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NPC-658
From:  Commander, Navy Personnel Command

Subj:  MORALE, WELFARE AND RECREATION DEPARTMENT CATERING

  EVENT INTERNAL CONTROL GUIDANCE 

Ref:   (a) DOD 7000.14-R (Financial Management Regulation)

1.  As we continue to find more Morale, Welfare and Recreation Food and Beverage Departments purchasing and using catering software solutions, questions arise regarding internal controls for private party contracts.  Per reference (a), controls shall exist to ensure all transactions (including private party/event contracts) have been properly processed.  It is important to ensure any new process (manual or automated) includes a system of internal controls that provides all contracts are accounted for properly.  Below are modifications to the NAF catering process and procedures that employ the use of an automated software package (e.g., Catermate):

    a.  If the software package has an automated sequential numbering function, ensure the contracts are accounted for in numerical order and there are no breaks in sequence.  Any gaps in numerical sequence must be investigated on a timely basis.  Some systems allow for the generation of a report that itemizes contracts in numerical order.  This report could be forwarded to the Accounting Office at the end of each accounting month.  Remember, copies of all contracts must be forwarded to the Accounting Office (all contracts whether or not the event has taken place) so that a file of upcoming events can be maintained and monitored.  If your software package does not produce a report or listing of all contracts in numerical order, the Accounting Department must maintain a copy of all contracts (past, present, and future) and must establish some method of monitoring them in numerical order to ensure all are accounted for (e.g., establish a numerical log or listing of all contracts, keep a numerical copy file).

    b.  Ensure the software package does NOT allow for the deletion of ANY contract (thus the elimination of any contract number).  Instead, the system must allow a contract to be voided but never deleted.  Copies of all voided contracts must be submitted to the Accounting Office.   As contracts are completed (or voided) the Accounting Office must retain them in sequential order to complete the audit trail.

    c.  Cash or credit card payments for contracts/events must be accepted by someone other than the individual responsible for maintaining the catering software and/or invoicing preparation responsibilities (e.g., cashier, administrative assistant, 
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central cashier, receptionist).  Every effort should be made to collect outstanding amounts within 48 hours of the event.  Event sponsors should be made aware of payment terms in advance of the signing of the contract.  However, if payment is to be remitted by mail, invoices must indicate remittance be sent to the Administrative Office or Accounting Office.  (When remittances are received by the Accounting or Administrative Office, a copy of the payment receipt must be forwarded to the Catering Office.)  Payments must be rung into the cash register or point of sale system whenever possible (note the contract number in the remarks section of the Daily Activity Record).

    d.  Preparation of invoices to catering customers for balances due on private parties or events can be performed by either the Catering Office or the Accounting Office.  Just remember to keep the lines of communication open to ensure funds are collected in a timely manner.  Invoices must always include the current date, invoice number, contract number, event date, remittance address, point of contact name and phone number, and total amount due.  If the Catering Office prepares the invoice, a copy must be forwarded to the Accounting Office (and vice versa).  This copy must be matched against the event contract to ensure amounts due match.  Discrepancies must be investigated on a timely basis.

    e.  Care must be taken to ensure all amounts due (i.e., recorded as outstanding accounts receivable on the balance sheet) at the end of the month, are fully supported by event contracts and matching invoices.

    f.  In cases where an individual or group books a multi-day event (e.g., a workshop or conference that extends over 3 days), a single contract may be produced that itemizes the details for each day of the event.  Conversely, if preferred by the patron, multiple contracts may be produced, one for each day.  A single invoice may be submitted to the patron or group that includes charges for the multi-day event.  Each invoice must be cross-referenced to the applicable, approved private party contract number.

    g.  Standard Operating Procedures (SOPs) for the collection of invoices should be established locally.  SOPs should include a detailed outline of the process for collection of outstanding accounts receivables.  Activities may find it helpful to identify collection timelines (e.g., phone calls begin within 3 days of the event, within 10 days a letter is written to the sponsor, within 20 days a reminder letter is written indicating the collection will be turned over to the Accounting Office). 
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It is suggested the Catering Program Manager and the Business Office Manager coordinate an acceptable collection procedure and ensure it is documented in writing for use by both catering and business office personnel.  

    h.  Locally developed private party/event contracts may be used to replace the NAVPERS Form 1756/19.  However, essential data elements must always be included on any locally developed contract (automated or manual) including:

    Facility name/address/phone number

    Sponsor name/address/phone number

    Sponsor social security number

    Event date

    Event type

    Number of guests

    Sponsor signature

    Accounting breakdown (e.g., food, bar, entertainment

         expense, service charge, gratuity, deposit, etc.)

2.  Navy Personnel Command (NPC) point of contact is p655f5 at (DSN) 882-6652 or (Commercial) 901-874-6652 or E-mail to p655f5@persnet.navy.mil.

Copy to:

Commanding Officers Administering MWR/BH programs ashore

Echelon II Commands
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