestic Violence M sdeneanor
Amendment to the Gun Control Act for G vilian Personnel

a. The Gun Control Act of 1968, (18 U S.C, 921 et seq.)
makes it a felony for anyone who has been convicted of a
m sdeneanor crime of donmestic violence to ship or transport in
interstate or foreign commerce, or possess in or affecting
comerce, any firearmor amunition; or to receive any firearm or
amuni ti on whi ch has been shipped or transported in interstate or
foreign conmerce. It is also a felony for any person to
sell/transfer or otherw se dispose of a firearmto any person so
convi ct ed.

(1) "M sdeneanor crine of domestic violence" is generally
defined as any offense (whether or not explicitly described in a
statute as a crine of domestic violence) which has, as its
factual basis, the use or attenpted use of physical force, or the
t hreat ened use of a deadly weapon, committed by the victims
current or fornmer donmestic partner, parent, or guardi an.

(2) The term "convicted" is generally defined in the
statute as excl udi ng anyone whose conviction has been expunged or
been set aside, or has received a pardon. It also does not
i ncl ude nonjudicial punishnment (article 15, UCM] action) or a
summary courts-martial conviction.

(3) This provision applies to enpl oyees convicted at any
time prior to or after the passage of the 30 Septenber 1996 | aw.
I f civilian enpl oyees have ever been convicted of a m sdeneanor
crime of domestic violence within the neaning of the statute,
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continued retention of any firearmor amrunition, whether
Governnent -i ssued or privately-owned, may subject the enpl oyee to
felony crimnal penalties including a sentence of inprisonnent of
up to 10 years and a fine of up to $250, 000.

b. CGOs shall take reasonable steps to ensure that current
and future CMAR personnel (APF and NAF), whose positions require
or entails shipping, transporting, possessing, receiving, or
di sposing of firearnms or amunition, do not have qualifying
donestic violence convictions. Enployees determined to have a
gual i fying conviction shall be renoved from positions in CWR
activities involving the possession of firearns or anmmunition.

(1) Appendix G provides DOD policy relating to any
current and future CM\WR NAFI enpl oyee who is involved with
firearms or ammunition as part of their duties, e.g., skeet/trap
range, pistol ranges, and outdoor recreation area hunting
progranms. Each enpl oyee should read and conplete DD 2760,
Qualification to Possess Firearns or Amrunition.

(2) A copy of the conpleted DD 2760 shall be provided to
the enpl oyee as well as a copy placed in the enpl oyee’s personnel
file.

417. Tobacco/ Snoking Policy. It is OSD position that use of
t obacco products is detrinental to the health and readi ness of
mlitary forces.

a. Merchandi se D splay and Pronotions

(1) CWR retail outlets will not enter into any
mer chandi se di splay or pronotion agreenents, or exercise any
options in existing agreenents, that provide for any increase in
total tobacco shel f-space which woul d exceed existing space as of
15 Cctober 1997. This provision does not prohibit coupons, or
i ncentives that allocate tobacco shel f-space anong brands, so
|l ong as total tobacco shel f-space is not increased.

(2) Retail outlets will not use self-service pronotional
di spl ays outside of the principal tobacco display area or accept
incentives to increase the total nunmber of tobacco displ ays.

b. Snoking in CMWRR Facilities. Per reference (I1), Navy
snoking policy (i.e., use of snoking and snokel ess tobacco)
applies to any interior space owned, rented, or |eased by DON
Thi s includes any Navy owned/control |l ed/| eased/rented space,
buil ding, facility, floating unit, aircraft, or vehicle and
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applies to all mlitary and civilian personnel, including APF and
NAF enpl oyees, famly nenbers, visitors, volunteers, contractors,
and personnel of other agencies and businesses that operate
within or visit DON-controll ed spaces.

(1) Where heating, ventilation and air conditioning
(HVAC) systemis separate, snoking is prohibited unless
specifically authorized by the CO or Regi onal Commander. The CO
or Regi onal Conmander should take into consideration the
recomendati ons of the base environnental engi neer, whose
eval uati on should include an exam nation of the ventilation
system plans and a site visit.

(2) Snoking in stand-alone CMAR facilities is |Iikew se
prohi bited, unless specifically authorized by the CO or Regi ona
Commander, considering the reconmendati ons of the environnent al
engi neer following a review of the ventilation system plans and
site visit.

(3) Selection of designated snoking areas will not be
based upon the conveni ence of snokers, but upon those factors
t hat prevent involuntary exposure to Environnmental Tobacco Snoke
(ETS) and the pollution of surrounding areas.

(4) When possi bl e, outdoor snoking areas shall be
designated that are reasonably accessible to enpl oyees and
provi de a neasure of protection fromthe el enents such as
exi sting awni ngs and covered areas, overhangs of buil dings, etc.
Since ETS is classified as a “potential C ass A’ carcinogen,
exposure to ETS shall be reduced to the | owest possible
concentration. Snoke-break areas should be outdoors only, away
from comon points of entry/exit of the CMAR facility, and not in
front of building air intake ducts. The distance fromthe
buil ding entry/exit which snokers nmust nmaintain is to be
determ ned by the CO or Regional Commander. This policy does not
require that funds be used to provide sheltered, outdoor snoking
ar eas.

c. GCigarette Sales to Mnors and Sanpling of Tobacco
Products. Per P.L. 104-52, the sale of tobacco products in
vendi ng machi nes is prohibited, tobacco products shall not be
sold to mnors (i.e., anyone under 18 years of age) and
di stribution of free sanples of tobacco products are prohibited.
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TRI ENNI AL REVI EW OF Cl VI LI AN MAR (CMAR) ACTI VI Tl ES
(PLEASE COVPLETE ONE QUESTI ONNAI RE FOR EACH Cl VI LI AN MAR NAFI )

1. GENERAL

a.

b.

f.

Nane of Command:

Dat e Prepared:

Type of CGvilian MAR NAFI
Category Il: Cafeteria_

Category 1V:

O ficial Address:

Snack Bar

her__

Poi nt of Contact (Manager/Director):

Tel ephone Nunber: (DSN)

E- Mai | Address:

(9

Conmmand Eval uati on and Revi ew PCC:

Tel ephone Nunber: (DSN)

E- Mai | Address:

(9

Regi on:

2. M SCELLANEQUS

a.

Briefly describe the purpose of the CMAR NAFI :
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APPENDI X A

TRI ENNI AL REVI EW OF Cl VI LI AN MAR (CMAR) ACTI VI TI ES (CONT' D)
(PLEASE COVPLETE ONE QUESTI ONNAI RE FOR EACH Cl VI LI AN MAR NAFI )

b. Based on availability of existing mlitary MAR prograns and adequacy of

of f-base recreation/food service prograns, does the need for this CMAR NAFI stil
exi st?

c. List the types of MAR activities conducted by the CMAR NAFI (types of sports,
soci al /recreational prograns, food service operations, etc.)

1. 3. 5.

2. 4. 6.

d. Sources of NAF incone last fiscal year, (cafeteria operations, vending machine
conmi ssi ons, bake sales, trips, entertainnent tickets, etc.)

Facility/Program I ncone Facility/Program I nconme

| &7
| &7

| &7

| &7

e. Nunber of base-wi de civilian enpl oyees served

Parent (Host) Command: Tenant Conmand

f. Nunmber of military personnel served if there is no mlitary MAR activity
avai | abl e: .

g. Indicate the nunber of enployees of the CMAR NAFI (Provi de nanes of enpl oyees
in paragraph 6 of this questionnaire.):

Full time: _ Part tine: __ Flexible: None:

h. Provide the date of the last fiscal oversight review

(1) What organi zati on conducted the last fiscal oversight review?

O NAVPERSCOM O Conmand Eval uation
[J Local Audit Board [ Certified Public Accounting Firm

(2) How often are fiscal oversight reviews conducted?

i. Indicate amount of appropriated funds (APF) provided the CMAR NAFI (i ndicate
facilities and the anount of APF support received during last fiscal year for each
facility, e.g., amount of utilities/nmaintenance not subject to reinbursenent.)

Facility APF Support

| &7

| &7
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APPENDI X A

TRI ENNI AL REVI EW OF Cl VI LI AN MAR (CMAR) ACTI VI TI ES (CONT' D)
(PLEASE COVPLETE ONE QUESTI ONNAI RE FOR EACH Cl VI LI AN MAR NAFI )

3. | NSURANCE

If no enpl oyees, proceed to question 4.

a.

I nsurance carrier providing Wrknman’s Conpensati on cover age:

Nanme of Carrier:

Addr ess:

Who provides your Unenpl oynent Conpensation coverage?

NAVPERSCOM State:

Name of Enpl oyees’ Medical Benefits Plan:

Name of Enpl oyees’ Life Insurance Benefit Pl an:

Name of Enpl oyees’ Disability Benefits Pl an:

Name of conpany providing Fidelity Insurance:

Who provides your Enployee Retirenment Plan?
NAVPERSCOM Yes [ No [

Commercial Firm

(Provi de Nane)
Who provides your Enpl oyee 401K Pl an?
NAVPERSCOM Yes [ No [

Commercial Firm

(Provi de Nane)

4. FOOD AND BEVERAGE OPERATIONS (Cafeteria, Snack Bar, Catering)

a.

Pl ease indicate all services provided (please check all that apply):
Breakfast: [ Lunch: [OJ Dinner: [J On-Base Catering: []

O her (e.g., food service to night shift enployees, etc.) Please specify:

If you provide food services, do you also sell alcoholic beverages?
Yes [ No [
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APPENDI X A

TRI ENNI AL REVI EW OF Cl VI LI AN MAR (CMAR) ACTI VI TI ES (CONT' D)
(PLEASE COVPLETE ONE QUESTI ONNAI RE FOR EACH Cl VI LI AN MAR NAFI )

c. Please conplete the follow ng information about the food and beverage and
recreation prograns offered by the CMAR program

(1) Food and Beverage Services

Appr oxi mat e
Nunber Seats  Square Feet
Cafeteria -
Snack Bar -
Cat eri ng - _NA _ NA
(Annual nunber of contracts)
Cant eens . _NA __ NA
Mobi | e Cant eens o _NA _ NA
5. CMAR VENDI NG MACHI NE OPERATI ONS
a. Machines are operated by: CMAR NAFI
Navy Exchange _
Contractor  __
b. Is vending programtied to a food and beverage contract? Yes [J No [

Note: This is for local use and is not required to be subnitted to NAVPERSCOM
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VENDI NG FACI LI TY PROGRAM FOR THE BLI ND ON FEDERAL PROPERTY
ANNUAL VENDI NG SUMVARY

Nane of Civilian MAR Activity:

Fi scal Year:

Name of Install ation:

Per son Responsi ble for Report:

Title:

Phone Nunber: Conmmerci al / DSN

E- Mhi | :

Current Blind-Operated Vendi ng Facilities/Machines

Nunber of
vendi ng Nunber of Nunber of vendi ng
facilities associ at ed facilities
currently vendi ng di sest abl i shed
operated by the machi nes this fiscal year
bl i nd

Reason for
di sest abl i shnent

Appendix B to
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APPENDI X B (PART 2)

STATE LI CENSI NG AGENCY APPLI CATI ONS
FOR ESTABLI SHVENT OF VENDI NG FACI LI TI ES ON FEDERAL PROPERTY

Applications from State Licensing Agency

Nurmber Recei ved Nurmber Nurmber Nurmber
State Pendi ng Duri ng Accept ed! | Deni ed? Pendi ng
from Current End of
Prior FY FY Current
FY

1. Provide separate list of applications approved by | ocation
(e.g., building nane, installation, city and State).

Bui | di ng Nane Install ation Cty State

2. Provide separate |ist of applications denied by |ocation

(e.g., building nane, installation, city and State). Also
i nclude reason for denial (e.g., unfeasibility of site, |ack of
funds, or lack of qualified vendors).
Bui | di ng Install ation Cty State Reason for Deni al
Nanme
B-2 Appendix B to

Encl osure (1)




APPENDI X B (PART 3)

BUPERSI NST
6 Feb 2004

STATE LI CENSI NG AGENCY APPLI CATI ONS
FOR ESTABLI SHVENT OF CAFETERI AS AND OTHER CONTRACTS ON FEDERAL

12990. 1A

State

PROPERTY
Applications from State Licensing Agency
Nunber Recei ved Nunber Nunber Nunber
Pendi ng Duri ng Accept ed! | Deni ed? Pendi ng
from Current End of
Prior FY FY Current
FY

1. Provide separate list of applications approved by | ocation

(e.g.,

bui | di ng nane,

installation,

city and State).

Bui | di ng Nane

I nstal | ati on

Gty

State

2. Provide separate |ist of applications denied by |ocation

(e.g., building nane, installation, city and State). Also
i nclude reason for denial (e.g., unfeasibility of site, |ack of
funds, or lack of qualified vendors).
Bui | di ng Install ation Cty State Reason for Deni al
Nanme
B-3 Appendix B to
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APPENDI X B (PART 4)
ANNUAL VENDI NG MACHI NE | NCOVE

FROM VENDI NG MACHI NES UNDER THE CONTROL OF CWMAR
(DCES NOT | NCLUDE NAVY EXCHANGE OPERATED/ CONTRACTED MACHI NES)

VENDI NG MACHI NE | NCOME

State Net Total Anmount Amount Shar e Keep Amount Amount Amount Amount
I ncome Excl uded from| Subject to For mul a Formul a Shar ed Ret ai ned | Di sbursed Pendi ng
$3, 000 Shari ng (50% 30% (50% 70% with State to State Di sbur se-
M ni num with State 10% etc.) 90% etc.) Li censi ng Li censi ng ment to
(i ndirect Li censi ng Agency Agency State
conpetition) Agency Li censi ng
Agency
$ $ $ % % $ $ $ $
$ $ $ % %| $ $ $ $
$ $ $ % %| $ $ $ $
$ $ $ % %| $ $ $ $
$ $ $ % %| $ $ $ $
Exanpl e
VA $54, 000 $2, 500 $51, 500 30% 70% $15, 450 $36, 050 $9, 400 $6, 050
VA $10, 000 $500 $9, 500 100% 0% $9, 500 0 $9, 000 $500
VA $5, 000 0 $5, 000 50% 50% $2, 500 $2, 500 $2, 500 0
VA $3, 500 $1, 000 $2, 500 15% 85% $375 $2, 125 0 $375
If this is filled out correctly the follow ng equations will be true:
B=C+ G+ H D=B- C F =100%- E H=F of D
B=C+H+ 1 +J D=G+H G=Eof D J=G- |
B-4 Appendix B to
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| NSTRUCTI ONS FOR COVPLETI NG APPENDI X B ( PART 3)

Col um A: State — Enter the State in which the revenue is
col | ect ed.

Colum B: Net Inconme — Record total receipts collected from
vendi ng machi ne operations, including comm ssions
paid by a comrercial vending concern which operates
vendi ng machi nes on installation property. Deduct
the cost of goods sold (including reasonabl e service
and mai nt enance costs). This should be the anount of
profit made after all fees are deducted. DO NOT
| NCLUDE RECEI PTS FROM RANDOLPH SHEPPARD ACT VENDI NG
MACHI NE FACI LI TI ES OPERATED BY LI CENSED BLI ND VENDORS
OR ANY COW SSI ONS PAI D BY A BLIND VENDCOR. DO NOT
| NCLUDE ANY RECEI PTS FROM VENDI NG MACHI NES OPERATED
BY OR FOR THE NAVY EXCHANGE

Colum C. Total Amount Excluded from $3,000 M ni mum - Record
total armount of $3, 000 exclusion taken from vending
machi ne operations at |ocations, installation or
facility not in direct conpetition with a blind-operated
vending facility.

Colum D.  Anmount Subject to Sharing with State Licensing Agency
— Record the dollar amobunt of net income subject to
sharing with the State |icensing agency (i.e., columm
B m nus colum Q).

Colum E: Share Fornula (50% 30% 10% etc.) — Record the
percent age of the anobunt subject to sharing that nust
be shared. The vendi ng machi ne i ncone-shari ng
requi renents are as follows:

1. One hundred percent of the vending machi ne i ncone
fromvendi ng machines in direct conpetition with
bl i nd- operated vending facilities wll be
provided to the State-I|icensing agency.

2. Fifty percent of the vending machine incone from
vendi ng machines not in direct conpetition with
bl i nd- operated vending facilities wll be
provided to the State-I|icensing agency.
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| NSTRUCTI ONS FOR COVPLETI NG APPENDI X B ( PART 3) (CONT' D)

Col um

Col umm

Col um

Col umm

3. Thirty percent of the vending machine inconme from
vendi ng machines not in direct conpetition with
bl i nd- operated vending facilities, and | ocated
where at | east 50 percent of the total hours
wor ked on the prem ses occurs during other than
nor mal wor ki ng hours will be provided to the
State |icensing agency.

4. Sone States have special agreenents as to the

percent shared and kept. |If that is the case,
enter those percents in place of the 100, 50 or
30 percent.

NOTE: |If sone |ocations on your installation are

subj ect to different sharing percentages than other

| ocations, enter themon separate |lines. For

exanple, if there are |locations that have to share
50% and | ocations that have to share 30 percent,

group all the 50 percent |ocations on one line and al
the 30 percent locations on another line. This is the
only way to nake the fornulas cone out correctly and
ensure accuracy.

Keep Formula (50 percent, 70 percent, 90 percent,

etc.) — Record the percentage of the ambunt subject to
sharing that does not have to be shared. To get this
per cent age subtract the percent you nust share in
Colum E from 100 (e.g., 30 percent shared neans 70
percent not shared).

Amount Shared with State Agency for the Blind —
Record the dollar amount resulting fromthe
percentage shared (i.e., colum E of Colum D). |If
Col um E were 30 percent and Columm D were $100,
Col um G woul d be $30. 00.

Amount Ret ai ned — Record the dollar anount retained,
i.e., Colum F of Colum D). If Colum F were 70
percent and Colum D were $100, Columm H woul d be $70.

Amount Di sbursed to State Licensing Agency — Record
t he amount that has been distributed during the year
to the State |licensing agency to date.
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Colum J: Anmount Pending Di sbursenent to State Licensing Agency
- Record the anobunt due the State |icensing agency
for the year but has not yet been distributed.
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APPENDIX C

VOLUNTEER AGREEMENT FOR
APPROPRIATED FUND ACTIVITIES NONAPPROPRIATED FUND INSTRUMENTALITIES

PRIVACY ACT STATEMENT
AUTHORITY: Section 1588 of Title 10, U.S. Code, and EO. 9397.

PRINCIPAL PURPOSE(S): To document voluntary services provided by an individual, including the hours of service performed, and to
obtain agreement from the volunteer on the conditions for accepting the performance of voluntary service.

ROUTINE USE(S): None.

DISCLOSURE: Voluntary; however failure to complete the form may result in an inability to accept voluntary services or an inability to
document the type of voluntary services and hours performed.

PART | - GENERAL INFORMATION

1. TYPED NAME OF VOLUNTEER (Last, First, Middle Initial) 2. SSN 3. DATE OF BIRTH (YYYYmMMDD)
4. INSTALLATION 5. ORGANIZATION/UNIT WHERE SERVICE OCCURS
6. PROGRAM WHERE SERVICE OCCURS 7. ANTICIPATED DAYS OF WEEK | 8. ANTICIPATED HOURS

9. DESCRIPTION OF VOLUNTEER SERVICES

PART Il - VOLUNTEER IN APPROPRIATED FUND ACTIVITIES

10. CERTIFICATION

| expressly agree that my services are being provided as a volunteer and that | will not be an employee of the United States
Government or any instrumentality thereof, except for certain purposes relating to compensation for injuries occurring during the
performance of approved volunteer services, tort claims, the Privacy Act, criminal conflicts of interest, and defense of certain suits arising
out of legal malpractice. | expressly agree that | am neither entitled to nor expect any present or future salary, wages, or other benefits
for these voluntary services. | agree to be bound by the laws and regulations applicable to voluntary service providers and agree to
participate in any training required by the installation or unit in order for me to perform the voluntary services that | am offering. | agree
to follow all rules and procedures of the installation or unit that apply to the voluntary services | will be providing.

a. SIGNATUREOF VOLUNTEER b. DATE SIGNED (YYYYMMDD)
11.a. TYPED NAME OF ACCEPTING OFFICIAL b. SIGNATURE c. DATE SIGNED (YYYYMMDD)
(Last, First, Middle Initial)

PART Ill - VOLUNTEER IN NONAPPROPRIATED FUND INSTRUMENTALITIES

12. CERTIFICATION

| expressly agree that my services are being provided as a volunteer and that | will not be an employee of the United States
Government or any instrumentality thereof, except for certain purposes relating to compensation for injuries occurring during the
performance of approved volunteer services and liability for tort claims as specified in 10 U.S.C. Section 1588(d)(2). |expressly agree
that | am neither entitled to nor expect any present or future salary, wages, or other benefits for these voluntary services. |agree to be
bound by the laws and regulations applicable to voluntary service providers, and agree to participate in any training required by the
installation or unit in order for me to perform the voluntary services that | am offering. | agree to follow all rules and procedures of the
installation or unit that apply to the voluntary services that | am offering.

a. SIGNATUREOF VOLUNTEER b. DATE SIGNED (YYYYMMDD)

13.a. TYPED NAME OF ACCEPTING OFFICIAL b. SIGNATURE c. DATESIGNED (YYYYMMDD)
(Last, First, Middle Initial)

PART IV - TO BECOMPLETED AT END OF VOLUNTEER'S SERVICE BY VOLUNTEER SUPERVISOR
14. AMOUNT OF VOLUNTEER TIME DONATED 15. SIGNATURE 16. TERMINATION DATE

. YEARS (2,087 | b. WEEKS | c. DAYS |d. HOURS (YYYYMMDD)
hours= 1 year)

17.a. TYPED NAME OF SUPERVISOR b. SIGNATURE c. DATE SIGNED (YYYYMMDD)
(Last, First, Middle Initial)

DD FORM 2793, FEB 2002 PREVIOUS EDITION IS OBSOLETE. Exception to Standard Form 50 granted by

Office of Personnel Management (OPM) w aiver.
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APPENDI X D
CONTRACTI NG AND ACCOUNTI NG PROCEDURES
FOR VENDI NG MACHI NES

SAMPLE CONTRACT

1. The attached sanpl e contract contains reconmended provisions
consi dered desirable for procurenent of vendi ng machi nes/services
by Navy civilian NAFIs.

2. The sanpl e has been annotated with explanatory remarks in
parent heses. These notes should not appear in actual procurenent
docunents. I n paragraph 8 COVMPENSATI ON, the parties nmay agree to
a fixed percentage conmm ssion of gross sales rather than the
item zed price |l ess cost difference as shown. The contract
shoul d be witten accordingly.

3. Provisions are subject to mnor nodification if necessary to
suit local circunstances. Contractor requests for deletion or
maj or nodi fication of any of the provisions should be referred to
NAVPERSCOM ( PERS- 65) for approval.
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SAMPLE CONTRACT FOR VENDI NG SERVI CES

VENDI NG SERVI CES

1. This contract is entered into as of (Dat e) :

bet ween the U. S. Navy (Name of Civilian NAFI) :
hereinafter called the NAFI, by and through its duly authorized
contracting officer and (Name of Vendi ng Conpany), hereinafter
called the contractor, by and through its duly authorized agent
or person authorized to contract for said contractor.

2. SCOPE

The contractor shall provide the NAFI wi th vendi ng machi nes
in such nunber and at such | ocations as shall be designated by
the NAFI during the period of the contract. The parties shal
jointly determ ne service schedul es, machi ne repl acenent or
rotation as appropriate. The machines will be adequately
supplied and serviced by the contractor. All products provided
to the NAFI for sale through the machines shall remain at al
times until vended, the property of the contractor.

3. KEY CONTROLS

Each machine is to be delivered wwth two keys, one
controlling access to the working nechanismand the other to the
cash box alone. Both keys shall be delivered to the contracting
officers at the time of machine installation. The keys wll
remain with the contracting officers or with desi gnated
cust odi ans except when | ogged out by the cash verifiers. Wrking
mechani sm access key may be | ogged out separately to contractors
servi ce personnel but at no tinme shall either the contractors or
their representatives, or the cash verifiers be alone in sole
possessi on of both keys.

4. RISK OF LOSS

The NAFI assunes any |l oss resulting fromthe use of slugs or
foreign coins, as well as any loss resulting frompilferage or
destruction, provided however, that the contractor shall not be
relieved of liability for its negligence, or for the negligence
of its enployees. The contractor assunes, and shall reinburse
the NAFI for, any loss resulting from equi pnent mal functions
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SAMPLE CONTRACT FOR VENDI NG SERVI CES ( CONT' D)
which permit a machine to operate w thout deposit of paynent or
whi ch prevent a machine fromoperating after it has accepted

paynent .

5. CHANGE BANKS

Al funds required to established change banks in vendi ng
machi nes to |l evels prescribed by the contracting officer are
funds of the NAFI and will be furnished to the contractor by the
NAFI . The contractor shall not use these funds for any purpose
ot her than as change bank funds which nust be placed in the
change banks of the machines. Upon expiration of the contract,
all such change funds shall be returned to the NAFI by the
contractor.

6. COLLECTI ON CF SALES RECEI PTS

Each participating activity wwll, in witing, appoint one
gualified cash verifier and one alternate cash verifier. Al
coin collection will be nmade by the contractor during nornma
wor ki ng hours on a pre-coordi nated basis, acconpani ed and
supervi sed by the cash verifier, subject to such interna
controls as may be prescribed by the NAFI. The contractor is
required to furnish one coin denom nation separator and counting
machi ne for making all collection at each participating
instal l ation.

7. REPORTI NG AND SETTLEMENT OF ACCOUNTS

The contractor shall, sinmultaneously with each collection,
furnish the NAFI with a witten report thereof, in a form
satisfactory to the contracting officer, item zing collections
separately for each machi ne and building |ocation and verified by
t he designated cash verifier. The parties shall nmutually agree
on the time or tinmes when settlenent of accounts shall be nade,
but in no event, with or without such agreenent, shall such
settlement be nade | ess frequently than once each nonth
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8. COVPENSATI ON

The followi ng amounts due shall be accepted by the parties as
full conpensation for the use by NAFI of the nachines, for the
purchase price of the product dispensed, for all services
performed by the contractor, and for reinbursenent for all costs
incurred by the contractor, and shall be per the foll ow ng
cost/price structure. The difference between the selling price
and the cost per unit shall accrue to the NAFI

Product (s) Sol d Cost per Unit Selling Price
(description of (i ncludes all charges (established

each product to payabl e to contractor) by the NAFI)
be sol d)

9. SPECI FI CATI ON

The specification, quantity, and |location of the vendi ng
machi nes to be furnished hereunder are stated in the follow ng
schedul e of equi prent:

Type of Unit Quantity Locati on

10. TITLE AND RI SK OF LGSS

Unl ess specifically provided el sewhere in this contract,
title to the vendi ng nachi nes, machi ne conponents, including
repl acenent parts, etc., shall remain with the contractor. The
contractor assunes full risk and responsibility for any |oss or
damage occurring to said nachi nes and conponents, except as my
be attributable to the NAFI by reason of negligence of its
of ficers, agent, or enployees.

D4 Appendix D to
Encl osure (1)



BUPERSI NST 12990. 1A
6 Feb 2004

SAMPLE CONTRACT FOR VENDI NG SERVI CES ( CONT’ D)

11. | NSTALLATI ON

Al'l vending machines in the type and quantities specified
shall be delivered, installed, and bolted in place as directed by
the contracting officer per applicable national and | ocal codes
and in conpliance with all safety and security neasures required
by the contracting officer.

12. SPACE, UTILITIES, AND STORAGE

The contractor shall not be required to pay any rental for
t he space occupi ed by the vendi ng machi nes furni shed hereunder
when in use on the prem se where installed. The contractor shal
not be required to pay the cost of any utilities, which may be
found necessary for the use, or operation of any vendi ng machi nes
furni shed hereunder. The contractor shall not be required to pay
for any building alteration costs, renodeling, painting, or the
installation of utilities that may be required for the operation
of vendi ng machi ne. However, the contractor is not authorized to
make any inprovenent or alterations to the space or to the
facilities in which the machines are installed. Upon request of
the contractor and sufficient justification appearing therefor,
the activity manager nmay supply space, if available, for the
storage of contractor's property. Except for the wllful
m sconduct or gross negligence of the enpl oyees of the activity,
the activity shall not be responsible for the safety of the
contractor's property so stored. The contractor shall not be
required to pay rent for any spaces occupied by its products on

the mlitary installation. In the event of term nation or
cancel lation of this contract as herein provided, the contractor
shall renove all its property, at its expense, and upon its

failure to do so, the contracting officer may renove and store
said property, and charge the contractor for any expenses
incurred for such renoval and storage.

13. SERVI CE AND NMAI NTENANCE

Contractors, at their own expense, shall keep all equi pnent
required to be provided under the contract, including any neters
and special attachments thereto, in proper working order and wll
acconplish all repair work within 4 hours after receipt of
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SAMPLE CONTRACT FOR VENDI NG SERVI CES ( CONT’ D)

notification or discovery of any breakdown. Breakdowns reported
on weekends, holidays or after the contractor's normal working
hours will be repaired within 4 hours after the start of the next
wor ki ng day.

14. EMPLOYEES OF THE CONTRACTOR

Al'l enpl oyees of the contractor enployed in the performance
of work under this contract shall be enpl oyees of the contractor
at all times and not of the U S. Governnent, its agencies or
instrunmentalities. The contractor shall conply with the Soci al
Security Act, the Longshorenen's and Harbor Wrker's Conpensati on
Act, and such workers conpensati on and unenpl oynent insurance
|aws of the State where the work is perforned as shall be
applicable to the work perforned hereunder. The contractor shal
conply with all other relevant |egislation, State and Federal.
When on the mlitary installation, enployees of the contractor
shall at all times conduct thenselves in an orderly and proper
manner and mai ntain a presentabl e appearance and a courteous
attitude. The contracting officer may require the contractor to
renmove fromthe job enpl oyees whose conduct does not neet such
standards or is inconsistent with the interest of mlitary
security. Contractor agrees that in the performance of work
under this contract there will be no discrimnation against any
enpl oyee or applicant for enploynent because of race, creed,
col or, sex, or national origin.

15. CONTRACTOR S WARRANTY. The contractor warrants that

a. supplies furnished will be fit and sufficient for the use
i ntended and are not "seconds" as the termis normally understood
in the trade. This warranty will survive acceptance of the

supplies, and is in addition to other warranties of additional
scope given by the contractor hereunder.

b. supplies and services will conply with all applicable
State and Federal |aws and regul ations, together with all safety,
noi se em ssion, or other standards pronul gated thereunder or
ot herwi se provided, as well as with all testing safety
certification, record keeping, and | abeling requirenents.
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c. The contractor will not represent in any manner,
expressly or by inplication, that the supplies or services
furni shed hereunder are approved or endorsed by the Departnent of
the Navy, or any part thereof. Any advertisenents, including
cents-of f coupons, by the vendor which refer to a Navy
instrunmentality will contain a statenent that the adverti senent
was neither paid for nor sponsored, in whole or in part, by the
Department of the Navy, or any part thereof.

16. | NDEWMNITY

a. The contractor agrees to indemify and hold harnl ess the
U.S. Governnent (including its agencies and instrunentalities,
their officers, agents and enpl oyees) against liability
(including liability for infringenment of any patent, copyright
trademark, licensing, royalty, or other right asserted by any
third party with respect to entertai nnent perforned or provided,
or any part thereof, consisting of or including works of
aut horshi p or copyrightable or other works, whether nusical
wor ks, including words, dramatic works, sound recordings, or
ot herwi se, under State, Federal or other applicable law, and
agai nst any and all clainms or judgenents for |oss, death, injury,
or property damage (including costs and expenses i ncident al
thereto) arising out of or in connection with

(1) the furnishing by the contractor or any entertainnent
which is subject to copyright, licensing, royalty, or other
rights or requirenents, and which is called for under this
contract.

(2) any of the actions of activities of the contractor’s
subcontractors, representatives, agents or enployees while
performng this contract.

(3) any of the contractor’s actions or activities.

b. Not hing herei nabove contai ned shall, however, relieve or
be construed as relieving the U S. Governnment (including its
agencies and instrunentalities, and their officers, agents and
enpl oyees) fromany liability grow ng out of their negligence,
nor shall anythi ng contai ned herei nabove this paragraph be
construed as an assunption of indemification on the part of the
contractor as against any such liability arising fromor grow ng
out of any such negligence.
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17. USE OF COPYRI GHT MATERIAL. The contractor shall make
appropriate paynents, or obtain and be solely responsible for,
appropriate licenses or rel eases, from hol ders of
copyright-protected musical or entertainment works, in
conjunction with the services rendered under this contract.

18. OFFI CE OF PRI MARY CONTRACT ADM NI STRATI ON

(Nanme and address of adm nistrator of funds) is responsible
for the overall administration of this contract. Mdifications
to this contract nust be made in witing and will not becone
effective until approved in witing by the contracting officer.

19. TERM OF CONTRACT. The contract shall continue for a period
of 12 nonths fromthe effective date unless sooner term nated as
provi ded herein.

20. OPTI ON TO EXTEND

a. The contracting officer shall advise the contractor in
witing at | east 60 cal endar days before the contract period
expires of the NAFIs desire to extend the period of the contract
for _ nonths. |[If the NAFI exercises this option, the extended
contract shall be considered to include this option provision.

b. The total duration of this contract, including any
extension pursuant to the option exercised under this clause,
shall not exceed 5 years fromthe date of the original contract.

21. SUBCONTRACTING  This contract or any part thereof nay not
be subcontracted w thout the prior witten approval of the
contracting officer.

Print Name of Contracting Oficer Print Name of Contractor
Signature of Contracting Oficer Si gnature of Contractor
D8 Appendix D to
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Dat e Dat e

Addr ess & Tel ephone Nunber Addr ess & Tel ephone Nunber
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Attach a copy of the follow ng standard contract cl auses
to all vending machi ne standard contracts.

NONAPPROPRI ATED FUND CONTRACT CLAUSES

1. DEFINITIONS. As used throughout this contract, the foll ow ng
ternms and abbrevi ati ons have the neaning set forth bel ow

a. The term“Contract” means this agreenent or order and any
nodi fi cati ons hereto.

b. The abbreviation “NAFI” neans Nonappropriated Fund
Instrunentality of the United States Governnent.

c. The term“Contracting Oficer” means the person executing
or responsible for admnistering this contract on behal f of the
NAFI which is a party hereto, or his successor or successors.

d. The term“Contractor” nmeans the party responsible for
provi di ng supplies/equi pnent/services at a certain price or rate
to the NAFI under this contract.

e. The term“Contracting Oficer’s Representative’” (COR)
means a person appointed by the Contracting O ficer to nonitor
performance and act as a |liaison between the Contractor and the
Contracting Oficer.

2. ADVERTI SEMENTS. The Contractor agrees that none of its, nor
its agent’s, advertisenent to include publications, merchandi se,
pronotions, coupons, sweepstakes, contests, sales brochures,
etc., shall state, infer or inply that the Contractor’s products
or services are approved, pronoted or endorsed by the NAFI. Any
advertisenment, including cents off coupons, which refers to a
NAFI will contain a statenent that the advertisenment is neither
paid for nor sponsored in whole or in part by that particul ar
activity.

3. ASSI GNMENT. Contractors may not assign their rights or
del egate their obligations under this contract w thout prior
written consent of the Contracting Oficers.

4. COVMERCI AL WARRANTY. The Contractor agrees that the
suppl i es/ equi pnent or services furnished under this contract
shal | be covered by the nost favorable comrercial warranties the
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Contractor gives to any custoner for such supplies/equi pment or
services and that the rights and renedi es provided herein are in
addition to and do not |limt any rights afforded to the NAFI by
any other clause of this contract. The printed terns and
conditions of such warranty will be provided to the NAFI with the
delivery of any supplies/equi pment or services cover ed.

5. DI SCOUNTS FOR PROVPT PAYMENT. |n connection with any pronpt
paynment discount offered, tine will be conputed fromthe date of
the Contractor’s invoice. Paynent is deened to have been nade as
of the date on the paynent check or date on which electronic
funds transfer is made.

6. DI SPUTES. Except as otherw se provided in this contract, any
di spute or claimconcerning this contract which is not disposed
of by agreenent shall be decided by the Contracting O ficers, who
shall state their decision in witing and nmail or otherw se
furnish a copy of it to the Contractor. Wthin 90 days from date
of receipt of such copy, the Contractor may appeal by mailing or
ot herwi se furnishing to the Contracting Oficer a witten appeal
addressed to the imedi ate superior in command (1SIC) of the
command one | evel above the Contracting Oficer's command. The
decision of this authority shall be final and conclusive. |If no
such appeal is filed, the decision of the Contracting Oficer
shal |l be final and conclusive. The Contractor shall be afforded
an opportunity to be heard and to offer evidence in support of
any appeal under this clause. Pending final decision on such a
di spute, the Contractor shall proceed diligently with the
performance of the contract and according to the decision of the
Contracting O ficer, unless directed to do otherw se by the
Contracting O ficer.

7. EXAM NATI ON OF RECCRDS

a. The clause is applicable if the anbunt of this contract
exceeds $10,000 and the contract was entered into by nean of
negoti ation. The Contractor agrees that the Contracting Oficers
or their duly authorized representative shall have the right to
exam ne and audit the books and records of the Contractor
directly pertaining to the contract during the period of the
contract and up to 3 years after contract expiration date and
final paynent.

b. The Contractor agrees to include the clause in “a” above
in all subcontracts thereunder which exceed $10, 000.
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8. GRATUI TIES

a. The NAFI may, by witten notice to the Contractor,
termnate the right of the Contractor to proceed under this
contract if it is found after notice and hearing, by the
Commandi ng O ficer, that gratuities (in the form of
entertainment, gifts, or otherwi se) were offered or given by the
Contractor, or any agent or representative of the Contractor, to
any officer or enployee of the Governnent or the NAFI with a view
toward securing favorable treatnment with respect to the awardi ng
or anendi ng, or the making of any determ nations with respect to
the perform ng of such contract.

b. In the event this contract is termnated as provided in
par agraph “a” hereof, the NAFI shall be entitled

(1) to pursue the sane renedi es agai nst the Contractor as
it would pursue in the event of a breach of contract by the
Contractor.

(2) as a penalty in addition to any other damages to
which it may be entitled by |aw to exenplary damages in an anount
(as determ ned by the Commanding O ficer), which shall not be
| ess than three nor nore than 10 times the cost incurred by the
Contractor in providing any such gratuities to any such officer
or enpl oyee.

c. The rights and renedies of the NAFI provided in this
cl ause shall not be exclusive and are in addition to any other
rights and remedi es provided by |law or under this contract.

9. HOLD AND SAVE HARMLESS. The Contractor shall indemify, save
harm ess and defend the NAFI, U S. Navy, Federal Governnent, its
outlets and custonmers fromany liability, clainmd or established,
for violation or infringenment of any patent, copyright or
trademark right asserted by any third party with respect to goods
hereby ordered or any part thereof. Contractor further agrees to
hol d NAFI harm ess fromall clainms or judgenents for damages
resulting fromthe use of products listed in this contract,

except for such clainms or damages caused by or resulting from
negl i gence of the NAFI custoners, enployees, agents or
representatives. Also, the Contractor shall at all tinmes hold
and save harm ess the NAFI, U S. Navy, Federal Governnent, its
agents, representatives, and enployees fromany and all suits and
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expenses which arise out of acts or om ssions of the Contractor,
its agents, representatives, or enployees.

10. INSPECTION. Unl ess otherw se provided herein, inspection
shall be made after receipt of the supplies/equipnent by the
ordering activity or after conpletion of services by the
Contractor. Inspection and acceptance shall not be concl usive,
with respect to latent defects or fraud, or with respect to the
NAFI s rights under the Proof of Shipnment provisions contained
herein. In case any supplies/equipnment or services are defective
in material or workmanship, or are otherwi se not in conformty
with the requirenents of this contract, the NAFI shall have the
right to reject such supplies or services, or to require

repl acenent or correction. Rejected supplies/equipnent shall be
removed by and at the expense of the Contractor pronptly after
notice. |If required by the NAFI, the Contractor, after notice of
defect or non-conformance, shall, in a tinmely manner, correct or
repl ace the defective or non-conform ng supplies/equi pment or
services, or any part thereof. Wen such correction or

repl acenent requires transportation of the supplies/equipnment or
part thereof, all shipping costs to and fromthe Contractor’s

pl ant or place of business shall be borne by the Contractor.

11. 1 NSURANCE

a. The Contractor shall, at their expense, procure and
mai ntain, during the entire performance period of this contract,
i nsurance of at |east the kinds and m ni nrum anmount set forth
her ei n.

b. At all times during performance, the Contractor shal
mai ntain with the Contracting Oficer a current Certificate of
| nsurance showi ng at | east the insurance required herein, and
provi ding 30 days witten notice to the Contracting Oficer by
the i nsurance conpany prior to cancellation or material change in
policy coverage.

c. The Contractor shall also require all first-tier
subcontractors, who will performwork on a Governnent
installation, to procure and maintain the insurance required
herein during the entire period of their performance. The
Contractor shall furnish (or assure that it has been furnished)
to the Contracting O ficer a current Certificate of Insurance
neeting the requirenents of “b” above for each such first-tier
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subcontractor, at least 5 days prior to entry of each such
subcontractor’s personnel on the installation.

d. In inplenentation of the insurance clause above, the
Contractor shall procure and naintain:

(1) Workman’s conpensation as prescribed by the | aws of
the State in which the work will be perfornmed and enpl oyer’s
l[Tability insurance.

(2) General liability insurance wherein the NAFI and the
United States are included as nanmed insured stating that such
insurance is primary (secondary to or contributory with no other
insurance). Policy limts of $500,000 per person - $1, 000, 000
per occurrence for injury or death, and $100, 000 property damage
per occurrence are required.

(3) The Contractor is responsible for danage or loss to
their owned or |eased equipnment. Cains wll be honored only if
it can be shown that the NAFI was negligent and caused damage or
|l oss to the Contractor’s equi pnent.

12. INVOCES. An invoice is a witten request for paynment under
the contract for supplies/equi prment delivered or for services
rendered. In order to be proper, an invoice should include (and

in order to support the paynent of interest penalties) nust
i ncl ude the foll ow ng:

a. Invoice date.

b. Nanme of Contractor.

c. Contract nunber (include order nunber, if any) contract
description of supplies or services, quantity, contract unit of
measure and unit price and extended total.

d. Shipnent nunber and date of shipnent.

e. Nane and address to which paynent is to be sent (nane
must be the sane as that in the contract or on a proper notice of
assi gnnment) .

f. Nanme (where practicable), title, tel ephone nunber and

mai | i ng address of person to be notified in event of a defective
i nvoi ce.
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g. Any other information or docunentation required by other
provi sions of the contract (such as evidence of shipnent).

h. Invoices shall be prepared and submtted in duplicate
(one copy shall be marked “Original”) unless otherw se specified.

13. LAW GOVERNI NG CONTRACTS. I n any dispute arising out of this
contract, the decision of which requires consideration of |aw
guestions, the rights and obligations of the parties shall be
interpreted and determ ned according to the substantive and
procedural laws of the United States of Anerica.

14. LEGAL STATUS. The NAFI is an integral part of the Departnent
of Defense and is an instrunentality of the United States
Governnent. Therefore, NAFI contracts are United States
Governnment contracts, however, they do not obligate appropriated
funds of the United States. NO APPROPRI ATED FUNDS OF THE UNI TED
STATES SHALL BECOVE DUE OR BE PAI D A CONTRACTOR BY REASON OF THI S
CONTRACT.

15. MODI FI CATI ONS. No agreenent or understanding to nodify this
contract wll be binding upon the NAFI unless it is made in
witing and signed by a Contracting Oficer fromthe office that

i ssued the contract or its successor.

16. ORDER OF PRECEDENCE. In the event of an inconsistency
bet ween provisions of this solicitation/award, the inconsistency
shal | be resolved by giving precedence in the foll ow ng order:

a. Supplies/Equi prent or Services and Prices/ Costs.

b. Description/Specifications/Wrk Statenent.

c. Special Contract Requirenents.

d. Contract C auses.

e. Oher provisions of the solicitation/award.
17. PAYMENTS. Paynent of prices stated in this contract will be
made according to the Pronpt Paynent Act, as anended. Unless
ot herwi se specified, paynment will be nmade on partial deliveries

accepted by the NAFI when the anpbunt due on such deliveries so
warrants. Paynent is deened to have been nade as of the date on
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t he paynent check or date on which electronic funds transfer is
made.

18. PROOF OF SHI PMENT. (Applicable to shipnents outside the
United States through the Defense Transportation System {DIS} and
Parcel Post shipnments to overseas destinations). Except as

ot herwi se provided in this contract, paynent will be nade for
itens not yet received upon receipt of an invoice acconpani ed by
proof of delivery to a postal systemor common carrier if
delivery is FOB point of origin. For deliveries FOB destination
named port of debarkation, the invoice nust be acconpani ed by a
signed recei pt by a governnment representative at the named port.

19. TAXES. The prices herein reflect full reduction for taxes
that are nonapplicable. 1In addition to the exenption from
Federal excise taxes by virtue of exportation, all tangible
personal property sold to NAFIs for resale are exenpt from sal es
and use taxes. All sales other than for resal e depend on State
| aw or Federal constitutional inmmunity for exenption from State
sal es and use taxes.

20. TERM NATI ON FOR CONVENI ENCE. The Contracting Oficer, by
witten notice, may termnate this contract, in whole or in part
when it is in the best interest of the NAFI. |If this contract is
for supplies/equipnment and is so termnated, the Contractor shal
be conpensated according to FAR Subparts 49.1 and 49.2 in effect
on the date of this contract award. To the extent that this
contract is for services and is so term nated, the NAFI shall be
liable only for paynent according to the paynment provisions of
this contract for services rendered prior to the effective date
of termnation, providing there are no Contractor clains covering
non recurring costs for capital investnent. |[|f there are any
such Contractor clainms, they shall be settled according to FAR
Subparts 49.1 and 49. 2.

21. TERM NATI ON FOR DEFAULT. The Contracting O ficer, by
witten notice, may termnate this contract in whole or in part
for failure of the Contractor to performany of the provisions
hereof. In such event, the Contractor shall be liable for
damages including the excess cost of reprocuring simlar

suppl i es/ equi pnent or services; provided that, if

a. it is determned for any reason that the Contractor was
not in default.
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b. Contractor’s failure to performis w thout the
Contractor’s or subcontractor’s control, fault or negligence, the
term nation nust be deened to be a term nation for convenience.
As used in this provision, the term “subcontractor” neans
subcontractor at any tier.

22.  VARIATION IN QUANTITY. No variation in quantity of any item
listed in this contract will be accepted unless authorized by the
Contracting Oficer.

23. PROTESTS. Oferors are encouraged to resolve any conplaints
or issues they may have with the Contracting Oficer in an

i nformal manner. However, where an O feror is not satisfied with
a procurenent decision of the Contracting Oficer, that Oferor
may file a witten protest with the Contracting Oficer and the
Contracting Officer will issue a final decision on the protest.
Any interested party who is dissatisfied by the Contracting
Oficer’s final decision on the protest may file a witten appeal
with the Commanding O ficer. The procedures for filing protests
may be found in paragraph 223 of BUPERSI NST 7043.1B. A copy of
paragraph 223 will be provided to any O feror by the Contracting
O ficer upon request.
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CLAUSES | NCORPORATE BY REFERENCE

The provision of the follow ng clause set forth in the Federal
Acqui sition Regulation (FAR) are hereby incorporated into this
order or contract by reference with the same force and effect as
if they were given in full text. As used in the follow ng
clause, the term“Governnment” is deleted and the abbreviation
“NAFI” is substituted in lieu thereof. The date of each cl ause
shal |l be the current date set forth in the FAR at the time of

i ssuance of an order or contract award. C auses made

i nappl i cable by the reference or by the type or order or contract
(e.g. order or contracts for services instead of

suppl i es/ equi pnent) are self-deleting. Upon request, the
Contracting O ficer will provide the full text.

CLAUSE NO. REFERENCE CLAUSE TI TLE

24 52. 203-5 Covenant Agai nst
Conti ngent fees
(Contracts over
$100, 000)

25 52.222-20 Wal sh- Heal ey Public
Contracts Act
(Supply Contracts in
excess of $10, 000)
(not with foreign
Contractors)

26 52.222. 26 Equal Opportunity
(Supply and
Servi ce Contracts over
$10, 000)

27 52.222.35 Affirmati ve Action

for Speci al

D sabl ed Vet erans and
Vi et nam Era Vet erans
(Suppl i es and

Servi ces over

$10, 000)
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28 52.222-36 Affirmati ve Action
f or Handi capped

Wor ker s

(Supplies and Service
Contracts over

$25, 000)

29 52. 222- 37 Enpl oyment Reports on
Speci al Di sabl ed
Vet erans and Vi et nam
Era Vet erans
(Supplies and
Services Contracts
over $10, 000)

30 52. 225-13 Restrictions on
Certain Foreign
Pur chases

31 52-232-11 Extras

32 52.243-1 Changes—Fi xed Price

33 52. 246-1 Contractor |nspector
Requi renent s

34 52. 246- 16 Responsibility for
Suppl i es

35 52.247-52 Cl ear ance and

Docunent ati on

Requi r ement s- Shi pnent
to DOD Air

or Water Term nal
Transshi pnment Poi nts

36 52.222-3 Convi ct Labor
(Contracts over
$2, 500)
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37 52.222-4 Contract Work Hours
and Safety
St andar ds Act -

Overtinme
Conmpensat i on—CGener al
(Contracts over
$100, 000)

38 52.222-41 Service Contract Act
of 1965, as
anended (Contracts
over $2,500)

39 52.243-1 (ALT1) Changes — Fi xed Price
40 52. 246- 4 | nspection of
Services — Fi xed
Price
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GUI DELI NES FOR COVPLETI NG THE
DECENTRALI ZED CMAR FI NANCI AL STATEMENT

1. Introduction. These guidelines are intended to establish

uni form procedures necessary for the conpletion and subm ssion of
the Category Il and Category IV CMAR Fi nanci al Statenents by al
activities maintaining a CMAR fund not reporting financial data
under AIMS and authorized to use the cash-basis accounting

met hod. These procedures represent a single-entry cash basis
system of accounting and will enable each activity to reflect its
financial transactions during a specified period, as well as
accurately representing its current financial condition.

2. General Instructions

a. Financial Statenents for Decentralized CMAR NAFIs (i.e.
activities not participating in AlM5) nust reflect ALL inconme and
expenses incurred by the CMAR NAFI during the reporting period.
Al'l entries shall be recorded in U S. dollars. DO NOT include
i ncome, which is due but not received, or expenses, which are
owed but not paid at the end of the period.

b. Line titles/descriptions nust be adhered to whenever
possi ble. Those itens of inconme and expense, which are not
listed on the financial statenent will be shown under the
captions M scel |l aneous Incone (Line 13) and M scel | aneous Expense
(Line 34), with a breakdown included as an addendumto the
financial statenent.

3. Preparation of the Decentralized CMAR NAFI Fi nanci al
St at enent

a. The headings on the financial statenment will be filled
out as foll ows:

(1) Reporting Activity: Decentralized CMAR NAFI -
| dentify by command designati on and geographic | ocation (mailing
address), for exanple, Conmander, Operational Test and Eval uation
Force, Norfol k, VA 23511-6388). Include the appropriate Unit
Identification Code (UC) in the space provided.

(2) Period Ending: Enter 30 Septenber 200__ or date of
di sestabli shnent of the CMAR, as appropriate. (For interim
statenents, reflect the appropriate statenment preparation date.)
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b. The I NCOVE AND EXPENSE STATEMENT will be conpl eted as
fol | ows:

Line 1: NET WORTH (CASH BROUGHT FORWARD BEGQ NNI NG OF
PERI OD. Enter the net worth (cash) figure brought forward from
the end of the prior period financial statenent. (Net Wrth
figure woul d not change between the end of one fiscal year and
t he begi nning of another.) Activities reporting for the first
time wll fill in a "zero" on this line.

Line 2: RESALE OPERATI ON | NCOVE ( CAFETERI A). Category
Il CMAR NAFI s enter revenue derived fromcafeteria food and
bever age sal es.

Line 3: RESALE OPERATI ON | NCOVE ( SNACK BAR). Category
Il CMAR NAFI s enter revenue derived from snack bar food and
bever age sal es.

Line 4: RESALE OPERATI ON | NCOVE (CATERING). Category ||
CMAR NAFIs enter revenue derived fromcatering sal es.

Line 5: | NHOUSE OPERATED VENDI NG MACHI NE | NCOVE: Enter
revenue derived fromin-house operated (i.e., operated directly
by CMAR) vendi ng machi nes.

Line 6: OTHER RESALE I NCOVE. Enter the resale incone
received, which is not included in the inlines 2 through 5. A
br eakdown description and dollar amount of all itens reflected in
this category MUST BE | NCLUDED as an addendumto the
Decentralized CMAR NAFI Fi nanci al Statenent.

Line 7: TOTAL RESALE/ VENDI NG | NCOVE. Enter the total of
lines 2 through 6. The total nust represent the total incone
received fromall sources of in-house resale operations during
t he peri od.

Line 8 COW SSI ONS FROM CONTRACT OPERATED VENDI NG
MACHI NES. Enter comm ssions incone received fromcontract (i.e.,
commerci al vendor or Navy Exchange) operated vendi ng nmachi nes.

Line 9: COW SSI ONS FROM CONTRACT OPERATED FOOD AND
BEVERAGE ACTIVITIES. Category Il CMAR NAFI s enter comm ssions
i ncone received fromcontract-operated food and beverage
oper at i ons.
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Line 10: TRANSFERS FROM OTHER RECREATI ON FUNDS
Category IV CMAR NAFI s enter funds received from other CMAR NAFI

Line 11: RECREATI ON PROGRAM AND ACTI VI TY | NCOVE.
Category IV CMAR NAFIs, enter incone received fromthe operation
of recreation progranms, activities, and services.

Li ne 12: | NTEREST | NCOVE. Enter the anount of interest
i ncone received during the period.

Line 13: M SCELLANEQUS | NCOVE. Enter the anount of
ot her incone not recorded in lines 8 through 12. Provide a
br eakdown description and dollar anount of all itenms reflected in
this category as an addendum

Line 14: TOTAL CASH RECEI PTS. Enter the total of lines
7 through 13. The total nust represent the total incone received
fromall sources during the period.

Li ne 15: RESALE MERCHANDI SE PURCHASED ( FOOD AND
BEVERAGE). Category Il CMAR NAFIs enter the total dollar val ue,
AT COST, of all food and beverage itens purchased for resale
during the period.

Line 16: | N-HOUSE OPERATED VENDI NG MACH NE NMERCHANDI SE
PURCHASED. Enter the total dollar value, AT COST, of all vending
machi ne nmerchandi se purchased for vendi ng machi ne sal es during
t he peri od.

Line 17: OTHER RESALE MERCHANDI SE PURCHASED. Enter the
total dollar value, AT COST, of all other nerchandi se purchased
for resale during the period and not listed in |[ines 15 and 16.

Line 18: TOTAL RESALE/ VENDI NG MERCHANDI SE EXPENSE
Enter the total of lines 15 through 17.

Line 19: DISTRIBUTIONS. Category Il CMAR NAFIs enter
t he amount of funds distributed to Category 1V CMAR NAFI during
t he peri od.

Line 20: SALARIES AND WACGES EXPENSE. Enter the total of
all salaries and wages (Direct, General, Adm nistrative and
Mai nt enance), including overtime, and bonuses, paid during the
period. Also conplete lines 39 and 40.
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Line 21: EMPLOYEE BENEFI TS EXPENSE. Enter the tota
anount of payroll-related costs paid during the period for
benefits and enpl oyer contributions for payroll taxes, life
i nsurance/ health i nsurance/retirenment contribution costs, awards,
and enpl oyee neal s.

Line 22: UTILITIES AND RENTS. Enter the total anmount of
costs paid during the period for heat, light, water, gas,
electricity, steam and other utility services. Include costs
for rental of equipnent and real property.

Li ne 23: REPAI R/ MAI NTENANCE. Enter the total anount of
costs paid during the period for the nai ntenance and repair of
vehi cl es, equi pnent, and facilities.

Line 24: SUPPLI ES AND EQUI PMENT UNDER $2,500. Enter the
total amount of costs paid during the period for the purchase of
supplies and equi pnent with a unit acquisition cost under $2,500.

Li ne 25: EQUI PMENT $2,500 AND OVER. Enter the tota
anmount of costs paid during the period for the purchase of
equi pnent with a unit acquisition cost of $2,500 and over.

Line 26: M SCELLANEQUS EXPENSE. Enter the total anount
of costs paid during the period for expenses not recorded on
lines 19 through 26.

Line 27: TOTAL CASH EXPENDI TURES. Enter the total of
lines 18 through 26. The total nust represent the total expenses
paid all sources during the period. Provide a breakdown
description and dollar anmount of all itens reflected in this
category as an addendum

Line 28: NET WORTH (CASH) AT END OF PERIOD. Enter the
total of lines 1 and 14, mnus |ine 27.

Li ne 29: NET WORTH ( CASH) BROUGHT FORWARD BEG NNI NG OF
PERI OD. Enter the anbunt fromline 1

Li ne 30: TOTAL CASH RECEI PTS. Enter the anpunt from

line 14.

Li ne 31: TOTAL CASH EXPENDI TURES. Enter the amount from

i ne 27.
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Line 32: TOTAL NET WORTH (CASH) AT END OF PERIOD. Enter
the amount of line 29 plus Iine 30 mnus |ine 31.

Line 33: CGENERAL CHECKI NG  Provi de checki ng account
nunber, nane and address of bank and enter the account bal ance at
the end of the period.

Line 34: SAVINGS ACCOUNT. Provide savings account
nunber, nanme and address of financial institution, and enter the
account bal ance at the end of the period.

Line 35: PETTY CASH AND CHANGE FUNDS. Enter the total
anount of all existing petty cash and change funds at the end of
t he peri od.

Li ne 36: UNDEPCSI TED CHECKS/ CASH ON HAND. Enter the
anmount of checks and cash on hand (not included in [ine 35) that
have NOT been deposited in |ocal checking or savings banks/
institutions.

Line 37: ACCOUNTS RECEI VABLE (Mbney owed to the CMWR
NAFI but not received in the period). Enter the total of al
nmoney owed to the CMAR NAFI at the end of the period but NOT
recei ved.

Li ne 38: ACCOUNTS PAYABLE (Bills owed by the CMAR NAF
at the end of the period). Enter the total of all bills owed by
the CMAR NAFI at the end of the period but NOT paid.

Line 39: M LI TARY PAI D FROM NONAPPROPRI ATED FUNDS
Enter the nunber of active duty mlitary personnel that were
enpl oyed on a part-tine basis during the period by the CMAR NAF
and recei ved conpensati on from nonappropriated funds.

Li ne 40: C VILIANS PAI D FROM NONAPPROPRI ATED FUNDS.
Enter in the appropriate bl ocks the nunber of full-tinme and
part-tinme (include flexible scheduled and tenporary) civilian
enpl oyees paid from CMAR nonappropriated funds during the period.

Line 41: TOTAL NON- EXPENDABLE PROPERTY. Enter the tota
dol | ar anmpbunt of non-expendabl e property (i.e., property with an
initial acquisition cost per unit of $2,500 or nore). This
anount should equal the total dollar anount on property/equi pment
i nventory records.
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Line 42: TOTAL OPTAR FUNDS DI SBURSED FOR RECREATI ON
DURI NG CURRENT DURI NG FI SCAL YEAR. Enter the anount of
appropriated fund OPTAR funds, which have been di sbursed for the
CMAR NAFI during the fiscal year.

Line 43: VEH CLE | NVENTORY RECORD. List all vehicles on
inventory purchased by the CMAR NAFI with NAF. | nclude
aut onobi | es, trucks, tractors, golf carts, canping/boat trailers,
etc. Provide nake, nodel, year, serial nunber and USN
Regi stration nunber (if applicable).

c. CERTIFICATION. The custodian or menber of the Audit
Board and the commandi ng officer shall sign and date the
certification requirenents at the bottom of the financi al
statenent .
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REPORTING ACTIVITY uiC

CT T T T o] ow T vem

FOR FISCAL YEAR ENDING

REPORT | |

OR

REPORTING TO: INTERIM MONTH | DAY | YEAR

COMNAVPERSCOM REPORT | I

PERS 658D

LINE] INCOME AND EXPENSE STATEMENT TOTALS LINE
1 NET WORTH (CASH) BROUGHT FORWARD BEGINNING OF PERIOD $ - 1

CASH RECEIPTS
2 RESALE OPERATION INCOME (CAFETERIA) $ - 2
3 RESALE OPERATION INCOME (SNACK BAR) $ - 3
4 RESALE OPERATION INCOME (CATERING) $ N 4
5 IN-HOUSE OPERATED VENDING MACHINE INCOME $ - 5
6 OTHER RESALE INCOME $ - 6
7 TOTAL RESALE/VENDING INCOME (Total of Lines 2 thru 6) $ - 7
8 COMMISSIONS FROM CONTRACT OPERATED VENDING MACHINES $ - 8
9 COMMISSIONS FROM CONTRACT OPERATED FOOD AND BEVERAGE ACTIVITIES $ - 9
10 | TRANSFERS FROM OTHER RECREATION FUNDS $ - 10
11 | RECREATION PROGRAM AND ACTIVITY INCOME $ - 11
12 | INTEREST INCOME $ - 12
13 | MISCELLANEOUS INCOME (Other income not listed) (ATTACH ADDENDUM) $ - 13
14 TOTAL CASH RECEIPTS (Total of Lines 7 thru 13) $ - 14
CASH EXPENDITURES

15 | RESALE MERCHANDISE PURCHASED (FOOD AND BEVERAGE) $ - 15
16 | IN-HOUSE OPERATED VENDING MACHINE MERCHANDISE PURCHASED $ - 16
17 | OTHER RESALE MERCHANDISE PURCHASED $ - 17
18 TOTAL RESALE/VENDING MERCHANDISE EXPENSE (Total of Lines 15 thru 17) $ - 18
19 | DISTRIBUTIONS $ - 19
20 | SALARIES AND WAGES EXPENSE (Requires Completion of Lines 39 & 40) $ - 20
21 | EMPLOYEE BENEFITS EXPENSE $ - 21
22 | UTILITIES AND RENTS $ - 22
23 | REPAIR/MAINTENANCE $ - 23
24 | SUPPLIES AND EQUIPMENT UNDER $2,500 $ - 24
25 | EQUIPMENT $2,500 AND OVER $ - 25
26 | MISCELLANEOUS EXPENSE (Other expense not listed) (ATTACH ADDENDUM) $ - 26
27 TOTAL CASH EXPENDITURES (Total of Lines 18 thru 26) $ - 27
28 | NET WORTH (CASH) AT END OF PERIOD (Lines 1 and 14 minus Line 27) $ - 28

NAVPERS 7010/ 2 (REV. 11/01)
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DECENTRALIZED CIVILIAN MWR FUND FINANCIAL STATEMENT Page 2
LINE INCOME AND EXPENSE STATEMENT TOTALS LINE
(From Reverse Side)
29 | NET WORTH (CASH) BROUGHT FORWARD BEGINNING OF PERIOD (Line 1 amount) $ - 29
30 | TOTAL CASH RECEIPTS (Total Lines 7 thru 13) - should be same as Line 14 $ - 30
31 | TOTAL CASH EXPENDITURES (Total Lines 18 thru 26) - should be same as Line 27 $ - 31
32 TOTAL NET WORTH (CASH) AT END OF PERIOD (Lines 29 & 30 minus Line 31) $ - 32
OTHER INFORMATION
TYPE OF ACCOUNT/NUMBER NAME/ADDRESS OF BANK
33 | GENERAL CHECKING ACCOUNT BALANCE $ - 33
34 | SAVINGS ACCOUNT BALANCE $ - 34
35 | PETTY CASH AND CHANGE FUNDS $ - 35
36 | UNDEPOSITED CHECKS / CASH ON HAND $ - 36
37 | ACCOUNTS RECEIVABLE (Money owed to the Fund but not received in the period) $ - 37
38 | ACCOUNTS PAYABLE (Bills owed by the Fund but not paid in the period) $ - 38
STATISTICAL DATA
FULL TIME PART TIME
39 | MILITARY PAID FROM NONAPPROPRIATED FUNDS 39
40 | CIVILIANS PAID FROM NONAPPROPRIATED FUNDS 40
41 | TOTAL NONEXPENDABLE PROPERTY (Must equal total of property/equipment inventory record) $ 41
42 | TOTAL OPTAR FUNDS DISBURSED FOR RECREATION DURING CURRENT FY $ 42
43 | VEHICLE INVENTORY RECORD (List all vehicles, camping trailers, boat trailers, etc., of hand) | | 43
Make Model Year Serial Number USN Registration
a
b
C
d
e
f
CERTIFICATION
| certify that the Civilian MWR Nonappropriated Fund Financial Statement is correct and that there are no unreported receipts or expenditures.
CUSTODIAN OR MEMBER OF AUDIT BOARD
SIGNATURE DATE

I have reviewed the Civilian MWR Nonappropriated Fund Financial Statement. | certify that it accurately represents the condition of the Fund and that all
disbursements are in accord with the existing regulations. Conditions are satisfactory except where noted. | certify that all assets are protected as required |
DOD Financial Management Regulation Volume 13, Appendix C, Accounting Procedures for Navy Nonappropriated Fund (DOD 7000.14-R).

COMMANDING OFFICER

SIGNATURE DATE

NAVPERS 7010/ 2 (REV. 11/01)
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ADDENDUM

REPORTING ACTIVITY DATE

LINE 13 |MISCELLANEOUS INCOME (Other income not listed) EXPLANATION Amount
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
TOTAL MUST MATCH DOLLAR AMOUNT ON LINE 13 FRONT PAGE TOTAL $
LINE 26 |MISCELLANEOUS EXPENSE (Other expense not listed) EXPLANATION
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
TOTAL MUST MATCH DOLLAR AMOUNT ON LINE 26 FRONT PAGE TOTAL $
NAVPERS 7010/ 2 (REV. 11/01)
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SAMPLE ENTERTAI NMENT CONTRACT

Contract Nunber

This contract is nade and entered into by and between

a nonappropriated fund instrunmentality (NAFI) of the United
St at es Navy, and :
hereinafter called the Contractor. The Contractor warrants that
it has full rights and authority to represent the entertai nment
unit, and that every part thereof is free fromany conflicting
rights of others, including |licenses, patents, and copyrights.

1. The Contractor agrees to represent, in accordance with the
terms and conditions of this contract, an Entertai nment Unit as
fol | ows:

(Name of group or act, and nanme of | eader)

to include naned perfornmers or nusicians as set forth in Appendi X
A, for performance begi nning on the day of , 20

to include a maxi numof performance(s), each performance
consisting of sets per performance. Specific perfornmance

date(s), tine(s), and anount(s) are as foll ows:

DATE TI ME AMOUNT

2. Any notification fromthe Contracting Oficer to the party
originally negotiated with for this contract constitutes notice
to the Contractor and to the nenbers of the entertai nment unit.

3. Each nmenber of the entertainnent unit is engaged severally
under the ternms and conditions. No substitution will be nade
unl ess agreed to by the Contracting O ficer. Each nenber of the
entertainment unit may enforce this agreenent and each severally
agrees to render services under the ternms and conditions of this
contract.
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4. Subject to the provisions of this contract, the NAFI agrees
to pay to (name of payee/l eader) :
$ for performance(s) as set forth above. The anount
specified in this paragraph is the total sum for which the NAF

is liable under this contract. No other renmuneration in the form
of transportation, food, or lodging is included unless
specifically made a part of this contract. Paynent is to be nmade
by check which will be issued only after the Contracting Oficer
or their designee verifies that the services required hereby have
been satisfactorily rendered and conpleted. The NAFI is under no
obligation to cash any check by which paynent is nmade. Paynent
to the above naned individual (leader) satisfies the NAFI's
obligation under this contract to all nenbers of the
entertainment unit and any other party to this contract.

5. Al requirenents for paynent of |odging, if applicable, wll
be as specified herein. Wen required, the nanager of the NAF
where entertainnent is to be perforned will make arrangenments for
| odgi ng, and Governnent quarters will be occupied by contractor
per sonnel when avail able. Lodging requirenents of this contract,
if applicable, are as foll ows:

6. The Contractor shall arrange for and furni sh necessary
transportation to each place of performance. |f any
transportation is provided by the NAFI, the nenbers of the
entertainment unit nust travel by the neans of transportation
provi ded by the NAFI

7. The Contractor shall furnish the foll ow ng:

a. Phot ographs and such other advertising or publicity
material or information as required. The aforenentioned materi al
nmust be provided to the Contracting O ficer by the | eader of the
entertainment unit not later than __ days before begi nning
the initial performance.

b. Necessary costunes, nusical library, and instrunents.
c. Al necessary stage hands, electricians, and properties.
8. It is understood and agreed that the | eader of the

entertainment unit is an independent Contractor and enpl oyer of
t he personnel of the entertainnent unit. They have excl usive
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control over the nmeans and net hods by which the obligations of
this agreenent are to be fulfilled subject to this contract. The
| eader's obligations under this contract and all Federal, State,
and nmunicipal laws are to be perfornmed and di scharged by the

| eader as an i ndependent Contractor and not as an enpl oyee.

9. The Contractor and each menber of the entertai nment unit at
all times while on any Navy installation, nmust conduct thensel ves
in an acceptabl e manner and observe all rules and regul ati ons of
t he Commanding O ficer and the United States Navy.

a. Entertainnment unit shall be whol esone and adhere to the
standards of good taste. Enphasis is placed on the follow ng:

(1) An acknow edged deity will not be referred to in a
manner that would offend a follower of any faith.

(2) Profanity, vulgarity, or connotations of sexual
depravity and perversion will not be used.

(3) Mlitary, racial, religious, or national groups wll
not be defanmed, and individual deformties will not be ridiculed.

b. Any crimnal conduct, any unexcused tardi ness or absence
whi ch prevents tinely starting of the performance(s) required
hereunder, indecency or obscenity, drunkenness, damage to
Government property, failure to discharge indebtedness to the
Gover nment, being under the influence of narcotics or
hal | uci natory drugs, any unexcused violation of an office
instruction established by a manager of one of the Navy NAFIs or
such violation of the rules and regul ati ons of the Commandi ng
Oficer or the United States Navy as results in the Comrandi ng
O ficer issuing a letter barring the group or any nenbers thereof
fromentering the installation or threatens a breach of national
security, is grounds for termnation of this contract per the
attached clause titled "Term nation for Default."

10. The Contractor warrants that all equipnment used in

per f ormance hereunder and the use of such equipnent in the
performance of the contract wll neet or exceed requirements for
that equi pnent or its use set by Federal statutes and
regul ati ons.
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11. The entertainnent unit nust personally secure and safeguard
its equi pnent and ot her personal bel ongi ngs while on the
installation, unless otherw se specified in an addendum her et o.

12. No performance by the Contractor, its agents, servants, or
enpl oyees may be recorded, reproduced, or transmtted fromthe
pl ace of performance, in any manner or by any neans what soever,
unl ess advance witten authorization has been obtai ned

from

13. Representatives of |abor (organization)
nmust be provided access to the place
of performance to confer with their nmenbers, consistent with
applicable rules and regul ati ons of the Commandi ng O ficer and
the United States Navy.

14. The ability of the Contractor and nmenbers of the
entertainment unit to performis subject to proven detention by
sudden, serious illness, accidents, riots, strikes, threatened
epi dem cs, Acts of God, or any other legitimte conditions beyond
their control. The cancellation of any or all of the schedul ed
performances resulting fromthe occurrence of one of these
contingenci es nust be substantiated in witing to the
satisfaction of the Contracting O ficer or the conditions of
paragraph 16 apply. Based on the acceptance by the Contracting
Oficer and legitimate conditions for cancellation of the
performance(s), an equitable price reduction will be negoti ated
by the Contractor and the Contracting O ficer for performances
not acconplished during the contract period. Additionally, the
Contracting O ficer nmay reschedul e the cancell ed perfornmance(s)
wi thin 90 days of the original performnce dates based on the
terms of this contract. The Contracting Oficer and the
Contractor will also negotiate an equitable price reduction for
per formances acconplished with | ess than the required nunber of
performers. |If one or nore perforners are prevented from
participating in any performance(s) by any of these
contingencies, the Contracting Oficer, on determning that an

i nadequat e nunber of perforners are available to satisfactorily
acconplish one or nore performances, nmay cancel such
performance(s) and an equitable price reduction will be

negoti ated by the Contractor and the Contracting O ficer. Should
a negoti ated agreenent not be obtained in either situation where
price reductions becone necessary, the Contracting Oficer wll
determ ne the proper price reduction warranted and i ssue a
determ nation of this anmbunt. This determnation is subject to
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appeal by the Contractor under the attached clause titled
"Disputes.” Nothing in this paragraph precludes the Contracting
O ficer fromexercising those rights prescribed in the attached
clause titled "Term nation for Default."

15. Any portion of services schedul ed under this contract may be
cancel led by the Contracting Oficer or their designee, prior to
performance, w thout advance notice in the event of

a. riots, threatened epidemcs, Acts of God, or for any
unf oreseen occurrences which nake it inpossible for the NAFI to
provide a facility for, or otherw se precludes the presentation
of, the entertainment which is the subject of this contract.

b. the NAFI which is to be furnished services ceasing to
oper at e.

c. deactivation of the installation.

16. Due to the economc good will and reputation, |osses to the
NAFI which are not absolutely determ nabl e or capabl e of being
estimated with any degree of precision, if the entertai nment unit
fails to performas scheduled in this contract, or any change
hereto, the prorated anmount due the Contractor for the m ssed
performance(s) will be deducted fromthe total contract price.

In addition to this deduction, the entertainment unit wll be
charged an anount equal to 50 percent of the deduction for mssed
performances (as stated above) as |iquidated damages. The
entertainment unit will not be charged |iqui dated damages when a
del ay or m ssed perfornmance arises out of causes beyond the
control and without the fault (wllful or negligent) of the
entertai nment unit (such as fires, floods, and so forth.)

17. The Contractor shall, at their own expense, maintain during
the entire period of this contract, insurance as specified in the
attached clause titled "lInsurance."

18. The Contractor agrees to indemify, save harm ess, and
defend t he Navy NAFI

a. fromand against any and all clainms, demands, actions,
debts, liabilities, and attorney's fees arising out of, clained
on account of, or in any manner predicated on |oss of or damage
to the property of, and injuries to or death of any and al
per sons what soever, in any nmanner caused or contributed to by the
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Contractor, its agents, servants, or enployees while in, on, or
about the mlitary installation wherein the entertainnent is to
be perforned or while going to or departing fromthe sane.

b. fromand on account of danages of any kind which they, or
any of them may suffer as the result of the acts of the
Contractor or any of the Contractor's agents, servants, or
enpl oyees in or about said mlitary installation.

c. fromany worknmen’s conpensation benefits which they, or
any of them becone obligated to pay the Contractor, its agents,
servants, or enpl oyees.

d. fromany and all clains, demands, actions, debts,
liabilities, and related costs which result from perform ng by
t he Contractor.

19. 1In the event of conflict between the provisions of the basic
contract and the provisions of any attachnent hereto, the
provi sions of the basic contract control.

Print Name of Contracting Oficer Print Name of Contractor

Signature of Contracting Oficer Si gnat ur e- Cont r act or

Dat e Dat e

Addr ess & Tel ephone Nunber Address & Tel ephone Nunber
F-6 Appendix F to
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APPENDI X A
SCHEDULE OF PERFORMERS

Contract Nunber

Nanme of Act:

| ndi vi dual Nanes:

1

A

o o~ W

10.

11.

12.

13.

14.

| hereby certify that the information on this Appendix Ais
conpl ete and correct to the best of ny know edge and beli ef.

CONTRACTOR SI GNATURE DATE
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NOTE: SSNs for all above individuals are required when
entertai nment personnel will use Mlitary flights. SSNs should
be obtained on a separate formw th appropriate privacy

di scl osures.
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APPENDI X B
PREVI QUS CONTRACTS AND COVPLI ANCE REPORTS
The Contractor represents that
1. it has has not participated in a previous contract or
subcontract subject either to the Equal Qpportunity clause of
this contract, the clause originally contained in section 310 of

Executi ve Order No. 10925, or the clause contained in section 201
of Executive Order No. 1114.

2. it has has not filed all required conpliance reports.

3. representations indicating subm ssion of required conpliance
reports, signed by proposed subcontractors, will be obtained
bef ore subcontract awards.

NOTE: The above certification and the attached Equal COpportunity
Cl ause are not applicable to contracts of $10,000 or less, and to
wor k perforned outside the United States and the District of

Col unbi a by Contractor enployees who were not recruited within
the United States and the District of Colunbia.
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NONAPPROPRI ATED FUND CONTRACT CLAUSES

Insert a copy of the attached

clauses in all Solicitations,

Contracts and Bl anket Purchase
Agr eenent s.

CLAUSES MADE | NAPPLI CABLE BY THE TYPE OF ORDER OR CONTRACT ARE
SELF- DELETI NG

1. DEFINITIONS. As used throughout this contract, the follow ng
ternms and abbrevi ati ons have the neaning set forth bel ow

a. The term“Contract” means this agreenent or order and any
nodi fi cati ons hereto.

b. The abbreviation “NAFI” neans Nonappropriated Fund
Instrunentality of the United States Governnent.

c. The term“Contracting Oficer” means the person executing
or responsible for admnistering this contract on behalf of the
NAFI which is a party hereto, or his successor or successors.

d. The term“Contractor” nmeans the party responsible for
provi di ng supplies/equi pnment/services at a certain price or rate
to the NAFI under this contract.

e. The term“Contracting Oficer’'s Representative’” (COR)
means a person appoi nted by the Contracting O ficer to nonitor
performance and act as a |liaison between the Contractor and the
Contracting Oficer.

2. ADVERTI SEMENTS. The Contractor agrees that none of its, nor
its agent’s, advertisenent to include publications, merchandi se,
pronotions, coupons, sweepstakes, contests, sales brochures,
etc., shall state, infer or inply that the Contractor’s products
or services are approved, pronoted or endorsed by the NAFI. Any
advertisenment, including cents off coupons, which refers to a
NAFI will contain a statenent that the advertisenment is neither
paid for nor sponsored in whole or in part by that particul ar
activity.
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3. ASSIGNMVENT. A Contractor may not assign their rights or

del egate their obligations under this contract w thout prior
written consent of the Contracting Oficer.

4. COVMERCI AL WARRANTY. The Contractor agrees that the

suppl i es/ equi pnent/ servi ces furni shed under this contract shal

be covered by the nost favorable comrercial warranties the
Contractor gives to any custoner for such supplies/equi pment or
services and that the rights and renedi es provided herein are in
addition to and do not limt any rights afforded to the NAFI by
any other clause of this contract. The printed terns and
conditions of such warranty will be provided to the NAFI with the
delivery of any supplies/equi pment or services cover ed.

5. DI SCOUNTS FOR PROVPT PAYMENT. In connection with any pronpt
paynment di scount offered, tinme will be conputed fromthe date of
the Contractor’s invoice. Paynent is deened to have been nade as
of the date on the paynment check or date on which electronic
funds transfer is made.

6. DI SPUTES. Except as otherw se provided in this contract, any
di spute or claimconcerning this contract which is not disposed
of by agreenent shall be decided by the Contracting Oficer, who
shall state their decision in witing and mail or otherw se
furnish a copy of it to the Contractor. Wthin 90 days from date
of receipt of such copy, the Contractor nay appeal by mailing or
otherwi se furnishing to the Contracting Oficer a witten appeal
addressed to the inmredi ate superior in command (1SIC) of the
command one | evel above the Contracting Oficer's command. The
decision of this authority shall be final and conclusive. |If no
such appeal is filed, the decision of the Contracting O ficer
shall be final and conclusive. The Contractor shall be afforded
an opportunity to be heard and to offer evidence in support of
any appeal under this clause. Pending final decision on such a
di spute, the Contractor shall proceed diligently with the
performance of the contract and per the decision of the
Contracting O ficer, unless directed to do otherw se by the
Contracting Oficer.

7. EXAM NATI ON OF RECORDS

a. The clause is applicable if the amount of this contract
exceeds $10,000 and the contract was entered into by nean of
negoti ation. The Contractor agrees that the Contracting Oficer
or their duly authorized representative shall have the right to
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exam ne and audit the books and records of the Contractor
directly pertaining to the contract during the period of the
contract and up to 3 years after contract expiration date and
final paynent.

b. The Contractor agrees to include the clause in “a” above
in all subcontracts thereunder which exceed $10, 000.

8. CRATUI TI ES

a. The NAFI may, by witten notice to the Contractor,
termnate the right of the Contractor to proceed under this
contract if it is found after notice and hearing, by the
Commandi ng O ficer, that gratuities (in the form of
entertainment, gifts, or otherwi se) were offered or given by the
Contractor, or any agent or representative of the Contractor, to
any officer or enployee of the Governnent or the NAFI with a view
toward securing favorable treatnment with respect to the awardi ng
or anendi ng, or the making of any determ nations with respect to
the perform ng of such contract.

b. In the event this contract is termnated as provided in
par agraph “a” hereof, the NAFI shall be entitled

(1) to pursue the sane renedi es agai nst the Contractor as
it would pursue in the event of a breach of contract by the
Contractor.

(2) as a penalty in addition to any other damages to
which it may be entitled by |aw to exenplary damages in an anount
(as determ ned by the Commanding O ficer), which shall not be
| ess than three nor nore than ten tinmes the cost incurred by the
Contractor in providing any such gratuities to any such officer
or enpl oyee.

c. The rights and renedies of the NAFI provided in this
cl ause shall not be exclusive and are in addition to any other
rights and remedi es provided by |law or under this contract.

9. HOLD AND SAVE HARMLESS. The Contractor shall indemify, save
harm ess and defend the NAFI, U S. Navy, Federal Governnent, its
outlets and custonmers fromany liability, clainmd or established,
for violation or infringement of any patent, copyright or
trademark right asserted by any third party with respect to goods
hereby ordered or any part thereof. Contractor further agrees to
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SAMPLE ENTERTAI NMVENT CONTRACT ( CONT’ D)

hold NAFI harmless fromall clainms or judgenents for danages
resulting fromthe use of products listed in this contract,

except for such clainms or damages caused by or resulting from
negl i gence of the NAFI customers, enployees, agents or
representatives. Also, the Contractor shall at all tinmes hold
and save harm ess the NAFI, U S. Navy, Federal Governnment, its
agents, representatives, and enployees fromany and all suits and
expenses which arise out of acts or om ssions of the Contractor,
its agents, representatives, or enployees.

10. INSPECTION. Unless otherw se provided herein, inspection
shall be made after recei pt of the supplies/equipnent by the
ordering activity, or after conpletion of services by the
Contractor. Inspection and acceptance shall not be concl usive,
wWith respect to latent defects or fraud, or with respect to the
NAFI s rights under the Proof of Shipnment provisions contained
herein. In case any supplies/equipnment or services are defective
in material or workmanship, or are otherwi se not in conformty
with the requirenents of this contract, the NAFI shall have the
right to reject such supplies or services, or to require

repl acenent or correction. Rejected supplies/equipnent shall be
removed by and at the expense of the Contractor pronptly after
notice. |If required by the NAFI, the Contractor, after notice of
defect or non-conformance, shall, in a tinmely manner, correct or
repl ace the defective or non-conform ng supplies/equi pment or
services, or any part thereof. Wen such correction or

repl acenent requires transportation of the supplies/equipnment or
part thereof, all shipping costs to and fromthe Contractor’s

pl ant or place of business shall be borne by the Contractor.

11. | NSURANCE

a. The Contractor shall, at their expense, procure and
mai ntain, during the entire performance period of this contract,
i nsurance of at |east the kinds and m ni num anmount set forth
her ei n.

b. At all times during performance, the Contractor shal
maintain with the Contracting Oficer a current Certificate of
| nsurance showi ng at | east the insurance required herein, and
providing 30 days witten notice to the Contracting Oficer by
t he insurance conpany prior to cancellation or material change in
policy coverage.
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SAMPLE ENTERTAI NMVENT CONTRACT ( CONT’ D)

c. The Contractor shall also require all first-tier
subcontractors, who will performwork on a Gover nnent
installation, to procure and maintain the insurance required
herein during the entire period of their performance. The
Contractor shall furnish (or assure that it has been furnished)
to the Contracting O ficer a current Certificate of Insurance
nmeeting the requirenents of “b” above for each such first-tier
subcontractor, at least 5 days prior to entry of each such
subcontractor’s personnel on the installation.

d. In inplenentation of the insurance clause above, the
Contractor shall procure and naintain

(1) workman’s conpensation as prescribed by the | aws of
the State in which the work will be performed and enpl oyer’s
liability insurance.

(2) general liability insurance wherein the NAFI and the
United States are included as naned insured stating that such
insurance is primary (secondary to or contributory with no other
insurance). Policy limts of $500,000 per person - $1,000, 000
per occurrence for injury or death, and $100, 000 property damage
per occurrence are required.

(3) responsibility for danage or loss to their owned or
| eased equipnment. Cainms will be honored only if it can be shown
that the NAFI was negligent and caused danage or | oss to the
Contractor’s equi pnent.

12. INVOCES. An invoice is a witten request for paynent under
the contract for supplies/equipnment delivered or for services
rendered. 1In order to be proper, an invoice should include (and

in order to support the paynent of interest penalties) nust
i ncl ude the follow ng:

a. Invoice date.

b. Name of Contractor.

c. Contract nunber (include order nunber, if any) contract
description of supplies or services, quantity, contract unit of

measure and unit price and extended total.

d. Shipnent nunber and date of shipnent.
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e. Nane and address to which paynent is to be sent (nane
must be the sane as that in the contract or on a proper notice of
assi gnnment) .

f. Nanme (where practicable), title, tel ephone nunber and
mai | i ng address of person to be notified in event of a defective
i nvoi ce.

g. Any other information or docunentation required by other
provi sions of the contract (such as evidence of shipnent).

h. Invoices shall be prepared and submtted in duplicate
(one copy shall be marked “Original”) unless otherw se specified.

13. LAW GOVERNI NG CONTRACTS. In any dispute arising out of this
contract, the decision of which requires consideration of |aw
guestions, the rights and obligations of the parties shall be
interpreted and determ ned per the substantive and procedural
laws of the United States of Aneri ca.

14. LEGAL STATUS. The NAFI is an integral part of the
Department of Defense and is an instrunentality of the United
States Governnent. Therefore, NAFI contracts are United States
Government contracts, however, they do not obligate appropriated
funds of the United States. NO APPROPRI ATED FUNDS OF THE UNI TED
STATES SHALL BECOVE DUE OR BE PAI D A CONTRACTOR BY REASON OF THI S
CONTRACT.

15. MODI FI CATI ONS. No agreenent or understanding to nodify this
contract wll be binding upon the NAFI unless it is made in
witing and signed by a Contracting Oficer fromthe office that

i ssued the contract or its successor.

16. ORDER OF PRECEDENCE. In the event of an inconsistency
bet ween provisions of this solicitation/award, the inconsistency
shal | be resolved by giving precedence in the foll ow ng order:

a. Supplies/Equi prent or Services and Prices/ Costs.
b. Description/Specifications/Wrk Statenent.
c. Special Contract Requirenents.

d. Contract d auses.
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SAMPLE ENTERTAI NMENT CONTRACT ( CONT' D)
e. Oher provisions of the solicitation/award.

17. PAYMENTS. Paynment of prices stated in this contract wll be
made per the Pronpt Paynment Act, as amended. Unless otherw se
specified, paynent will be nmade on partial deliveries accepted by
t he NAFI when the anobunt due on such deliveries so warrants.
Paynment is deened to have been nade as of the date on the paynent
check or date on which electronic funds transfer is made.

18. PROOF OF SHI PMENT. (Applicable to shipnents outside the
United States through the Defense Transportation System {DIS} and
Parcel Post shipnments to overseas destinations). Except as

ot herwi se provided in this contract, paynent will be nade for
itens not yet received upon receipt of an invoice acconpani ed by
proof of delivery to a postal systemor common carrier if
delivery is FOB point of origin. For deliveries FOB destination
named port of debarkation, the invoice nmust be acconpani ed by a
signed recei pt by a governnent representative at the named port.

19. TAXES. The prices herein reflect full reduction for taxes
whi ch are nonapplicable. In addition to the exenption from
Federal excise taxes by virtue of exportation, all tangible
personal property sold to NAFIs for resale are exenpt from sal es
and use taxes. All sales other than for resal e depend on State
| aw or Federal constitutional inmmunity for exenption from State
sal es and use taxes.

20. TERM NATI ON FOR CONVENI ENCE. The Contracting O ficer, by
witten notice, may termnate this contract, in whole or in part
when it is in the best interest of the NAFI. If this contract is
for supplies/equipnment and is so termnated, the Contractor shal
be conpensated per FAR Subparts 49.1 and 49.2 in effect on the
date of this contract award. To the extent that this contract is
for services and is so term nated, the NAFI shall be liable only
for paynment per the paynent provisions of this contract for
services rendered prior to the effective date of term nation
providing there are no Contractor clains covering non recurring
costs for capital investnent. |If there are any such Contractor
clains, they shall be settled per FAR Subparts 49.1 and 49. 2.

21. TERM NATI ON FOR DEFAULT. The Contracting O ficer, by
witten notice, may termnate this contract in whole or in part
for failure of the Contractor to performany of the provisions
hereof. In such event, the Contractor shall be liable for

F-16 Appendix F to
Encl osure (1)



BUPERSI NST 12990. 1A
6 Feb 2004
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damages including the excess cost of reprocuring simlar
suppl i es/ equi pnent or services; provided that, if

a. it is determned for any reason that the Contractor was
not in default.

b. Contractor’s failure to performis w thout the
Contractor’s or subcontractor’s control, fault or negligence, the
term nation nust be deenmed to be a term nation for convenience.
As used in this provision, the term“subcontractor” neans
subcontractor at any tier.

22. VARIATION IN QUANTITY. No variation in quantity of any item
listed in this contract will be accepted unless authorized by the
Contracting Oficer.

23. PROTESTS. Oferors are encouraged to resolve any conplaints
or issues they may have with the Contracting Oficer in an

i nformal manner. However, where an O feror is not satisfied with
a procurenent decision of the Contracting Oficer, that Oferor
may file a witten protest with the Contracting Oficer and the
Contracting Officer will issue a final decision on the protest.
Any interested party who is dissatisfied by the Contracting
Oficer’s final decision on the protest may file a witten appeal
with the Commanding O ficer. The procedures for filing protests
may be found in paragraph 223 of BUPERSI NST 7043.1B. A copy of
paragraph 223 will be provided to any O feror by the Contracting
O ficer upon request.

CLAUSES | NCORPORATE BY REFERENCE

The provisions of the follow ng clause set forth in the Federal
Acqui sition Regulation (FAR) are hereby incorporated into this
order or contract by reference with the same force and effect as
if they were given in full text. As used in the follow ng
clause, the term“Governnment” is deleted and the abbreviation
“NAFI” is substituted in lieu thereof. The date of each cl ause
shall be the current date set forth in the FAR at the time of

i ssuance of an order or contract award. Cl auses made

i nappl i cable by the reference or by the type or order or contract
(e.g. order or contracts for services instead of

suppl i es/ equi pnent) are self-deleting. Upon request, the
Contracting O ficer will provide the full text.
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REFERENCE

52.203-5

52.222-20

52.222. 26

52.222.35

52.222-36

52.222-37

52.225-13

52-232-11
52.243-1

52. 246-1

F-18

CLAUSE TI TLE

Covenant Agai nst Conti ngent
fees (Contracts over
$100, 000)

Wal sh- Heal ey Public
Contracts Act
(Supply Contracts in
excess of $10, 000)
(not with foreign
Contractors)

Equal Opportunity (Supply and
Service Contracts over
$10, 000)

Affirmative Action for

Speci al Di sabl ed Veterans and
Vi et nam Era Vet er ans
(Suppl i es and Services over
$10, 000)

Affirmative Action for
Handi capped Workers
(Supplies and Service
Contracts over $25, 000)

Enpl oyment Reports on

Speci al Disabl ed Veterans and
Vi et nam Era Vet erans
(Supplies and Services
Contracts over $10, 000)

Restrictions on Certain
For ei gn Purchases

Extras
Changes—Fi xed Price

Contractor | nspector
Requi renent s
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SAMPLE ENTERTAI NMVENT CONTRACT ( CONT’ D)

REFERENCE

52.
52.

52.

52.

52.

52.
52.

246-16

247-52

222-3

222-4

222-41

243-1 (ALT1)

246- 4

F- 19

CLAUSE TI TLE
Responsibility for Supplies

Cl earance and Docunent ati on
Requi r enment s- Shi pnment to DOD
Air or Water Ter m nal
Transshi pnment Points

Convi ct Labor (Contracts over
$2, 500)

Contract Wrk Hours and

Saf ety Standards Act -
Overtime Conpensati on—CGener al
(Contracts over $100, 000)

Service Contract Act of 1965,
as anmended (Contracts over
$2, 500)

Changes — Fi xed Price

| nspection of Services —
Fi xed Price
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APPENDI X G

DEPARTMENT OF DEFESNE (DOD) POLI CY FOR | MPLEMENTATI ON
OF DOVESTI C VI OLENCE MESDEMEANOR AMENDMENT TO THE GUN CONTROL ACT
FOR M LI TARY PERSONNEL

UNDER SECRETARY OF DEFENSE
4000 DEFENSE PENTAGON
WASHINGTON, D.C. 20301-4000

NOV 27, 2002

MEMORANDUM FOR SECRETARIES OF THE MILITARY DEPARTMENTS
\ CHAIRMAN OF THE JOINT CHIEFRS OF STAFF
N UNDER SECRETARIES OF DEFENSE
DIRECTOR, DEFENSE RESEARCH AND ENGINEERING
ASSISTANT SECRETARIES OF DEFENSE
GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE
INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE
DIRECTOR, OPERATIONAL TEST AND EVALUATION
ASSISTANTS TO THE SECRETARY OF DEFENSE
DIRECTOR, ADMINISTRATION AND MANAGEMENT
DIRECTOR, FORCE TRANSFORMATION
DIRECTOR, NET ASSESSMENT
DIRECTORS OF THE DEFENSE AGENCIES
DIRECTORS OF THE DEFENSE FIELD ACTIVITIES

SUBJECT: Department of Defense (DoD) Policy for Implementation of D. ic Viol
Misdemeanor Amendment to the Gun Control Act for Military Personnel

This directive-type memorandum establishes DoD policy for implementing the domestic
violence amendment to the Gun Control Act of 1968 (18 U.S.C. §§ 922(d)(9) and (g)(9)) for
military personnel. It supersedes the memorandum of October 22, 1997, on this subject that
provided interim DoD policy. DoD Components shall take all reasonable and necessary steps to
implement this policy with regard to military personnel. For the purposes of this policy, the DoD
Components include the Office of the Secretary of Defense, the Military Departments, the
Chairman of the Joint Chiefs of Staff, the Combatant Commands, the Inspector General of the
Department of Defense, the DoD Field Activities, and all other organizational entities of the

Department of Defense.

The domestic violence amendment makes it a felony for any person to sell or otherwise -
dispose of firearms or ammunition to any person whom he or she knows or has reasonable cause
to believe has been convicted of a “misdemeanor crime of domestic violence” (18 U.S.C. §
922(d)(9)). The amendment also prohibits anyone who has been convicted of a misdemeanor
crime of domestic violence from shipping or transporting in interstate or foreign commerce, or
possessing in or affecting commerce, any firearm or ammunition; or receiving any firearm or
ammunition which has been shipped or transported in interstate or foreign commerce (18 U.S.C.
§ 922(g)(9)). (See attachment for definition of terms used in this memorandum.)

The law applies to misdemeanor crimes of domestic violence only. For purposes of this
memorandum, however, a “qualifying conviction” also includes a conviction for a “crime of

4
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domestic violence” tried by general or special court-martial which otherwise meets the definition
of a misdemeanor crime of domestic violence. Further, as a matter of DoD policy, a conviction
for an offense meeting the definition of a “felony crime of domestic violence” adjudged on or
after the date of this memorandum shall be considered a qualifying conviction for purposes of
this memorandum. The term “qualifying conviction” does not include summary court-martial
convictions, imposition of nonjudicial punishment (Article 15, UCMYJ), or deferred prosecutions
or similar alternative dispositions in civilian courts.

N\

Bach Military Department shall implement a program to periodically inform its military
personnel of the domestic violence amendment to the Gun Control Act, its consequences, and
this policy. Information provided shall include notice that personnel have an affirmative,
continuing obligation to inform commanders or supervisors if they have, or later obtain, a
qualifying conviction and that the revised DD Form 2760 (attached), which states that any
statements made on the form will not be used in a prosecution for violating the Gun Control Act,
is available. All DoD components shall post notices about the domestic violence amendment
and DoD implementing policy in afl facilities in which Government firearms or ammunition are
stored, issued, disposed of, and transported. .

If in implementing this policy a Military Department chooses to require that all or some
of its military personnel cetify whether or not they have a qualifying conviction, the DD Form
2760 shall be used for such certifications. Even if certification is not required, DD Form 2760
- shall be made available for those personnel who come forward to report a qualifying conviction

" . .incompliance with their obligation to do so. The use of this form and the protections it affords

have been approved in accordance with Section E of the 1984 Memorandum of Understanding
Between the Departments of Justice and Defense Relating to the Investigation and Prosecution of
Certain Crimes (see DoD Directive 5525.7). Each Military Department shall issue regulations
governing how completed forms are to be filed and maintained to ensure they are retrievable if
needed.

The Military Departments’ procedures to discover whether an applicant for military
service has a qualifying conviction for a crime of domestic violence shall continue in effect.
Individuals with such convictions shall not be granted a waiver for entrance into military service.

In the case of all members found to have a qualifying conviction, appropriate authority
will immediately retrieve all Government-issued firearms and ammunition, suspend the
member’s authority to possess government issued firearms or ammunition, and advise them to
dispose of their privawly owned firearms and ammunitions lawfully. These actions shall also be
taken if there is reasonable cause to believe a military member has a qualifying conviction.

Consistent with applicable Jaw and regulations, the Military Departments may
promulgate regulations governing permanent adverse personnel actions, including discharge, that
may be taken with respect to service members who have a qualifying conviction. Separation of
military personnel shall comply with existing statutory military retirement sanctuaries (See 10
U.S.C. § 1176(a)(regular and reserve members); 10 U.S.C. § 637(a)(5)regular officers); 10
U.S.C. § 580(a)(4)XC)(regular warrant officers); 10 U.S.C. § 12646(e)1)reserve commissioned
officers), 10 U.S.C. § 12686 (reserves on active duty). A service member in any of these
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sanctuaries who has a “qualifying conviction” and would otherwise be separated under Military
Department regulations shall be given meaningful duties that do not entail access to fireatms or
ammunition until they arc retired upon first atmmng cligibility.

DoD Components may afford lmhtury personnel who have qualifying convictions a
reasonable time to obtain an expungement or pardon of the qualifying conviction. If time is
granted to a service member for this purpose, however, DoD Components shall retrieve all
Government-owned or issued firearms and ammunition and suspend the service member’s
authority to possess firearms and ammunition until an expungement or pardon is obtained.

- Military Departments shall issue policies and procedures to ensure compliance with the
domestic violence amendment to the Gun Control Act with respect to privately owned firearms
under Government control or permitted in Government quarters. Policies and procedures shall
also be issued goveming the transfer of firearms and ammunition to individuals in morale,
welfare, and recreation activities and other Govemmcnt-sponsored or sanctioned activities.

If 2 completed security clearance investigation reveals that a military member has a
qualifying conviction, the investigation shall be referred to the requesting DoD component for
action consistent with this policy.

- The actions required by this memorandum apply outside United States territory as a
matter of policy. The Department has not construed the amendment to apply to major military
weapon systems or “crew served” military weapons and ammunition (tanks, misgiles, aircraft,
etc.).

: ,.f"l‘he Military Departments are requcsted to forward copies of their implementing
instructions or regulations not later than 120 days from the date of this memorandum.

This memorandum is effective immediately. A DoD Directive or Instruction
incorporating the substance of this m will be issued within 120 days.

Lok

David S. C. Chu

Attachments:
As stated
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DEFINITION OF KEY TERMS
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QUALIFICATION TO POSSESS FIREARMS OR AMMUNITION

: PRIVACY ACT STATEMENT

AUTHORITY: 18 U.S.C. 922(g)(9); EO 9397.

PRINCIPAL PURPOSE(S): To obtain information to determine if you have been convicted of a crime of domestic violence which would
disqualify you from shipping, transporting, possessing or receiving either Government-issued or private firearms or ammunition and to determine
if reassignment, reclassification, detail or other administrative action is warranted. Your Social Security Number is solicited solely for purposes

of verifying your identity.

ROUTINE USE(S): To the Department of Justice so that such information can be included in the National Instant Criminal Background Check
System which may be used by firearm licensees (importers, manufacturers or dealers) to determine whether individuals are qualified to receive

or possess firearms and ammunition.

DISCLOSURE: Mandatory for all personnel who are required to certify. Failure to provide the information may result in (1} (military only) the
imposition of criminal or administrative penalties for failing to obey a lawful order, and (2) (civilian only) the imposition of administrative
penalties, to include removal from Federal service. However, neither your answers nor information or evidence gained by reason of your
answers can be used against you in any criminal prosecution for a violation of Title 18, United States Code, Section 922(g)(9), including
{military only) prosecutions under the Uniform Code of Military Justice, based on a violation of Section 922(g)(9), for conduct which occurred
prior to the completion of this form. The answers you furnish and any information resulting therefrom, however, may be used against you in a
criminal or administrative proceedings if you knowingly and willfully provide false statements or information.

SECTION | - INSTRUCTIONS

An amendment to the Gun Control Act of 1968 (18 U.S.C.
922) makes it a felony for anyone who has been convicted of
a misdemeanor crime of domestic violence to ship, transport,
possess, or receive firearms or ammunition. It is also a felony for
any person to sell or otherwise dispose of a firearm to any person
so convicted.

The Department of Defense has, by policy, expanded the
prohibitions contained in Title 18 Section 922(g)(9) to those
military or civilian personnel who have felony convictions for
crimes of domestic violence. Convictions of crimes of domestic
violence do not include summary court-martial convictions, the
imposition of nonjudicial punishment (Article 16, UCMJ), or
deferred prosecutions (or similar alternative dispositions) in civilian
courts. Furthermore, a person shall not be considered as having
committed a "crime of domestic violence" for purposes of the
firearms restriction of the Gun Control Act unless all of the
following elements are present:

(1) the person was convicted of a crime;

{2) the offense has as its factual basis the use or attempted use
of physical force, or threatened use of a deadly w:

" (c) a person who was cohabiting with or has cohabited with the
victim as a spouse, parent, or guardian, or
(d) a person who was similarly situated to a spouse, parent, or
guardian of the victim;

(4) the convicted offender was represented by counsel, or knowingly
and intelligently waived the right to counsel;

(6) if entitled to have the case tried by jury, the case was actually tried
by jury or the person knowingly and intelligently waived the right to
have the case tried by jury;

{6) the conviction has not been expunged or set aside, or the convicted
offender has not been pardoned for the offense or had civil rights
restored, unless the pardon, expungement, or restoration of civil
rights provides that the person may not ship, transport, possess or
receive firearms.

If you have ever received a domestic violence conviction: (1) you
may not possess any firearm or ammunition; and (2) you must return any
Government-issued firearm or ammunition to your commander or
immediate supervisor; and (3) you must take steps to relinquish
ion of any privately owned firearms or ammunition. Furthermore,

P

(3) the convicted offender was at the time of the offense:
(a) a current or former spouse, parent or guardian of the
victim,
(b) a person with whom the victim shared a child in common,

any previously issued authorization to possess a firearm or ammunition is
revoked.

If you have any questions, or you are uncertain if you have such a
conviction, you may wish to contact a legal assistance attorney, if
eligible, or a private attorney, at your own expense.

SECTION Il - QUALIFICATION INQUIRY (Complete and return to your de

ori ™

supervisor within 10 days of receipt)

1. HAVE YOU EVER BEEN CONVICTED OF A CRIME OF DOMESTIC VIOLENCE AS DESCRIBED ABOVE: (initial and date)

YES NO

1 DON'T KNOW (Provide

explanation on reverse)

2. IF YOU ANSWERED "YES™ TO THE FIRST QUESTION, PROVIDE THE FOLLOWING INFORMATION WITH RESPECT TO THE CONVICTION:

a. COURT/JURISDICTION

b. DOCKET/CASE NUMBER

c. STATUTE/CHARGE

d. DATE SENTENCED (YYYYMMDD)

3. CERTIFICATION. | hereby certify that, to the best of my information and belief, all of the information provided by me is true, correct,
complete, and made in good faith. | understand that false or fraudulent information provided herein may be grounds for criminal and/or
administrative proceedings, to include (if civilian) adverse action, up to and including removal, and (if military) disciplinary action under the
Uniform Code of Military Justice. | further understand that | have a continuing obligation to inform my Commander or Supervisor should |

be convicted of a crime of domestic violence in the future.

a. NAME (Last, First, Middle Initial)

b. RANK/GRADE

| ¢. SOCIAL SECURITY NUMBER

d. ORGANIZATION

d. SIGNATURE

e. DATE SIGNED
(YYYYMMDD)

DD FORM 2760, DEC 2002
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PREVIOUS EDITION IS OBSOLETE.

Encl osure (1)

Appendix Gto
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