
Page 1 of 6 
NC SOP Change Notice 19-001 Reducing Navy Cash Visitor Cards                          3.11.2019 

 

NAVY CASH®  
SOP CHANGE NOTICE  
NAVSUP PUB 727  

Navy Cash Fleet Support Groups  
NAVSUP Fleet Logistics Centers  
Norfolk  
San Diego  
Yokosuka  

Navy Cash SOP Change Notice 2019-001 11 March 2019  

Subject:  REDUCING NAVY CASH VISITOR CARDS  

Attention:  Supply Officers / Disbursing Officers / Navy Cash Accountable Officers / Navy Cash Deputies  

1. Background.  Significant reduction of Navy Cash visitor cards on board ship is in direct response to the 
Treasury mandate for Treasury Direct Disbursements and to mitigate a recent Navy financial audit material 
weakness.  The reduction of cash afloat contributes to OUSD and ASN (FM&C) FMO mandates for financial 
and audit readiness.  As a side benefit, eliminating visitor cards will reduce the need for cash and ultimately 
reduce workload for the Disbursing Office.    

a. Effective 01 March 2019, the Navy Cash program engaged a limited pilot to test Navy Cash operations 
reducing the reliance on Visitor Cards.  The current practice of issuing Visitor Cards creates operational 
and account management challenges.  Visitor cards are not registered to a cardholder, are not linked to a 
bank/credit union nor linked digitally to the individual in the Navy Cash web application.  Visitor Cards 
do not have an open-loop account associated with them making it difficult to move funds between a 
Visitor Card and personal bank accounts.  Visitor Cards must also be recorded manually using a paper 
log for tracking purposes.  These practices create challenges locating individuals once they've departed 
the ship.  The lack of traceability makes it difficult to return funds remaining on the visitor card to the 
cardholder or recovering funds from lost or stolen visitor cards. 

b. Full implementation to reduce reliance on visitor cards is required by September 2019 across all ship 
platforms. 

c. The FS Form XXXX temporarily named “Contractor Agreement” included supports the Visitor Card 
Reduction Pilot.  An official Fiscal Service form name, number and OMB form number will be assigned 
soon.  The approved form will be disseminated to the FLCs when approved. 
 

2. Disbursing Officer Action.  Upon receipt of this Navy Cash SOP Change Notice, Pilot Ship DOs will limit 
issuing Visitor Cards to civilians and DoD Contractors.  As Visitor Cards are presented to Disbursing to add 
value to the chip and the cardholder is a frequent ship visitor they should be issued an instant issue card.  If the 
visitor cardholder is truly a temporary visitor, they may add value to their card.   
 
3. Official Change to Navy Cash SOP.  This Navy Cash SOP Change Notice represents an official change to 
the Navy Cash SOP (NAVSUP PUB 727). Each DO / Navy Cash Accountable Officer shall retain a copy of all 
effective Navy Cash SOP Change Notices on file for inspection with the current version of the SOP (see list of 
effective Navy Cash SOP change notices immediately below).  
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4. List of Effective Navy Cash SOP Change Notices.   
Ver 
1.15
v2 

  

All previous change notices have been incorporated into the current 1.15v2 version of the SOP     
2017-006  Change in Phone Number Associated with Shipping Failed Equipment to Depot     
2018-001  Electronic Receipts via Email for EFTs Initiated at Navy Cash KIOSKs    
2018-002  Change in Fax Number for Navy Cash Customer Service Call Centers     

  
5.  Points of Contact.  If you have any questions, please contact:   

Hugh Chin at NAVSUP FLC Norfolk  
hugh.chin@navy.mil  
(757) 443-1189  DSN: 646-1189  

Andy Yager at NAVSUP FLC San Diego  
andrew.yager@navy.mil  
(619) 556-6493  DSN: 526-6493  

Vicente Cruz at NAVSUP FLC Yokosuka  
Vicente.Cruz@fe.navy.mil  
+81 (46) 816-7324  DSN: (315) 243-7324  

 

6. General Changes to Procedures  
Reducing reliance on visitor cards will require changes in our standard Navy Cash procedures.  

• Disbursing Officers issuing VCs will continue to manually record issued visitor cards on the Visitor 
Card Log, please note on the log after the card holder’s name a (MIL) for military, (CIV) for civilian 
and a (CON) for contractors. As visitor cards are presented at Disbursing to add value, or to cash out, it 
will be confiscated, remaining funds disbursed, and the card shall be retained for future use or 
destroyed if expired.  Exceptions are allowed for foreign riders, visiting dignitaries, and may be used 
for those military personnel that have lost their privileges to use a Navy Cash Instant Issue card. These 
are the only exceptions.  

• Orders for replacement Navy Cash visitor card stock will no longer be fulfilled, unless an exception is 
granted through the Navy Cash Team at NAVSUP HQ or your Navy Cash FLC Representative.  Ships 
involved in training operations with a significant number of foreign riders should work through their 
local FLC Navy Cash representative to order visitor cards. 

• Since visitor cards will be minimally issued, Disbursing Officers will no longer have the option to issue 
a visitor card to a cardholder who is within 30 days of a pending transfer or discharge to prevent an 
unrecoverable negative balance (by procedure). Their only option will be to block Navy Cash ACH 
access manually for those sailors the Navy Cash Manager feel appropriate.  

• Since visitor cards will no longer be issued to replace expired or expiring visitor cards, government and 
contractor technical representatives and other personnel who make repeated trips to ships should enroll 
in the Navy Cash program and receive instant issue Navy Cash cards.  
 

Please route immediately to the Supply Officer and Disbursing Officer 
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7. Specific Changes to Procedures  
(a) Providing instant issue Navy Cash cards to civilians or contractors requires a linked U.S. bank 

account and a signed 2887.  
(b) Disbursing Officers will need to ensure contractors fill out and sign an enrollment form before they 

are issued an instant issue Navy Cash card. The signed 2887 is the enforceable agreement between the 
individual cardholder and the Navy Cash program. Among other things, by signing the 2887, cardholders 
acknowledge the Government will initiate debt collection procedures for amounts that remain or become due 
and owing.  

(c) On the paper enrollment form, contractors should enter the following information:   
(1) In Block 7, Military Branch or Contractor Company Name and then “Navy” 
(2) In Block 11, Military Duty Address, the address of the company for which they work.  

(d) In the Disbursing Application for electronic enrollment, add the prefix “Co:” before the name of the 
company on address line 3, for example:  

(1) Address Line 1 ‒ Contractor Company Street Address 1 
(2) Address Line 2 ‒ Contractor Company Street Address 2 
(3) Address Line 3 ‒ Co: [Contractor Company Name]  

(e) The Navy Cash Team will work with the companies that provide services to Navy ships equipped 
with Navy Cash to get a Memorandum of Agreement (MOA) in place in which each company acknowledges 
their employees will receive Navy Cash cards and they agree to make the funds pool whole if one of their 
employee’s Navy Cash card has a negative account balance.  

(f) In the Navy Cash Standard Operating Procedure (SOP), paragraph 8.4.17.b, contractors are required 
to sign an FS Form XXXX, U.S. Department of the Treasury Stored Value Card (SVC) Contractor Agreement 
(a copy of the current FS Form XXXX is included below). 
 

§§§§§  

8.4.17 Account Enrollment  
b. Enrolling in the Navy Cash Program. To enroll in Navy Cash, an individual will report to the 

Disbursing Office to fill out and sign an enrollment form (2887). 
A copy of the current 2887 enrollment form is included below.  

 Importance of Enrollment Forms. Enrollment forms are a critical element in the Navy Cash 
program. A signed enrollment form must be on file for every Navy Cash cardholder. By signing the 2887, 
cardholders acknowledge the program’s Privacy Act statement, authorize debits and credits to their bank and 
credit union account, consent to immediate collection from pay for any negative balances that may result from 
use of the Navy Cash card, and authorize the Government to initiate debt collection procedures for amounts that 
remain or become due and owing. The signed 2887 is the enforceable agreement between the individual 
cardholder and the Navy Cash program.   

 Military and Government Civilian Personnel Consent to Immediate Collection from Pay. All 
authorized Military and Government civilian personnel who request Navy Cash privileges and enroll in Navy 
Cash by filling out and signing the Navy Cash enrollment form consent in writing to immediate collection 
against their U.S. Government pay for the face value of or resulting negative account balance due the U.S. 
Treasury Navy Cash funds pool from all dishonored transactions returned for Non-Sufficient Funds (NSF), 
closed accounts, inaccurate account information, or any other return reason and authorize the Government to 
initiate debt collection procedures for any negative balance amounts that remain or become due and owing.  
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 Contractors Acknowledge Government Will Initiate Debt Collection. All authorized 
contractors who request Navy Cash privileges and enroll in Navy Cash by filling out and signing the Navy Cash 
enrollment form acknowledge and understand the Government will initiate debt collection procedures for the 
face value of or resulting negative account balance due the U.S. Treasury Navy Cash funds pool from all 
dishonored transactions returned for Non-Sufficient Funds (NSF), closed accounts, inaccurate account 
information, or any other return reason and for any negative balance amounts that remain or become due and 
owing. 
 

 Additional Requirements for Civilians and Contractors Enrolling and Enrolled in Navy Cash  
(a) In addition to filling out and signing an enrollment form (2887) at initial enrollment, 

enrolling and enrolled will sign an FS Form XXXX, U.S. Department of the Treasury Stored Value Card (SVC) 
Contractor Agreement, which will satisfy any Navy Cash requirements until the company enters into an MOA 
with Fiscal Service. Navy Cash Accountable Officials should mail hard copies of the FS Form XXXX, U.S. 
Department of the Treasury Stored Value Card (SVC) Contractor Agreement to FRB as per the normal monthly 
mailing procedures of Navy Cash Enrollment Forms.  

(b) Contractor companies whose employees need Navy Cash cards while they work on Navy 
Cash equipped ships will be liable for any and all negative account balances on their employees’ Navy Cash 
cards and will fund all deficiencies on their Navy Cash cards to clear these negative balances within 10 business 
days of receiving notification from the Fiscal Service or its Treasury Agent.  

((1)) If a contractor has a negative balance  resulting from an ACH transfer request at a 
Kiosk that was returned for Non-Sufficient Funds (NSF), the Navy Cash system itself will represent the ACH 
transaction automatically up to two more times on the 1st and 15th of each month.  

((2)) If both representments fail or if the contractor’s account is negative because of Navy 
Cash card transactions not covered by automatic representment, the Disbursing Officer will immediately seek 
reimbursement from the individual contractor to clear the negative balance, if the contractor is still on board the 
ship (see paragraph 8.8.1.e).  

((3)) If the contractor is no longer on board the ship, the Disbursing Officer should transfer 
the contractor’s Navy Cash profile (account) manually to the “Shore Command” using the “Location” tab on the 
“Cardholders” screen on the Navy Cash disbursing website to facilitate collection on any negative balances. 
Cardholders transferred to the shore command will continue to appear on the ship’s daily reports for a transition 
period of two weeks.  

((4)) If the options to collect on contractors’ negative balances fail, all contractors with a 
negative account balance on their Navy Cash card greater than 60 days old will be listed on the Treasury 
Agent’s Monthly Contractor Negative Balance Report to the Fiscal Service. The Fiscal Service or its Treasury 
Agent will then notify the appropriate contractor companies to fund all deficiencies on their employees’ Navy 
Cash cards within 10 business days in order to clear these negative balances.  

((5)) Ultimately, if a cardholder’s negative balance is not cleared, the Fiscal Service must 
turn the unpaid debt over to its Debt Management Services division for collection, at which time administrative 
fees, penalties, and interest will be added to the contractor’s debt. 
 

§§§§§  
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