Navy Cash Fleet Support Groups

NAVY CASH*® NAVSUP Fleet Logistics Centers
SOP CHANGE NOTICE Norfolk
NAVSUP PUB 727 San Diego
Yokosuka
Navy Cash SOP Change Notice 2020-001 30 January 2020

Subject: SHIP’S STORE PROFITS TRANSFER TO MWR MERCHANT PROCEDURES
Attention: Supply Officers/Disbursing Officers/Navy Cash Accountable Officers/Navy Cash Deputies

1. Background. The Navy Cash system has a new capability to allow Disbursing Officers the ability to
transfer Ship’s Store profits to MWR and eliminate the use of cash or checks.

2. Disbursing Officer Action. Upon receipt of this Navy Cash SOP Change Notice, Disbursing Officers
and Merchants will follow the specific procedures outlined in this change notice to make distribution of
Ship’s Store profits to MWR. This change notice is a replacement for paragraph 5.10, in NAVSUP PUB
727.

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).

4. List of Effective Navy Cash SOP Change Notices. 1.15

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

2019-001 Reducing Navy Cash Visitor Cards
2019-002 Change to Contact Info and Elimination of the Trouble Call Worksheet Form
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Please route immediately to the Supply Officer and Disbursing Officer
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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. Specific Changes to Procedures:

Refund Procedures (to complete payment to the MWR Treasurer):

a. Upon receipt of signed voucher by the Commanding Officer, the Disbursing Officer will complete
vouchering the SF1034. See attachment.

b. MWR Treasurer will report to Disbursing Officer with the MWR Merchant card.
MWR Treasurer will sign the SF1034 as follows:
Payee: Name of MWR Treasurer
Per: Receipted signature
Title: Treasurer

d. Access funds transfer, individual refund, miscellaneous refund, insert amount, select “SSPN transfer
to MWR” NOT MWR MERCHANT from list of Merchants.

e. Process refund to Chip of the MWR Merchant card. No partial refund is authorized. Exact total as
shown on SF1034 must be refunded.

a. *** Process may include more than one load based on chip limit. Treasurer will visit KIOSK
to clear chip to allow additional refunds until total is refunded ***

f. Confirm refund by verifying Merchant Sales Summary Report (MSSR). This completes payment to
MWR Treasurer.

Reporting Procedures:

a. On DD Form 2657, Record the transferred amount of Ship’s Store profits on line 4.1 (Gross
Disbursement) and as a negative entry on line 4.2A (Deposits Presented or Mailed to Bank).
b. Retain copy of MSSR with SF1034 to support entry to 4.2a until EOM is completed

*** The actual Debit Voucher will not be available until EOM has been completed ***
c. Upon receipt of the EOM Voucher Summary Report the refund will show as follows:
20190820 171022 20190925 155839 SSPN TRANSFER - CHIP 0.00 -20000.00 -20000.00

SSPN Transfer to MWR DV31309 CHIP 09/25/2019 20000.00
d. Record debit voucher as normal on your SODA and submit SF1034 following regular Disbursing
Procedures.
88888
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5.10 Distribution of Ship’s Store Profits:

a. To distribute ship's store profits, the Disbursing Officer can make the payment to MWR by
processing a refund from the Ship Store Profit Navy (SSPN) transfer to MWR Merchant directly to the
Chip of the MWR Merchant card.

b. This process eliminates the need for payment to be done by cash or Treasury check. To further
clarify, upon receipt of the approved SF1034 signed by the Commanding Officer, the Disbursing Officer
will have the MWR Treasurer report to the Disbursing Office with the MWR Merchant card. The
Disbursing Officer will then access the funds transfer option in the disbursing application to process a
miscellaneous refund. By selecting from the list of available merchants, the "SSPN Transfer to MWR"
Merchant allows funds to be debited from SSPN and credited to MWR Merchant card. Since there is a
chip limit on Accountable Official cards, if the amount exceeds the chip limit then multiple refunds will
have to be made until full total is refunded. No partial payment of the SF1034 total is authorized.

¢. On DD Form 2657, Record the transferred amount of Ship’s Store profits on line 4.1 (Gross
Disbursement) and as a negative entry on line 4.2A (Deposits Presented or Mailed to Bank). To
document transactions, a copy of the Merchant Sales Summary Report (MSSR) will be attached to the
original SF1034 (see example below) to support entries on DD2657.

d. Upon receipt of the EOM Summary Report, the Disbursing Officer will receive a debit voucher to
support entry to 4.2a. Record debit voucher following normal procedures in preparation of Schedule of
Deposit Activity (SODA) report.

§3888
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Sample Navy Cash EOM Summary Report
(Showing the “SSPN to MWR” Merchant)

Run Date: 09726/2019
Rum Tima: 14:Z6
Raport Hamg: EOM Summary Report

MAVY CASE END OF MONTH STMMARY RERFORT FOR 05,2015
USS ARLINGTON

D3SH: H388E

STRART TIHE END TIHE Vandor /Harchant Sala Amoumt Rafund Amount Hat Amount
201908Z0 1710ZZ Z0L909Z5% 155EZ9 HAVY DIEEREING - STRIF 0.00 =10.00 =10.00
20150820 171022 20150925 155EZ9 HAYY DISEORSING - CHIP 0.05 =TX2.0% =-TI2.00
= = HARINE DISEURSING - STRIP 0.00 o.ao o.ao
= = HARINE DISBURSING - CHIF 0,00 o.ao o.ao
= = S5FH TRANSFER - STHRIFP o.00 o ao 0. ao
20150820 1T10ZZ 20150925 155E=9 S5FH TRANSFER - CEIF o.00 =Z20000. 00 =20000. a0
201908Z0 1710ZZ Z0L909Z5% 155EZ9 GEHERAL MESE - FOOD 1335 .81 o.oD 1295_ 81
201908Z0 1710ZZ Z0L909Z5% 155EZ9 GEMERAL MESE - SORCHARGES 36,45 o.oD ZE. 45
Z201508Z0 1703%E Z01909Z2% 155%E10D EEIF STORE 3004.01 o.oD 3004.01
= = HANGAR BAY SALES 0.00 o.ao o.ao
= = THEODADODOOD 0005 0.00 o.ao o.ao
20150820 17OTED 20130925 155606 WHMEODRDODOODOD04 35,80 o.ao 23580
20150820 17OTET 20150925 155611 THEODARDDODOODD0O3 183,70 o.ao 1E3.TD
= = THEODARDDOOODD0OE o.00 o.ao 0. ao
= = THEODAD OO0 0001 0.00 o.ao o.ao
20150820 1TOT4E 20150925 155554 Varding Soda BOLE 395,00 o.ao 22E.0Q0
20150820 170301 20150925 155713 WMCANTDOODOOD0DOT 1214.00 o.ao 1Z14.00
20150820 1703805% ZO0150925 155707 WHCANTDOOODd0D00OS 11%.20 o.ao 112.Z0
20150820 17OTSE ZO015092% 155700 YMREDSULLOODDDO1 11&E .75 o.ao 1168. 75
201908Z0 1703=% Z0L909Z2% 155750 WMCANTODDOODD00] 3TE.30 o.oD =TH.30
- - WHMCANTODDOODDD0E 0.00 o.oD o.ooD
20150820 170307 ZO01509Z% 1557I1 THCARTDOODO0D000S 3T7E.15 o.ao 378.15%
= = WHCANTOODOOD 0004 0.00 o.ao o.ao
20150820 170920 20150925 155735 WHCANTOODO0D0003 1375 .75 o.ao 13T5. TS
20150820 1703Z0 ZO150925 155741 THCANDOOODI0DD002 523,00 o.ao EI3.00
= = Vending Candy BOLE o.00 o.ao 0. ao
Vouchae Dﬁﬂﬂ!’ipt.'u:lﬁ VouckRr$ mip.-'.']tnp Dati PIIPI.Eiﬂ VouchRr Ansunt
Ddabursing Cash-2trip is > Strip - Cash DvaT209 STRIF 09/25/2019 10,00
Disbursing Strip-Cash is > Cash-Strip - - -
Ddgburging Cash-Chip i8 > Chip- Cash DNZeZ03 CHIF 08 /28 /20159 TZ2.00
Digbursing Chip-Cashk is > Cash-Chip = = =
88PN Tranafar To HEE DValizoa CHIF 09/25/2019 Z0000, a0
Food Sarvice Salas Totals DT220303 CHIF 09/25/2019 1355.891
Food Surcharges Total DT240303 CHIF 09 /25/201% ZE. 45
Salas Totals DTEE0303 CHIF 09 /25/201% 8365_4&6
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