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(throughout) .

Continues the joint concept of civilian MWR/NAFI program
and resource management through command channels (para

1-4).

Cites compatibility of civilian MWR activities with
quality of worklife programs, including employee health,
fitness, and dietary considerations (paras 1-4 and 4-8).

Maintains the financial integrity of civilian NAFIs from
all other categories of NAFIs (para 1-5).

Implements the triennial survey of MWR activities and the
criteria for authorized patronage, as established by 08D
(paras 1-7, 4-9, and 5-6).

Affirms the governing role of civilian NAFI councils, sub-
ject to final review and approval by the installation com-
mander (para 1-9).
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custodian and centralized serviceing offices (para 1-10
and chap 2).

Formalizes budget requirements and funding approval levels
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requires vending machine data be maintined for compliance
(para 2-31).
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Summary. This regulation governs the
management of nonappropriated fund in-
strumentalities (NAFIs) and morale, wel-
fare, and recreation (MWR) activities for
civilian employees. It implements DODD
1015.8 and DOD 1015.8-R. It also imple-
ments those portions of DODD 1015.1,
DODI 1015.2, DODD 1015.4, DODD
1015.6, and DOD 7000.12 that pertain to
civilian NAFIs and MWR activities. It ad-
ministratively applies and adapts as neces-
sary, Department of the Army and
Department of the Air Force guidance re-
lating to support of NAFIs and MWR ac-
tivities.
Applicabiiity. This regulation applies to
those commands and installations of the
Active Army, Air Force, Air Force Re-
. serve, and Defense agencies that have estab-
lished, or may establish, civilian NAFIs and
MWR activities. It does not apply to the
Army National Guard (ARNG), U.S. Ar-
my Reserve (USAR), or Air National
Guard.

Impact on New Manning System. This
regulation does not contain information that
affects the Army’s New Manning System.

internal control systems. This joint reg-
ulation contains internal control provisions
but does not contain checklists unique to ci-
vilian NAFIs for conducting internal con-
trol reviews. Civilian NAFIs governed by

Army regulations are subject to the require-
ments of AR 11-2. Applicable NAFI
checklists are contained in AR 215-5. Civil-
ian NAFIs following Air Force accounting
procedures will use the applicable financial
operations checklists contained in AFR
176-10.

Committee continuance approval. The
Committee Management Officers of DA and
DAF concur in the continuance of the
Board of Directors, Army and Air Force
Civilian Welfare Fund, which was estab-
lished by Joint Army and Air Force Adjust-
ment Regulation No. 1-30-1, dated 16
November 1948.

Supplementation. This regulation may be
supplemented at major command and in-
stallation level. One copy of each supple-
ment will be furnished the Board of
Directors, Army and Air Force Civilian
Welfare Fund, Room 5E471, The Pentagon,
WASH DC 20310-5900 and to the next
higher headquarters.

interim changes. For Army elements and
Defense Agencies: interim changes to this
regulation are not official unless authenticat-
ed by The Adjutant General. Users will de-
stroy interim changes on their expiration
dates unless sooner superseded or rescinded.

Suggested improvements. The propo-
nent agencies for this joint regulation are
the Deputy Chief of Staff for Personnel, De-
partment of the Army, and the Deputy
Chief of Staff, Personnel, Air Force. Users
are invited to send comments and suggested
improvements directly to the Chairman,
Board of Directors, Army and Air Force
Civilian Welfare Fund, Room SE471, The
Pentagon, WASH DC 20310-5900. Army
and Defense Agency users will comment by
use of DA Form 2028 (Recommended
Changes to Publications and Blank Forms)
and Air Force users, by correspondence.

Distribution. Distribution of this publica-
tion is made in accordance with DA Form
12-9A-R requirements for 215-series publi-
cations. The number of copies distributed to
a given subscriber is the number of copies
requested in Block 234 of the subscriber’s
DA Form 12-9A-R. AR 215-7 distribution
is D for the Active Army, none for ARNG,
and none for the USAR and F for the U.S.
Air Force. Existing account quantities will
be adjusted and new account quantities will
be established upon receipt of a signed DA
Form 12-9U-R (Subscription for Army
UPDATE Publications Requirements) from
the publications account holder.

Contents (Listed by paragraph number)

Chapter 1
Introduction

Section I
General

Purpose ¢ 1-1
References ¢ 1-2

Explanation of abbreviations and
terms ¢ 1-3
Responsibilities ¢ 1-4

Section I]

Authorization, Establishment, and
Relationships of NAFIs

Civilian NAFIs authorized ® 1-§
Relationships within the DOD ¢ 1-6

Establishment, continuance, and
disestablishment of NAFIs » |-7

Section 111

Organization of NAFI Governing Bodies
Board of Directors, AAFCWF o 1-8
Civilian NAFI governing councils ¢ 1-9
Civilian NAFI custodians * 1-10

“This regulation supersedes AR 230-81/AFR 176-14, 7 November 1973, and rescinds RCS AAFCWF-9.

AR 215-7/AFR 176-14 « UPDATE



Section IV

Principles, Policies, and Programs

Operating principles * 1-11

Operating policies ¢ 1-12

Civilian MWR program priority
guidance ¢ 1-13

Section V

Emergency Preparedness

Overall planning ¢ 1-14

Preparedness planning within
Army ¢ |-15

Preparedness planning within Air
Force ¢ 1-16

Role of the BDAAFCWF e 1-17

Chapter 2
NAFI Administrative Procedures

Section I

General Administration
Administration and supervision ¢ 2-1
Correspondence and records ¢ 2-2
Advertising policy ® 2-3

Inspections 24

Section II
Financial Management
Safeguarding funds through internal
controls ¢ 2-5
Budgeting * 2-6
Accounting, reporting, and analysis ® 2-7
DOD required reporting (RCS
DD-FM&P(A) 1344, 1554, and
1555) » 2-8 .
Banking and investments ¢ 2-9
Reserves and sinking funds ¢ 2-10
Audits ¢ 2-11
Transfer of NAFI assets » 2-12
Loss of cash and other assets  2-13
Insurance ¢ 2-14
Installment purchase contracts ¢ 2-15

Section 111

Loans and Grants

Policies ¢ 2-16

AAFCWEF loans and grants ¢ 2-17

Emergency loans to Federal civilian
employees * 2-18

Section 1V

Personnel Administration

NAFI employee administration ¢ 2-19

Employee insurance benefit
programs ¢ 2-20

Training * 2-21

Membership in professional
associations ¢ 2-22

Section V
Logistical Support
Use of surplus Government-owned (APF)
property ¢ 2-23
NAFI property administration  2-24
Redistribution of NAFI property ® 2-25
Real estate, facilities, and
construction ® 2-26
Acquisition (purchasing and
contracting) ® 2-27

Section VI

Tax and Legal

Taxes ¢ 2-28

Tort and contract claims ¢ 2-29

2

Applicability of Federal laws to
NAFlIs ¢ 2-30

Randolph-Sheppard Vending Act (Public
Law 95-316) » 2-31

Chapter 3 ’
The Army and Air Force Civillan
Weifare Fund

Section I

Organization

Purpose of the AAFCWF NAFI ¢ 3-|
Concept of fund operations ¢ 3-2
Board of Directors, AAFCWF ¢ 3-3
Board office administration ¢ 3—4

Section 11

Financial Operations

Authorized receipts ¢ 3-5§
Authorized disbursements ¢ 3—6

Chapter 4
Category Il Restaurant NAFls

Section I

Organization

Concept of operations ® 4-1

Identification of a restaurant ¢ 4-2
Criteria for a restaurant ® 4-3

Restaurant council responsibilities ® 44
The restaurant officer and custodian * 4-5

Section II

Authorized Programs, Activities, and
Patronage

Authorized resale activities ® 46

Methods of resale operation  4-7

Food management ¢ 4-8

Authorized patronage ¢ 4-9

Alcoholic beverage control * 4-10

Section 111

Restaurant Financial Management

Financial planning objectives » 4-11

P/BR accounting, reporting, and
analysis ¢ 4-12

Resale and pricing ¢ 4-13

Distribution of dividends * 4-14

Financial assistance * 4-15

Section IV

Contract Operations

Initiation of concession contracts ® 4-16
Acceptance and award ® 4-17

Contract management ¢ 418

Chapter 5
Category IV Clvillan Welfare NAFis

Section I

Organization

Concept of operations * 5-1

Identification of a CWF ¢ 5-2

Criteria for a CWF o 5-3

The CWF council and the custodian * 54

Section II

Authorized Programs, Activities, and
Patronage

CWF programs and limitations ® 5-5

Authorized patronage ® 5-6

Section 111

CWF Financial Management
Methods of funding ¢ 5-7
Authorized income ¢ 5-8

AR 215-7/AFR 176-14 ¢ UPDATE

Authorized expenditures and
disbursements ¢ 5-9

Limitations on income and
expenditures ¢ 5-10

Accounting and reporting ¢ 5-11

Appendix A. References
Glossary
Index



Chapter 1
introduction

Section |
General

1-1. Purpose

This joint regulation sets forth policies and
procedures governing the establishment, op-
eration, control, and dissolution of civilian
nonappropriated fund instrumentalities
(NAFIs). Civilian NAFIs are joint func-
tions of the Department of the Army (DA)
and the Department of the Air Force
(DAF), and financially support morale, wel-
fare, and recreation (MWR) programs dedi-
cated for Department of Defense (DOD)
employees, as authorized by DODD
1015-1, DODI 1015.2, and DODD 1015.8.
These programs and activities provide em-
ployee food and other resale, recreation, and
welfare services, thereby enhancing the
quality of worklife at DOD installations.

1-2. References
Required and related publications and refer-
enced forms are listed in appendix A.

1-3. Explanation of abbreviations and
terms

Abbreviations and special terms used in this
regulation are explained in the glossary.

1-4. Responsibilities

a. Board of Directors, Army and Air
Force Civilian Welfare Fund (BDAAFCWF).
The Board was established 2 January 1949
by Joint Army and Air Force Adjustment
Regulation No. 1-30-1, dated 16 November
1948, to act on a joint basis for the Secretar-
ies of the Army and the Air Force in order
to—

(1) Supervise the administration and op-
eration of the Army and Air Force Civilian
Welfare Fund (AAFCWF) and all civilian
NAFIs as joint functions of the DA and the
DAF. (See para 1-5.)

(2) Approve the establishment of civilian
NAFIs.

(3) Establish joint policies for administer-
ing and controlling civilian NAFIs and
MWR activities.

b. Major commanders. These com-
manders will—

(1) Generally supervise the establish-
ment, administration, operation, and disso-
lution of civilian MWR programs and their
supporting civilian NAFIs.

(2) Ensure sound financial operation of
civilian NAFIs, and compliance with regu-
lations and directives cited throughout this
regulation.

(3) Make recommendations to the
BDAAFCWF relating to the civilian
MWR/NAFI programs, including requests
for grants or loans and budgeted project
priorities.

(4) Appraise the adequacy of command
installation facilities and services provided
for civilian employees, in relation to the

objectives of civilian personnel manage-
ment, and take appropriate action. (See ¢
below.)

(5) Advise and assist in the development
of NAFI budgets. Review budgets for capa-
bility to achieve planned financial objec-
tives. (See para 2-6.)

(6) Review financial statements and take
follow-up action, as required, particularly
when budget objectives have not been met.
Assure accuracy in the computations of div-
idend distributions to the installation CWFs
and the AAFCWF.

¢. Installation commanders. The civilian
MWR/NAFTI responsibilities are executed
within an installation’s organizational and
functional alignments. Authority may be
delegated according to assigned
responsibilities.

(1) Conduct a survey at least triennially
(per para 1-13), to determine the need for
employee services, MWR activities, and
supporting civilian NAFIs. In determining
these needs, give particular attention to the
following: . : -

(a) Requirements of employees with rela-
tion to location of work areas, working con-
ditions, and work being performed.

(b) Existence, adequacy, and utilization
eligibility and priority of comparable MWR
facilities, services, and activities either on
the installation or in reasonably available
adjacent communities.

(c) Interest of employees to participate in
management of the activities, including vol-
unteer help and leadership.

(d) Fulfillment of the DOD criteria for a
NAFI, as described in paragraph 1-7. |

(e) Other factors pertinent to the needs
and interests of the Federal civilian work
force of the installation. _

(2) Identify installation buildings and ar-
cas occupied predominantly by civilian em-
ployees. Initiate requests to establish
Category IT P/BR activities and/or vending
services in locations where feasible.

(3) Supervise the establishment and oper-
ation of approved Category II and IV activ-
ities, services, and facilities and their
supporting NAFIs for the enhancement of
the morale and efficiency of civilian
employees.

(4) Provide authorized support from
APF resources to civilian MWR programs
to the extent possible. Authorized support is
delineated in AR 215-1 or AFR 215-5 and
includes available and useable surplus or ex-
cess Government facilities or equipment.

(5) Appoint and assure proper orienta-
tion of civilian NAFI custodians. Provide
for appointment or election of civilian
NAFI governing councils. Approve or oth-
erwise act on minutes of council meetings.

(6) Ensure efficient administration, finan-
cial stability, and proper use of civilian
NAFI resources.

(7) Establish proper safeguards to ensure
that no official or employee receives extra
compensation for supervising, controlling,
or operating a civilian NAFI or MWR ac-
tivity. Ensure that no official or employee
accepts any gifts, privileges, or perquisites
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(other than authorized awards and prizes)
from a civilian NAFI or from vendors,
vendees, or others dealing with a civilian
NAFL

(8) Implement the patronage priorities
outlined in paragraphs 4-9 and 5-6. o

(9) Approve concessionaire contracts and
initiate renewal or other action at the ap-
propriate time.

d. Civilian personnel directors/officers at
all levels. The responsibilities that follow are
in the nature of assisting, coordinating, and
monitoring, rather than operating, MWR
programs. They are compatible with en-
hancing the quality of worklife for civilian
employees as outlined in DA Pamphlet
690-37 and the 40 series AFRs.

(1) Major command Directors of Civilian
Personnel will—

(a) Assure that patron interest surveys of
civilian employee MWR program needs and
interests are conducted in accordance with
paragraph 1-13.

{b) In conjunction with these surveys, as-
sure and assist, as required, in the establish-
ment or review for continuance of civilian
employee MWR programs at installations of
the command. .

{c) Act on or coordinate, as appropriate,
civiian MWR program and NAFI matters
that concern the major commander and
staff, including emergency preparedness
planning and participation.

(2) Installation civilian personnel officers
(CPOs) will—

(a) Provide the commander staff assis-
tance and support in the implementation of
this regulation.

(b) Assist in the establishment of Federal
civilian employee MWR programs with ade-
quate supporting NAFI resources, where
justified and viable, in order to attract and
retain a motivated, effective work force. (See
paras 1-5 and 1-13.)

(c) Conduct or participate in the triennial
survey that evaluates the needs, desires, and
attitudes of the civilian employee work
force, and assure establishment or continu-
ance of civilian MWR programs, employee
services, and MWR facilities as required.

(d) Act on or coordinate civilian MWR
program and civilian NAFI matters that re-
late to the installation, including emergency
preparedness planning and participation, as
requried.

e. Custodians. Custodians have a combi-
nation of fiduciary and administrative re-
sponsibilities. In addition to the following,
further specific guidance for custodians is in
paragraph 1-10. General guidance is also
found throughout this regulation. Custodi-
ans are termed ‘‘fund managers” at Army
installations in military NAFIs.

(1) In their fiduciary capacity, custodians
will—

(a) Receive, safeguard, disburse, account
for, and otherwise administer the financial
affairs of the fund.

(b) Prepare, authenticate, and interpret
fund financial statements; alternatively, re-
view and interpret statements prepared by
the servicing accounting office.
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(c) Prepare and secure approval of
required budgets.

(d) Monitor budgets and financial perfor-
mance for compliance during the operating
fiscal year, and assure adjustments are
made, as required.

(2) In their administrative capacity, cus-
todians will—

(a) Serve on the governing council with-
out vote.

(b) Assist the chairperson in preparing
for and conducting council meetings.

{c) Implement, or assure implementation
of, approved council actions.

(d) Secure council approval, organize,
and manage a support office, as required.

(3) When custodians receive centralized
accounting, personnel, or procurement
services, they continue to have major re-
sponsibilities for the administration of the
NAFI. Each custodian will—

(a) Initiate and define the requirements
for service, and assure acceptable standards
of quality for services received.

(b) Supervise, or assure proper supervi-
sion and administration of, the NAFI’s
work force.

{c) Provide basic documentation for ac-
counting, disbursing, or other transactions,
as applicable.

(d) Approve purchases to be made by the
servicing NAF contracting officer. Alterna-
tively, contract only within the authoriza-
tions and limits of AR 215-1, DA PAM
215-4, or AFR 176-1 and AFR 176-9, as
applicable.

(e) Review and authenticate for accuracy
documents prepared by servicing office.
Physical inaccessibility of the servicing of-
fice may not permit review and authentica-

tion prior to document finalization, for’

example, personnel or payroll actions. In
such instances custodians will review final-
ized documents on receipt and take any ap-
propriate action with the servicing office.

Section Il
Authorization, Establishment, and
Relationships of NAFIs

1-5. Civilian NAFIs authorized

a. Establishment of NAFIs for the finan-
cial support of civilian employee MWR activ-
ities. The Joint Army and Air Force
Adjustment Regulations (JAAFAR) cited
in paragraph 1-4a state that “supervision
and control of civilian nonappropriated
funds of the Army and Air Force are
redesignated joint functions of the Depart-
ments of the Army and the Air Force and
are delegated to the Board of Directors, Ar-
my and Air Force Civilian Welfare Fund.”
In accordance with DODD 1015.1, each ci-
vilian nonappropriated fund entity is admin-
istered by a civilian nonappropriated fund
instrumentality (NAFI) and is “an integral
DOD organizational entity that performs an
essential government function.”’ The
BDAAFCWEF, exercises its supervision and
control for the DA and DAF over civilian
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NAFIs through major commanders and in-
stallation commanders, whose responsibili-
ties are delineated in paragraph 1-4b and c.

b. Authorized NAFIs. The civilian NAFIs
listed below are authorized by DA and
DAF and are subject to the specific provi-
sions of this regulation and the other regula-
tions made applicable herein.

(1) Army and Air Force Civilian Welfare
Fund (AAFCWF) NAFI. This is a Category
IV NAFI and is the central civilian NAFI
at departmental level. It is a joint DA and
DAF NAFI governed by the BDAAFCWF.
Functions of the central successor fund are
as follows:

(a) Assets of dissolved civilian NAFIs
are deposited in the fund. '

(b) Liabilities of those being disestab-
lished are paid through the fund.

(c) Financial assistance and services to
civilian NAFIs are provided within the
fund’s financial capabilities. The AAFCWF
will be administered in accordance with
chapter 3 and other applicable provisions of
this regulation.

(2) Post/base restaurant (P/BR) NAFI.
Within the standard DOD NAFI classifica-
tion system, P/BR NAFIs are a type of
Category II NAFI. Approved goods and
services are sold to Federal employees and
other authorized personnel on the installa-
tion; and financial support is provided to
Category IV civilian NAFIs.

(3) Post/Base Civilian Welfare Fund
(CWF) NAFI. Within the standard DOD
NAFI classification system, CWFs are Cat-
egory IV civilian NAFIs. They receive in-
come from the P/BR and in turn provide
financial assistance to approved employee
MWR programs and facilities.

¢. Consolidation not authorized. DOD
1015.8-R requires that the financial integri-
ty of Categories I and IV civilian NAFIs
be maintained, once established. Civilian
NAFIs will not be consolidated with one
another or combined with other NAFIs.

1-6. Relationships within DOD

All installations and activities of the Army
and Air Force in the 50 United States and
the Republic of Panama, except as provided
in b below, must comply with this regula-
tion. With the agreement of the agencies
concerned and in accordance with DODD
1015.8, this regulation also governs civilian
NAFIs of the Defense Intelligence Agency,
Defense Mapping Agency, Defense Logis-
tics Agency, the National Security Agency,
and the American Forces Radio and Televi-
sion Service. Major commanders outside the
50 United States and Panama may address
inquiries regarding the establishment of a ci-
vilian NAFI within their command jurisdic-
tion to the BDAAFCWF.

a. DA and DAF regulations. References
to Army regulations herein are applicable to
civilian NAFISs on installations of the Army
and the Defense agencies. Air Force regula-
tions cited herein apply to civilian NAFIs
on Air Force installations.
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(1) In the event of a conflict between cit-
ed DA and DAF directives and the guid-
ance contained herein, this regulation will
take precedence. However, such differences
will be brought to the attention of the
BDAAFCWF.

(2) If within its policy purview, the
Board will consider exceptions to this regu-
lation when based on justifiable
circumstances.

b. Exclusions.

(1) This regulation does not apply to
those NAFIs at departmental level that ob-
tain their income from resale activities oper-
ated under the immediate supervision and
control of the OSD, Office of the Secretary
of the Army (OSA), and Office of the Secre-
tary of the Air Force (OSAF). Such nonap-
propriated funds (NAFs) are administered
under separate guidance issued by those
offices. -

(2) Also excluded from this regulation
are the following:

(a) Funds established for contractors’
employees at contractor-operated installa-
tions. Within the contract terms, DOD ci-
vilian employees at these installations or at
commercial activity (CA) locations may be
authorized to participate in contractor em-
ployee programs.

(b) Activities and funds pertaining to ci-
vilian employees for purposes based on indi-
viduals’ personal choices, such as charity
drives, hospitalization insurance collections,
and mutual air or death benefit associations.

(c) Private organizations (POs) on the in-
stallation permitted to operate in accord-
ance with AR 210-1 or AFR 34-4. POs will
not duplicate nor compete with civilian
NAFIs. However, POs may be considered
as alternatives to establishing or maintain-
ing small civilian NAFIs.

1-7. Establishment, continuance, and
disestablishment of NAFis

Civilian NAFIs are established and dises-
tablished by the installation commander
when approved by the Army or Air Force
major commander (MACOM or
MAJCOM) and the BDAAFCWF. Because
of the complementary financial relationship
between the two categories of civilian
NAFIs, requests for establishment will be
submitted for both P/BR and CWF NAFIs
and acted on simultaneously. Requests to
establish a Category IV NAFI without a
continuous and dependable source of Cate-
gory IT P/BR NAFI income will normally
not be approved. Only one Category II P/
BR NAFI and one Category IV CWF
NAFI will be established on an installation.
However, each NAFI may financially sup-
port more than one civilian MWR facility,
activity, or outlet. Since civilian NAFIs are
established and administered by the authori-
ty of this regulation, neither charters nor
constitutions or bylaws are required. How-
ever, local procedures and operating in-
structions, not in conflict with this
regulation, may be published.

a. DOD criteria for establishing a NAFI.



(1) Prior to the establishment of a NAFI,
DODD 1015.1 requires that the establishing
authority will—

(a) Determine that there is a need for a
separate fiscal entity to support an MWR
activity.

(b) Ensure that the protection and immu-
nities accorded an instrumentality of the
U.S. Government are necessary.

(c) Ensure that no prohibition by or con-
flict with Federal statutes or applicable Fed-
eral regulations exists.

(2) Civilian NAFIs approved for estab-
lishment by the BDAAFCWF, or continu-
ance following the triennial survey (para
1-13), will be considered to have met the
criteria in (1) above.

b. Criteria for establishing a civilian
NAFI. Requests to establish a NAFI will be
addressed to BDAAFCWF. They will be
forwarded through the responsible
MACOM or MAJCOM or Defense agency,
and include the following information—

(1) Number of persons employed or on
duty at the installation by grouping (that is,
APF civilian employees; NAFI employees;
military personnel; employees of tenant
Federal agencies; contractor employees; and
all others).

(2) Number of persons, by groupings, for
whom the services are required (if different
from (1) above), for example, military per-
sonnel may be included in the justification
only if no military MWR program exists on
the installation. Also, furnish this informa-
tion for a building or area of the installa-
tion, if Category I1 P/BR resale activities
are to be so concentrated.

(3) Number of persons, included in (2)
above, who reside on the installation.

(4) Space criteria allowances; availability
of facility space and surplus Government
equipment; estimate of APF support autho-
rized and budgeted for the current FY and
the first full FY following.

(5) Proposed MWR facilities and
services, together with a complete list of
products or items to be sold and the pro-
posed estimated prices on which financial
projections are based. Cite the proposed
method of operation (See para 4-7.)

(6) Need for financial assistance through
loan or grant. Substantiate financial viability
by first and second year budgets; forward
both AOBs and CEBs. The BDAAFCWF
may be consulted in advance, particularly
for any financial projections necessary in
preparing the request. (See para 2-17d.)

(7) Availability, adequacy, and accessibil-
ity of similar installation and off-base facili-
ties and services; feasibility of their use by
patrons of the proposed MWR activity.

(8) Complaints, if any, anticipated from
off-base businesses of alleged unfair compe-
tition of resale activities.

(9) Any additional information support-
ing the request. This may include customary
practices of private employers in competing
labor market areas, unusual employee re-
cruitment problems that the request is ex-
pected to alleviate, or other employee
morale considerations.

c¢. Criteria for continuance.

(1) Installation roles and missions
change, thus affecting personnel
demographics. Numbers, physical locations,
and composition within civilian employee
and military groupings may affect the pa-
tron base and thus the financial health of es-
tablished civilian NAFIs. The two principal
criteria for continuance of a NAFI within
essentially the same scope of MWR activi-
ties are as follows: ,

(a) A continuing MWR program need
exists to serve the authorized patrons listed
in paragraphs 4-9 and 5-6..

(b) The NAFI is projected to remain fi-
nancially viable and capable of fulfilling
both its financial and MWR progum
commitments.

(2) If the broad criteria in (1) above are
satisfied, the criteria for initial establishment
are assumed to have been substantially ful-
filled and need not be rejustified.

d. Expansion of approved activities. Facil-
ities and services proposed to be operated,
in addition to those already approved, may
be requested. The guidance in ¢ above will
be followed for such requests.

e. Triennial survey requirement. All
NAFIs, in conjunction with the survey of
MWR activities, must be reviewed not less
than every 3 years. The reason for this re-
view is to assess the need for continuance
and the qualification within the guidance of
¢ above. (Also, see paras 1-4 and 1-13.) -

f. Disestablishment and dissolution of
NAFIs.

(1) The authority to disestablish is limit-
ed to the same authority as for establish-
ment. In the case of civilian employee
NAFIs, this authority is the BDAAFCWF.
The authority to disestablish the NAFI and
dissolve the NAF assets will normally be
exercised only when directed by higher au-
thority, when the DOD criteria for a NAFI
can no longer be met, because financial via-
bility of the NAFI cannot be sustained.

(2) When disestablishment of a civilian
NAFI is contemplated, installation com-
manders, through the custodian and gov-
erning body, will take action to ensure
against the dissipation of assets, unnecessary
expenditures, and other wasteful actions.
Disbursements will be limited to the most
essential expenses; future commitments will
be cancelled; and contractual agreements
phased out, cancelled, or renegotiated, as
appropriate. The objective in conserving the
assets of the NAFI at this time is to ensure
continued use, when feasible, by other civil-
ian NAFIs within the parent command,
component, or the civilian NAFI system.
During disestablishment, applicable por-
tions of AR 215-1 and AFR 176-1 will be
followed. The following disestablishment

and dissolution actions will be taken at the

appropriate time:

(a) The responsible MACOM or
MAJCOM and the BDAAFCWF will be
notified of the actions and proposed dates.

(b) Employee terminations or transfer ac-
tions will be taken in accordance with appli-
cable NAFI personnel procedures.
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(c) All receivables will be collected.

(d) Outstanding obligations will be liqui-
dated in an orderly manner.

(e) Property will be redistributed or dis-
posed of in accordance with paragraph
2-28.

(f) A terminal audit will be performed
(see para 2-11.)

8- Control of NAFI assets. In the event of
dissolution occurring because of conversion
of the installation to a contracted operation,
no civilian NAFI assets will be transferred
to the APF property accounts or used by
the contractor without the advance concur-
rence of the MACOM or MAJCOM and
approval of the BDAAFCWF. Such con-
currence and approval for transfer of assets
will not be given where the predominant
work force will be employees of the contrac-
tor. Priority for redistribution of civilian
NAFI assets that result from conversion to
contractor operations will be the continu-
ance and strengthening of civilian NAFIs at
other locations for the benefit of Federal
employees.

h. Residual assets and terminal audits.
Upon completion of all disestablishment
and dissolution actions, residual cash assets
of the NAFI will be forwarded directly to
the BDAAFCWF, together with an infor-
mation copy of the required terminal audit
of the NAFI. Action copies of terminal au-
dits are forwarded through command
channels.

Section I
Organization of NAFI Governing
Bodies

1-8. Board of Directors, AAFCWF

a. In functioning as a joint Army and Air
Force governing body, the Board will be
comprised of the following members:

(1) Director of Civilian Personnel, Army.

(2) Director of Civilian Personnel, Air
Force.

(3) Two representatives, Department of
the Army.

(4) Two representatives, Department of
the Air Force.

b. The representatives in a above, as
principal Board members, will be designated
by the Secretary of the respective depart-
ments. An alternate may be designated for
each principal member. Each Director of
Civilian Personnel is authorized to act for
the appropriate Secretary in the appoint-
ment of principal and alternate members.

¢. The Director of Civilian Personnel,
DA or DAF, will serve as the Chairperson,
BDAAFCWF with the Chair alternating
between the departments annually, effective
the first calendar day of each new fiscal
year. In the absence of the Chairperson, the
alternate to the Chairperson will serve as
the Acting Chairperson. The Chairperson is
authorized to use the command line of the
Secretary of the Army and/or the Secretary
of the Air Force, as appropriate, in the exe-
cution of Chair duties. As alternating
Chairpersons, the DA and DAF Directors
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of Civilian Personnel are also the propo-
nents within their respective departments
for civilian MWR and NAFI matters.

d. The Board will appoint an executive
secretary to serve as the recorder-custodian
in administering the AAFCWF and to act
as the civilian employee MWR program
manager. A Board office will perform secre-
tariat and other assigned duties and will be
maintained in accordance with paragraph
34 .
e. The Board will meet on a regular basis
at least twice each fiscal year. The Chair
may convene special meetings, as required.
A quorum of four voting members is
required to conduct Board business.

f. Within the Board there is an Army
Committee and an Air Force Committee.

Each committee consists of the three board .

members of the Department concerned. The
Chairperson of each committee is the Direc-
tor of Civilian Personnel or the Director’s
alternate.

g Committees of the respective depart-
ments may act unilaterally on nonpolicy
matters of sole concern to their depart-
ments. Committee actions will be presented
to the Board at its next convened meeting
for information. Committees may refer ac-
tion items to the Board at their option.

1-9. Civillan NAF! governing counclis

a. A governing council of at least 5 and
normally not more than 11 voting members
who are Federal civilian employees will be
established for each civilian NAFI. At the
discretion of the installation commander,
members may be elected, appointed, or a
combination thereof. The composition of
the council will be a representative cross-
section of the Federal employee work force
with actual or potential qualifications and
an interest to assist in NAFI or MWR
management.

(1) Civilian NAFI councils will meet at
least quarterly, except that Category II
councils for P/BRs engaged in direct opera-
tions will meet monthly. (See para 4-7.)
Attendance of not less than a simple majori-
ty of the voting membership is required to
constitute a quorum.

(2) The council will choose a chairperson
and a recorder from its voting membership.
Alternatively, the custodian may serve as
the recorder without vote.

(3) Councils may be augmented by non-
voting attendees with special expertise; ex-
amples are legal, procurement, or financial
management.

(4) As governing bodies, civilian NAFI
councils are responsible to the installation
commander for the overall management of
civilian MWR programs and the supporting
NAFL

(5) Councils may provide statements of
work performance to the rating supervisor
of a NAFI employee hired as custodian
and/or MWR program manager. (See para
1-10a.)

b. DODI 1015.2 provides that Category
IV civilian MWR activities are authorized
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to meet the program needs of military per-
sonnel where Category III military MWR
activities are not available. In the event ci-
vilian NAFI resources are required to sup-
port both civilian and military MWR
programs, a minimum of one military mem-
ber will be appointed to serve on the P/BR
and CWF NAFI councils. Provided Federal
civilian employees comprise a majority of
the council membership, additional military
members may be appointed in some direct
proportion of the installation military popu-
lation to the Federal work force of APF and
NAFI employees.

¢. A single combined civilian NAFI
council, in lieu of separate councils, requires
the approval of the BDAAFCWF. Under a
combined council, the Category II and IV
NAFIs will remain as separate fiscal instru-
mentalities but may have a common
custodian.

(1) The council agenda will be divided
into two parts in order to more efficiently
transact the business of each fund separate-
ly; however, only one set of minutes is
required.

(2) Separate P/BR and CWF committees
of the council may also be established.

d. No governing council member will re-
ceive compensation for performing council
duties. (Also see para 1-12f)

e. No person charged with the audit or
inspection of a NAFI will serve as a mem-
ber of a civilian NAFI governing council.

f. Since NAFI governing councils are or-
ganized to conduct the affairs of an official
instrumentality of the United States, meet-
ings are authorized during normal duty
hours of the members. Council members
will be kept informed between meetings on
matters considered by the chairperson to be
of sufficient importance, such as summary
financial information. However, all monthly
financial statements will be reviewed by not
only the custodian but also the chairperson,
upon completion by the servicing account-
ing office. _ :

8- Councils may be organized into com-
mittees for specific purposes, such as inven-
tory, organized sports, or social activities.
Such committees assist in carrying out cer-
tain NAFI management functions or pro-
vide liaison and representation with MWR
program participants. Committee reports
and recommendations will be considered by
the council; decisions of the council will
govern.

h. The record of proceedings of a civilian
NAFI council will consist of the following:

(1) Minutes of each meeting, signed by
the recorder and countersigned by the
chairperson. Written approval and a record
of other action by the responsible com-
mander also become a part of the minutes.
Minutes will be reviewed at the next con-
vened meeting of the council.

(2) Documentation to the minutes in the
agenda and back-up items.

i. Following commander approval, copies
of approved minutes will be furnished
promptly to the appropriate MACOM or
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MAJCOM, the BDAAFCWF, and installa-
tion activities to which applicable, such as
the CPO, CAO/NAFFMB, or NAF con-
tracting office.

J- When all Category II P/BR operations
are solely concessionaire-operated, and the
P/BR owns no fixed assets nor has other in-
come and expenses, requests for exception
to having a council may be submitted to the
BDAAFCWF for consideration. (Also see
para 4-17 for commission fee checks.)

1-10. Civilian NAFI custodians

a. Each civilian NAFI will be adminis-
tered by a’custodian, following the guidance
contained or referenced herein and that fur-
nished by the governing council. The custo-
dian will be appointed by the installation
commander. Custodians will normally be ci-
vilian employees (APF or NAF) who have a
working knowledge of accounting principles
and are capable of managing funds. One
person may be appointed as custodian of
both civilian NAFIs, but may not serve as
custodian of any other installation NAFI. If
an officer or warrant officer is appointed res-
taurant officer as an additional duty, he or
she may also be appointed as custodian.
However, the two duties should be separat-
ed. If sufficiént NAFs are available and if
not otherwise prohibited by paragraph b, a
NAFI employee may be hired for custodian
duties. '

b. The Dual Compensation Act prohibits
full-time civilian employees with a sched-
uled tour of 40 hours per week, whether
paid from APFs or NAFs, from being em-
ployed in an additional position by an in-
strumentality of the Government, for
example, a NAFI. Duties as a civilian
NAFI custodian may be assigned within an
employee’s position description; however,
civilian NAFI custodians may not be paid
from NAFs for custodian duties that are in
addition to the duties for which pay is re-
ceived as a full-time civilian employee of the
United States Government or an instrumen-
tality thereof.

¢. Personnel charged with the audit or in-
spection of NAFIs, or whose duties entail
the disbursement of public funds, will not
be appointed custodian or assist in custodi-
an duties.

d. The duties of a custodian are necessar-
ily altered by the NAFI's participation in
centralized accounting, disbursing, banking,
and investment programs. (See para l1-—4e.)
These common services are provided either
through the Army Central Accounting Of-
fice (CAO) or the Air Force NAF Financial
Management Branch (NAFFMB). More de-
tail on the relationship of civilian NAFIs to
the functions of the CAO and NAFFMB is
provided in AR 215-5 and AFR 176-10
respectively.

e. An assistant custodian who meets the
criteria above may be appointed by the in-
stallation commander to assist the custodian
in the performance of certain functions on a
continuing basis. An assistant custodian will
not perform all the custodian’s duties nor



assume overall responsibility for the NAFI
unless—

(1) The custodian is absent for more than
30 but not more than 60 days.

(2) An interim period occurs between the
departure of an incumbent and the arrival
of the replacement custodian. :

f If an assistant custodian has not been
appointed, an acting or interim custodian
will be appointed by the installation com-
mander to act during temporary absences of
the custodian, not to exceed 60 days.

g Persons appointed to act for the custo-
dian in accordance with e and f above will
assume accountability for negotiable assets,
cash equivalent assets, and property’when
the custodian will be absent for more than
30 days, but not more than 60 days. Howev-
er, accountability for cash will be assumed
on appointment.

h. Successor custodians will be appointed
by the installation commander at the earli-
est practicable date, preferably on an over-
lap basis but no later than 60 days after
departure of the incumbent. Changes of cus-
todians should occur at the end of an ac-
counting period for economy and efficiency.
Assets will be transferred in accordance
with paragraph 2-12.

i Fidelity bonding at Army or Defense
Agency locations for custodians and other
NAFI positions requiring a bond will be in
accordance with AR 215-1. NAFIs on Air
Force installations are protected against em-
ployee dishonesty by the provisions of AFR
34-3, Volume VIII (to be republished as
AFR 1764).

Section IV
Principles, Policles, and Programs

1-11. Operating principles

a. Federal instrumentality status. The
services, activities, and facilities provided
through civilian MWR programs and
NAFIs are integral functions of DA and
DAF. As Federal instrumentalities, civilian
NAFIs are under the control and supervi-
sion of the Secretaries of the respective de-
partments. These NAFIs assist in fulfilling
the duties entrusted to the Secretaries and,
except as otherwise specified, share in
whatever immunities the departments may
have under the Constitution and Federal
statutes.

b. Controls and supervision. The opera-
tion and administration of civilian NAFTs
are exercised through command channels.
In accordance with DOD policy, overall
managerial control and supervision is exer-
cised through executive control and essen-
tial command supervision (ECECS).

c. Federal civilian employees to benefit.
Civilian employee MWR programs and ac-
tivities, coupled with their supporting
NAFI resources, are established and operat-
ed to serve the needs and interests of all
Federal employees on DOD installations.
MWR/NAFI programs are also intended to
contribute to the recruitment and retention
of the civilian work force. Employee benefits
are derived through participation in civilian

MWR' programs. Neither the individuals
served, the installation on which located,
nor the MACOM or MAJCOM have any
proprietary interest in the funds, their as-
sets, or their income. Civilian NAFIs will
neither engage in fund-raising efforts nor
make contributions for charitable causes.

d. Limits of control and individual re-
sponsibility. The control and supervision of
DOD NAFIs at all organizational levels en-
tails a system of administration not compa-
rable to operations in the private sector. The
standards of conduct, set forth in AR
600-50 and AFR 30-30, required of Feder-
al employees, including NAFI employees,
are directed toward the elimination of
fraud, waste, and abuse. Implementation of
these standards by NAFIs limits the respon-
sibilities of any one individual, such as in
NAF purchasing or in NAF accountiag
transactions. Internal controls stress the in-
terdependence of financial transaction steps
that are built on the checks and balances in-
herent in NAF accounting systems. These
characteristics of the NAFI system must be
fully understood in the implementation of
this and other applicable regulations, partic-
ularly in the resale operations of the Catego-
ry II P/BR NAFIs.

e. Overall management standards. Civil-
ian NAFT operating policies and procedures
are based on public laws, OSD issuances,
BDAAFCWF guidance, and certain direc-
tive material issued by DA and DAF, as
made applicable by the Board. These pub-
lished standards are designed to maintain
integrity and contribute to effective and effi-
cient management. Such management stan-
dards are also intended to achieve economy
in the use of resources and equitability in
providing needed MWR programs for the
Federal civilian work force. - -

f. Health and fitness programs. Employee
participation in health and fitness activities,
conducted either on the installation or’in
the off-base civilian communities, will be en-
couraged and supported. The MWR activi-
ties authorized herein can become effective
tools in the implementation of civilian em-
ployee health promotion and fitness pro-
grams on the installation.

1-12. Operating policles

a. Basic authority for civilian NAFIs. De-
partmental-level responsibility for civilian
MWR programs and related civilian NAFIs
has been vested in the joint BDAAFCWF.
This encompasses the authority to approve
the establishment, continuance, and dises-
tablishment of civilian NAFIs, as well as
the ultimate control over all civilian NAFI
assets.

b. Relationship to other NAFIs. Since
many NAF policies and procedures have a
basis in law or DOD regulatory issuances, a
commonality exists in the management of
all NAFISs, regardless of the MWR program
supported. Based on this commonality, and
with the concurrence of the responsible pro-
ponent or cognizant military NAFI staff of-
fices at HQDA and HQ USAF level, the
BDAAFCWF has administratively adopted
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certain programs and procedures of the de-
partmental regulations and other guidance
for civilian NAFTIs, as cited throughout this
regulation.

c. “Self-sustaining” characteristics of ci-
vilian NAFIs. AR 215-1 and AFR 215-§
authorize limited support from APF re-
sources to civilian employee MWR activi-
ties. However, these activities must be self-
sustaining for the most part through the
supporting NAFIs. The Category IV CWF
NAFI depends on the flow of dividends
from the Category II P/BR NAFL. In addi-
tion to generating these dividends, the P/
BR must also sustain its operation and
maintain, replace, and upgrade most of its
capital requirements, such as furniture, fix-
tures, and equipment.. .

d. Use of official time.

(1) The use of official duty time of APF
employees in conjunction with the adminis-
tration of civilian NAFIs is limited to inci-
dental or collateral responsibilities
associated with ECECS, as defined in the

ossary.

{a) Civilian NAFI board or council
membership duties are a part of ECECS
and may be included in official position
descriptions.

(b) Those custodian and restaurant offi-
cer management functions that are separate
from either daily working-level tasks or the
direct operation of the restaurant are also
considered as ECECS.

(2) The exclusion of operating functions
and the limitations on use of official time for
ECECS duties are based on DODD 1015.4.
AR 215-1 and AFR 215-5 control the type
and amount of personnel support for MWR
activities and will be strictly observed in the
management of all civilian NAFIs and
MWR activities.

e. Status of NAFI employees. DOD
1401.1-M states that all NAFI employees
are “Federal employees within the DOD.”
However, because they are paid from NAFs
they are administered under a personnel
system separate from that for APF employ-
ees and the Office of Personnel Management
(OPM).

(1) Laws or regulations administered by
OPM do not apply to NAFI employees, ex-
cept for the following:

(a) Equal employment opportunity, as
provided for in Pub.L.No. 92-261 (42 USC
2000e).

(b) Wage fixing for a prevailing rate em-
ployee of a NAFI under Pub. L. No.
92-392 (5 USC 5341).

(c) Fair Labor Standards Act (FLSA), as
amended by Pub.L.No. 93-259 (29 USC
203 et seq). -

(2) DOD 1401.1-M prolnblts a service
contract from being used when a NAFI job
requirement is for employment on a contin-
uing basis. Civilian NAFI personnel guid-
ance is further provided for in chapter 2 of
this regulation, in AR 215-3, and in AFR
40-7.

(3) If otherwise eligible and qualified, en-
listed military personnel may be voluntarily
employed after duty hours and on a part-
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time or intermittent basis. They will be re-
cruited, employed, and administered as pre-
scribed in NAFI personnel regulations.

J. Personal services contracts.

(1) A personal services contract is a writ-
ten agreement between an individual and a
NAFI. No employer-employee relationship
is created.

(2) A NAFI may pay a full-time APF or
NAFI civilian employee or a military mem-
ber, including an officer, through a personal
services contract on a one-time or short-
term basis for services performed during
non-duty hours. Such contract services
must require special skills or talents not ap-
propriate for NAFI employees to perform.
Examples include sports officials, and in-
structors in recreational or educational
activities.

(3) Further information on personal
services contracts is provided in AR 215-1,
AR 215-3, AFR 176-9, and AFR 40-7.

g Income-generating and resale activities.

(1) Category II P/BR NAFIs have the
three-fold mission of selling, sustaining
themselves, and sharing income. This finan-
cial relationship is based on DODD 1015.1
and DODD 1015.8. Coordinated planning,
programming, and budgeting between the
Category 1I and IV NAFI are essential.
Competition by the CWF with the P/BR
resale mission undermines the generation of
restaurant income and reduces the amount
of revenue to be shared. Conversely, valid
income needs of the CWF must be recog-
nized in the financial planning/budgeting
process of the P/BR.

(2) Unless otherwise authorized, civilian
NAFI resale activities are to be conducted
by the P/BR NAF]I, including Category II
food services and vending machines located
in Category IV CWF facilities. Individually
justified exceptions may be granted only by
the BDAAFCWF for Category IV resale,
including rental, other than those listed in
(3) below.

(3) When approved by the installation
commander, the CWF may engage in the
following resale activities:

{a) Merchandise or services necessary to
participate in a civilian or joint civilian/mil-
itary MWR activity, such as golf items at
golf courses or bowling items at bowling al-
leys. Category IV NAFI participation fees
and charges are not considered as resale ac-
tivities and are encouraged as a supplemen-
tal source of income.

{b) Occasional self-help activities orient-
ed to seasonal observances, such as holiday
cards and fruit cakes, Federal almanacs,
calendars.

(¢) Occasional cultural events featuring,
for example, antiques, hand-crafted collec-
tor or hobby items, or home-prepared foods.

(4) Carnivals, amusement companies, or
similar types of entertainment, subject to
paragraph 5-5d(1).

h. Official hosting and representation.

(1) When budgeted, CWF expenditures
for official hosting and representation may
be authorized by the installation command-
er on an individual event basis.
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(2) Two of the three conditions listed be-
low must be present before authorization
can be granted.

(a) APFs are not otherwise authorized or
available, and .

(b) Event will directly or indirectly pro-
mote the commander's responsibility for the
morale and welfare of the civilian
workforce, or :

(c) If the installation has no military Cat-
egory III welfare or morale support NAFI,
the event will benefit the installation’s mis-
sion and its internal and external
relationships. »

(3) Because of limited civilian NAF re-
sources, this authorization must be con-
servatively administered, and modest
standards of hospitality adhered to. Al-
though not prohibited, its use is not intend-
ed for guests or visitors on per diem or
expense accounts unless payment by a guest
would place the host commander in an em-
barrassing position.

(4) Expenditures are authorized as above

if they are not—

(a) Otherwise precluded by this
regulation. ' ‘

(b) In conflict with the Standards of Con-
duct regulations, AR 600-50 and . AFR
30-30. . v

(5) Expenditures will be charged to ei-
ther the Army GLAC 748 or the Air Force
GLAC 912 NAF account.

i. Redistribution of civilian NAFI assets.
Excess or residual assets will be redistribut-
ed to civilian NAFIs of the same military
department or Defense Agency in accord-
ance with m below, or per paragraph 2-25
for property, or as otherwise directed by the
BDAAFCWEF for all other assets. These in-
clude accumulations in excess of the operat-
ing or approved budget requirements of a
civilian NAFI, and residual assets of a dis-
solved NAFIL. :

J- Joint funding with military NAFlIs.

(1) Civilian and military NAFIs may
jointly fund or provide assets in support of
an authorized MWR activity to be com-
monly used, providing such common utili-
zation or joint participation is on an
equitable basis. In order to achieve
equitability, the civilian NAFI patronage
priorities prescribed in paragraphs 4-9 and
5-6 must be integrated with the military
priorities. For example, DOD civilian em-
ployees working on the installation will
have equal priority and an identical pricing
structure with active duty military person-
nel assigned to the installation.

(2) The installation commander will des-
ignate one of the participating NAFIs as the
fiscal agent for joint support. This includes
the receipt of, accounting for, and protec-
tion of joined assets, and the transfer and
disbursement of cash assets at the appropri-
ate time. Once a civilian NAFI is designat-
ed as fiscal agent, any change in this
arrangement requires the coordination of
the BDAAFCWF.

(3) Jointly funded projects may range
from picnics to construction. Because of
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their diverse and unique nature, special ad-
vance approval levels for the use of civilian
NAFs are hereby established.

(4) Following approval action as pre-
scribed in table 1-1, the processing of con-
struction .projects will be in accordance with
paragraph 2-26 and the regulations cited
therein.

(3) Joint funding further requires a deter-
mination as to the NAFI category in which
the expenditure or the project will be re-
ported. Also, if applicable, the MWR activ-
ity category in which to be classified and
reported for APF or NAF support purposes
must be determined.

Table 1-1
Approval leveis for use of civillan NAFis

Cost of project: $10,000 or less
Approving authority: Installation
commander.

(K

Cost of project: More than $10,000 through
$25,000 Y '

Approving authority: MACOM or MAJCOM.
{copy of_action will be provided BDAAFCWF).

Cost of project: More than $25,000
Approving authority: BDAAFCWF (will
coordinate with DA, DAF, or Defense Agency,
including integrated patron priorities).

k. Receipts and disbursements.

(1) Receipts and disbursements of civil-
ian' NAFIs will be limited to those pre-
scribed in or authorized by this regulation.

(2) Transfers or payments to military
NAFIs will be only for joint project fund-
ing, goods purchased, or services rendered.

(3) Civilian NAFI assets will not be dis-
bursed, transferred, or otherwise distributed
to POs. .

(4) Contributions to private fund-raising
causes or charities are an employee’s per-
sonal decision, and NAFIs are prohibited
by DODD 1015.1 from contributing or dis-
bursing their assets for such purposes.

L Requirement to disestablish and dis-
solve. NAFIs are established and continued
for the sole purpose of assisting in the fund-
ing of MWR programs. If the program need
or the requirement for funds no longer ex-
ists, the NAFI will be promptly disestab-
lished in accordance with paragraph 1-7.

m. Transfer of installation jurisdiction or
control. When control of an installation is
transferred to a military department other
than DA or DAF, or to another U.S. Gov-
ernment department or agency, the disposi-
tion of civilian NAFI assets or liabilities
will be determined through negotiation.
These negotiations will assure a fair and eq-
uitable distribution of assets in considera-
tion of Federal employee civilian MWR
requirements of the affected installations,
and will be coordinated with the
BDAAFCWEF. Negotiations will be based
on the following:

(1) If DOD civilian employee MWR pro-
grams are to be continued at the same level,
NAFTI assets will normally be transferred to
the gaining department or agency.



(2) If the civilian MWR programs are to
be reduced, the BDAAFCWF may author-
ize some proportionate share to remain at
the DOD installation.

(3) If civilian MWR programs are to be
discontinued, or if transfer is to be outside
the DOD, residual NAFI assets will be
transferred as directed by the Central Suc-
cessor NAFI, the AAFCWF.

(4) Advance approval of the
BDAAFCWF and the ASD (FM&P), is
required if—

(a) Asset transfer is to other than a P/
BR or CWF NAFL

(b) Transfer is contemplated at only
nominal or no financial consideration.

(c) Transaction totals $5,000 or more in
cash and investments and/or $50,000 or
more in fair market valuation of all service-
able NAFI property involved.

n. Interservice support. Civilian MWR ac-
tivities will be made available to all eligible
personnel in accordance with the patronage
criteria in paragraphs 4-9 and 5-6. Person-
nel of tenant organizations will be accorded
the same priority as those of host organiza-
tions. Commanders will assure that NAF
resources are applied to common installa-
tion programs, rather than separate host/
tenant activities.

o. Check cashing services.

(1) Patrons of civilian NAFIs are ex-
pected to use commercial banking facilities
for check cashing. NAFIs are not normally
staffed for such services, and excessive
amounts of cash on hand increase the possi-
bility of cash-handling errors.

(2) If check cashing privileges are ex-
tended, a service charge in line with those of
other NAFIs is authorized. A program to
prevent abuses will be fully implemented.
The handling of returned unpaid checks will
be in accordance with the departmental pro-
cedures outlined in AR 210-60, AFR
35-18, and AFR 176-10. ]

p. Prompt payment of accounts. The pro-
visions of OMB Circular A-125 (Prompt
Payment) are applicable to all agencies of
the Federal Government, including civilian
NAFIs. The law and the circular require
Federal agencies to pay interest penalties
when certain payments are made late, and
pay similar penalties when prompt payment
discounts are taken after the offered dis-
count period has lapsed.

(1) Civilian NAFI custodians, the CAO,
or the NAFFMB will make payments to
contractors pursuant to the Prompt Pay-
ment Act guidance in AR 215-5 or AFR
176~10. Payment will be based on receipt of
the proper invoice and satisfactory perfor-
mance of contract terms.

(2) Discounts will not be taken unless
payment is made within the discount peri-
od. However, advantage will be taken of dis-
counts whenever financially feasible.

(3) Interest penalties owed contractors
will be paid without the need for creditor
requests.

1-13. Clvillan MWR program priority
guidance

Components and agencies must conduct a
survey of patron interests and an inventory
of MWR activities at least triennially. These
may be conducted in conjunction with the
installation’s survey and inventory of all
other MWR activities. If none has been con-
ducted, such survey/inventory of civilian
MWR programs and/or interests will be
completed within 1 year of the publication
date of this regulation and at least once ev-
ery 3 years thereafter. Both on-base and off-
base facilities will be evaluated in such
terms as eligibility to patronize, financial
and economic considerations, accessibility,
and the work site environment. The follow-
ing guidance applies to Category II and IV
civiian MWR activities and their support-
ing NAFlIs:

a. Indispensable MWR activities. OSD
has limited these to MWR activities estab-
lished and continued for military personnel
in close relationship to the military mission.
No civilian MWR activities are included.

b. Essential MWR activities.

(1) These are the minimum installation
programs normally provided as a funda-
mental core of necessary civilian employee
services. Such services make a major contri-
bution to the physical, mental, and social
well-being of the civilian work force.

(2) The following are considered essential
due largely to mission or location:

(a) The food service portion of Category
II dining/vending activities. Excluded are
the resale of products not essential to meal-
time or workshift food services such as
snacks, confections, refreshment beverages,
and like items. The essentiality of civilian
food services is not to be considered the “es-
sential feeding” support of military person-
nel, as authorized in AR 215-2 or AFR
215-5. :

(b) Category II resale and Category IV
CWF programs at locations where a large
concentration of Federal employees living
on the installation necessitates meeting their
personal and community needs on-base.

(c) Category IV CWF programs at loca-
tions where a large concentration of Federal
civilian employees live in civilian communi-
ties within 10 miles or 30 commuting min-
utes of the installation. Locational
proximity may cause a major impact on the
civilian community MWR facilities, thus re-
sulting in the essentiality of an installation
civilian MWR program.

(d) Category IV CWF programs at loca-
tions where a small military population may
necessitate closing military MWR activities
and dissolving the military NAFI. Under
these circumstances, DODI 1015.2 autho-
rizes Category IV civilian MWR activities
to provide MWR activities for military per-
sonnel in conjunction with CWF programs.

¢. Desirable MWR activities. These in-
clude all remaining Category II and IV
MWR activities not classified as essential,
and whose base of support, appeal, or par-
ticipation is less critical to morale. The
availability, convenience, and adequacy of
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private and public MWR-type resources in
the local communities where Federal civil-
ian employees live are key factors. Such off-
base communities usually fall within the
definition of “urbanized areas(s).” Category
IV MWR activities on installations having
few if any Federal employees living on-base
will normally be classified as *“‘desirable,”
even though the food service mission may
result in the P/BR priority classification of
“essential.” Exceptions must be approved
by the BDAAFCWF.

Section V
Emongongy Preparedness

1=14. Overall planning

In planning for mobilization and deploy-
ment, disaster, or other major emergencies,
CPQOs at all levels will consider the continu-
ance of established civilian NAFIs and
MWR programs. These programs may be
altered or interrupted, depending on the na-
ture of the emergency or mobilization.
However, the provision of safe and healthful
food services for civilian employees during
these emergency conditions is vital. Catego-
ry II P/BR functions will continue as long
as the responsible commander considers it
feasible. Category IV MWR activities can
be reoriented from social and recreational to
welfare, relief, and other emergency support
needed within available resources.

1-15. Preparedness planning within
Army

AR 500-5 provides for implementation of
the Army Mobilization and Operations
Planning System (AMOPS), and is applica-
ble to all elements of the Army. AMOPS
sets forth the responsibilities to establish,
publish, and maintain mobilization planning
documents at all organizational levels. In
addition, AR 690-11 provides special guid-
ance in the mobilization planning and man-
agement of civilian personnel. Civilian
Personnel Directors/Officers will assure
consideration of civilian MWR/NAFI pro-
grams in these plans, as applicable.

1-16. Preparedness planning within
Alr Force

a. AFR 355-1 implements the USAF
Disaster Preparedness Program. It—

(1) Prescribes policies, procedures, and
responsibilities.

(2) Outlines the organizational structure
at each level of command.

(3) Authorizes use of Air Force resources
to support civil authorities in natural
disasters.

b. In the implementation of AFR 355-1,
the installation CPO will assure coordina-
tion and cooperation of civilian MWR and
NAFI operations with the following—

(1) The Personnel Control Center, which
manages and directs personnel from the
base manpower pool.

(2) The Services Control Center, which is
responsible for emergency food, shelter, and
clothing.
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1-17. Role of the BDAAFCWF

a. Responsibility for the AAFCWF dur-
ing emergencies in which the BDAAFCWF
cannot act jointly as a governing body will
be fixed with the Board chairperson. The
senior Board member of the other service,
the Executive Secretary, and the Board of-
fice will assist. The chairperson is autho-
rized to make unilateral administrative and
financial decisions, as required, to protect
and preserve the assets of the AAFCWF.
These include acting on any requests for as-
sistance from MACOMSs or MAJCOMs and
installation civilian NAFIs.

b. Reconstitution of the BDAAFCWEF,
reactivation of the civilian NAFI system,
and issuance of amendatory guidance within
the system will occur at the earliest practi-
cal date following the emergency. This will
depend on the specific conditions and status
of the emergency and post-emergency
period.

Chapter 2
NAF| Administrative Procedures

Section |
General Administration

2-1. Administration and supervision
This chapter outlines procedures for the ad-
ministration and supervision of all civilian
NAFIs authorized in this regulation. Civil-
ian NAFIs use the standard Federal fiscal
year of 1 October through 30 September.
The fiscal year is divided into four fiscal
quarter accounting periods ending 31 De-
cember, 31 March, 30 June, and 30
September.

2-2. Correspondence and records

a. All correspondence requiring the at-
tention of the BDAAFCWF will be for-
warded through the MACOM or
MAJCOM headquarters for appropriate
comment and recommendation. However, if
the subject matter is within the MACOM’s
or MAJCOM'’s authority to act on, return
reply may be made to the initiating
organization.

b. Correspondence for the Board, other
than that containing checks or other negoti-
able instruments, will be mailed to the fol-
lowing address: Board of Directors, Army
and Air Force Civilian Welfare Fund,
Room 5E471, The Pentagon, WASH DC
20310-5900.

¢ Any Board correspondence containing
checks or other negotiable instruments must
be received by the Board in a locked post
office box and will therefore be mailed to
the following address: Board of Directors,
Army and Air Force Civilian Welfare
Fund, P.O. Box 46579, WASH DC
20050-6579.

d. Records will be administered, re-
tained, or disposed of in accordance with
AR 25-400-2 or AFR 176-1, AFR 12-20,
and AFM 12-50. Additionally, NAFIs on
Air Force installations will comply with
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AFR 176-10 on the establishment and
maintenance of perpetual (Life of the
Funds) files. Such files will remain with the
custodian.

2-3. Advertising policy

The policies below govern advertising by all
civilian MWR activities. AR 215-1 and
AFR 176-1 also contain policies generally
applicable to advertising by MWR activities
or funded by NAFIs.

a. Prudent advertising in selected media
will be restricted, insofar as possible, to
authorized patrons. It must not reflect unfa-
vorably on the Federal Government, its ac-
tivities, or instrumentalities.

b. Advertising may be purchased in civil-
ian or military media that are produced pri-
marily for distribution on the military
installation or to authorized patrons of
MWR activities.

¢. MWR activities may also prepare their
own advertising media for local dissemina-
tion to authorized patrons. These media in-
clude flyers, activity calendars, posters, and
other promotional devices.

d. Installation newspapers may be used
to publicize recreational events and other
activities and programs of general interest
to authorized patrons.

2-4. Inspections

a. Civilian NAFIs may be inspected as
provided for in AR 215-1, AFR 176-1, and
cited inspection regulations.

b. The installation commander may di-
rect interim evaluations of the civilian
NAFIs located on the installation. Qualified
personnel not a part of NAFI management,
such as installation inspection or internal re-
view personnel, will evaluate the NAFIs.

_¢. Inspectors general of the Army and of
the Air Force may inspect the AAFCWF.
The inspector general of the other Service
will act in a lisison capacity. Unless other-
wise requested by the Board, the inspector
general of the department holding the chair
during the fiscal year will determine wheth-
er an inspection will be made. If an inspec-
tion is made, the liaison officer may present
subjects of particular interest to the inspec-
tion. The inspecting officer will submit in-
spection reports through the BDAAFCWF
to the inspector general of the appropriate
department. An information copy of the re-
port will be furnished the inspector general
of the other department. )

Section Il
Financial Management

2-5. Safeguarding funds through
internal controls

a. Nonappropriated funds are created
through cash transactions. Upon receipt,
this cash must be safeguarded, accounted
for, banked, invested, and ultimately ex-
pended. NAF cash handling and internal
control systems are therefore more compa-
rable with the private sector than with most
other Government funds. Readily useable
cash assets and inventories demand that the
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internal controls referenced herein be sup-
ported by commands and complied with by
all who administer civilian NAFIs. NAFI
custodians and administrative personnel oc-
cupy official positions of trust in order to as-
sure that NAF transactions benefit MWR
programs and participating employees. Op-
portunities for fraud, waste, and abuse must
be minimized, if not eliminated.

b. The component parts to an effective
system of internal controls are found in this
regulation as well as AR 215-1, AR 215-2,
and AR 215-5, and in AFR 176-1, AFR
176-2, AFR 176-10, and AFR 176-24. Ci-
vilian NAFIs governed by Army regula-
tions will utilize the internal control review
provisions and checklists in the cited regula-
tions, as well as any referenced NAF audit
regulations. The checklist guidance that re-
fers to “fund and operating managers™ re-
lates to civilian NAFI custodians and such
MWR activity managers as P/BR officers
or mmag;rs

¢. Petty cash and change funds may be
established in amounts approved by the ci-
vilian NAFI governing council. Control
procedures are prescribed in AR 215-5 and
AFR 176-2.

d. Custodians and other employees of ci-
vilian NAFIs to whom applicable will ob-
tain fidelity coverage (employee dishonesty
protection) at fund expense. AR 215-1 or
AFR 34-3 (Volume VIII), as applicable,
will be followed in obtaining the required
protective coverage.

2-8. Budgeting

Because of the minimal APF support autho-
rized or available, civilian MWR activities
are largely dependent on NAF dollars.
Planning for future cash flow is an impor-
tant part of NAFI management. Future fi-
nancial situations can be reasonably forecast
through budgeting. To some extent, impact
on a fund can be controlled by corrective or
impact-lessening actions. For example, high
and low income periods generally tend to be
cyclical or seasonal. Inflationary pushes and
pulls on expenses, such as changed labor
costs, can be estimated or forecast from
wage surveys. The budgeting process re-
quires that management address potential
funding problem areas in advance of future
fiscal cycles.

a. Since quality budgeting is the financial
foundation on which civilian MWR pro-
grams are built, the commander, or a direct
designee, must play a vital role in the sup-
porting NAFI's budget review and coordi-
nation. Because of the dependency of the
Category IV CWF NAFI on the Category
II P/BR NAFI for financial support, there
must be assurance that the CWF budget is
realistic and within the capability of the P/
BR to achieve. In turn, the P/BR’s budget
must reflect dependable support for the
CWF and the required distribution to the
central successor NAFI, the AAFCWF.
The P/BR NAFI must also fund for most
of its own operation and provide for the re-
pair, replacement, and/or improvement of



its fixed assets. (See para 2-10.) Joint meet-
ings or negotiations between the two civilian
NAFIs are essential to achieving realistic
budgets. Chapters 4 and 5 contain addition-
al guidance on financial planning, objec-
tives, and methods for each of the two
civilian NAFI categories.

b. The BDAAFCWEF will publish an an-
nual budget letter of instruction applicable
to civilian NAFIs. Guidance will include
planning factors, financial goals, forms ad-
aptation, and other pertinent matters.

c¢. Civilian NAFI custodians are respon-
sible for initial preparation of all required
budgets, including coordinated planning of
dividend requirements by the CWF and ca-
pabilities of the P/BR.

(1) The council will then review and
make any necessary changes to the custodi-
an’s budget submittal.

(2) Budgets will next be forwarded to the
installation commander for resolution of
any differences between the NAFIs or for fi-
nal approval action. t

(3) All budgets approved by the com-
mander will be returned to the custodian,
who will advise the council of changes made
subsequent to their last action.

(4) Custodians will also assure that budg-
ets or budget extracts are furnished respon-
sible MWR activity managers within the
NAFL

(5) A copy of each approved civilian
NAFI annual operating budget and capital
expenditure budget will be assembled into a
single package and forwarded direct to the
MACOM or MAJCOM and to the
BDAAFCWF so as to arrive not later than
1 September each year. _

(6) Budget adjustments during the fiscal
year will follow the same documentation,
approval, and distribution channels as each
initially approved budget.

d. Types of budgets for which NAFI cus-
todians are responsible include the
following:

(1) Annual Operating Budget (AOB) or
Income and Expense Budget. This is a
master financial plan for the next fiscal
year’s operation. The format will be similar
to the Income (Income and Expense) State-
ment, as described in AR 215-1, AR 215-5,
and AFR 176-3. However, the listing of
major accounts will show columns for each
month, with quarterly and annual totals. In
reality, AOBs are constructed from monthly
operating budgets and are combined by
quarters. Because of the monthly dividend
distribution system, operating and cash
budgets are particularly important to both
Category II and Category IV NAFIs (see
paras 4-11 and 4-14).

(2) Capital Expenditure Budget (CEB).

(a) Although immediate capital require-
ments can more easily be foreseen for the
year ahead, 3- to 5-year financial planning is
also essential. Custodians and councils must
forecast at an early date the capital funding
needs, by recognizing the improvements
necessary and the funding method contem-
plated. This is particularly important for di-
rectly operated P/BRs and larger-scale

CWFs. Although the initiating NAFI pro-
vides all or a major portion of the funds for
a project, an AAFCWF loan may also be
considered in early planning. The CEB for-
mat will be divided by fiscal year, and re-
flect a priority listing of projects. Each
project listing will include a title and a brief
description; a summary of the justification;
the estimated cost; and the source of fund-
ing, including anticipated APF support.
CEB funding plans and the effect on cash,
investments, and sinking funds also impact
on AOBs and Balance Sheet projections. A
3-year CEB will be prepared initially by
each civilian NAFI for the upcoming plus
the ensuing 2 fiscal years, after which 3-year
budgets will be updated annually. Optional-
ly, 5-year CEBs may be prepared in lieu of
3-year budgets. Negative reports will be
submitted annually in the event there are no
CEB requirements by any individual NAFI.

(b) In conjunction with the review of

CEBs, the MACOM or MAJCOM will es-
tablish the priorities for those anticipating
AAFCWF financial assistance during the 3-
year budget cycle. A command-wide fund-
ing assistance recommended priority list of
projects will then be forwarded to the
BDAAFCWEF s0 as to arrive no later than 1
October each year. Comments and recom-
mendations should be made, although this
listing is intended primarily as an advance
informational review of planned CEB
project submittals. The review and any ten-
tative priorities will not constitute loan or
funding approval by the BDAAFCWF., See
paragraph 2-26 for the various approvals
required for budgeted facilities projects.
. (3) Cash budget. Cash budgets help as-
sure proper timing of cash needs and cash
availability. Budget formats will be adapted
from Army and Air Force regulations or in-
structions. They need not be forwarded,
once approved locally, unless requested by
the MACOM or MAJOM. Cash budgets
will include the beginning cash balance; in-
creases to cash through projections of sales
and other income; other cash receipts and/
or conversions; decreases in cash through
contemplated expenditures and other uses;
and an ending cash projection for the
month.

e. Maintenance, repair, and replacement
of fixed assets are reflected in either the
CEB or the AOB. If the contemplated cost
is to be treated as an expense, include it in
the AOB.

2-7. Accounting, reporting, and
analysis

a. Financial status. Accounting for and
reporting of the financial status of all
NAFIs are indispensable in executing the
management and control responsibilities
required at all echelons by the OSD, DA,
and DAF.

(1) At both the operating and command
and staff levels financial statements are the
principal method of ascertaining the overall
status and condition of each NAFI, as well
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as the entire NAFI system. These state
ments form the basis for the reports, analy
ses, and studies from which policy anc
other broad NAF management decisions ar
formulated.

(2) Although individual fund integrity i:
still an essential characteristic of civiliar
NAFIs, these NAFIs must fit within al
other DOD NAFI accounting and reporting
systems. This commonality is achieved by
adopting the overall guidance issued by the
DA and DAF through standard accoum
numbers and statement formats, prescribec
submission frequencies, and required rout-
ings, reviews, and consolidations.

b. Centralized accounting. Centralizec
NAF accounting and reporting services ai
installation level are a responsibility of the
Army’s CAO or the Air Force's NAFFMB
AR 215-5 and AFR 176-10 are the applica-
ble regulations. In addition to the generai
provisions of these regulations that are com-
mon to all NAFIs, specific portions apply
exclusively to civilian NAFIs.

(1) Civilian NAFI custodians will furnish
the required financial information, data, and
documents to these central accounting
services offices in an accurate and timely
manner.

(2) The role of the individual NAFI is in-
dispensable to the accounting/reporting sys-
tem in that it must furnish CAOs and
NAFFMBs with basic feeder information.
Examples of feeder records are—

(a) Financial transaction documents.

(b) Inventory statements.

(c) Time and attendance reports.

(d) Council minutes.

(e) Daily activity reports.

() Purchase orders.

(2) Invoices and receiving reports.

¢. Financial statement analyses. Statisti-
cal information must be analyzed by man-
agement for the causes of variance from
budget. NAFI councils are intended to play
an important analytical role. Their regular
review and analysis should reveal the rea-
sons behind the financial results portrayed
on the financial statements. A NAFI custo-
dian highlights and summarizes for the
council irregular account balances, extreme
variations in costs of goods sold (COGS) or
other accounts, and comparisons with state-
ments of prior accounting periods, that is,
monthly, quarterly, and annual. The identi-
fication of problems must be followed by the
necessary corrections that are within the
control of management. Analyses and cor-
rections are of importance in direct propor-
tion to the size and complexity of the
NAFI, since they relate directly to the cur-
rent and projected state of the NAFI's fi-
nancial health. In addition to the analyses
information that follows, AR 215-5 and
AFR 176-3 may be consulted.

d. Balance sheet analysis. The balance
sheet represents a financial picture of the
NAFI at a point in time (the “as of” date).
It is an accumulation of the NAFI's finan-
cial history that has resulted in its asset, lia-
bility, and equity/net worth positions on the
“as of' date. Numerous analyses can be
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done from balance sheet data, depending on
the purpose to be served. However, three
key ratios or amounts can be quickly deter-
mined for the broader management pur-
poses of supervisory and staff personnel as
follows:

(1) The current ratio. Divide current as-
sets by current liabilities in order to mea-
sure ability to pay current obligations.
Generally, a ratio of 2:1 or higher is an indi-
cation of a sound short-term financial posi-
tion. However, if the trend is downward
from recent ratios, corrective actions by
management may be in order.

{a) A high current ratio may indicate
that conversion of some current assets to
fixed assets through the next capital expend-
iture budget is timely.

(b) The dollar amount by which current
assets exceed current liabilities is referred to
as “net working capital.”

(c) Both ratio and doliar references are
meaningful to management.

(2) Acid test ratio. This measure of li-
quidity may be expressed in the dollar
amount by which current assets, minus in-
ventories and prepaid expenses, exceed cur-
rent liabilities.

(a) As a numerical relationship it is
termed the acid test or “quick” ratio, and a
ratio of 1:1 or better is considered satisfac-
tory. It is a reflection of the NAFI’s true li-
quidity and ability to pay creditors quickly.

(b) NAFI custodians and councils must
closely monitor operations of a lesser asset-
side ratio.

(c) The acid test ratio is applied in deter-
mining whether a P/BR dividend will be
paid for a loss month. (See para 4-14.)

"(3) Fund equity or net worth. The net
amount resulting from subtracting the
NAFTI’s total liabilities from its total assets
represents its financial worth. The ratio of
fund equity to total assets is another mea-
surement. A growth in equity is necessary
to the stability of the instrumentality and is
another indication of its financial health.

(a) Initial equity may have been estab-
lished by an activation grant or loan. It is
sustained by excesses of income over ex-
pense (that is, net income as reflected on the
income statement). Net balances are trans-
ferred to the fund equity account on the bal-
ance sheet.

(b) Custodians must be alert to a trend of
fund equity decreases. For example, a more
rapid rate of liabilities growth than assets
will act to decrease fund equity. Timely
management corrections must be made to
reverse such unfavorable trends.

e. Income statement analysis. The income
statement provides a picture of cumulative
results of the NAFI's financial operation
over a specified accounting period, for ex-
ample, a month, a quarter, or a fiscal year.
It shows the dollar amount of income from
all sources for the period, the costs and ex-
penses involved in generating the income,
and the resultant amount as cither net in-
come or net loss.

(1) Normal or average costs and expenses
as percentages of sales will not be cited
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herein because of the many local factors
that cause differences among NAFIs. These
include location, customer preferences, sea-
sonal and economic influences, work force
composition, and quality of management.

(2) Performance standards must be estab-
lished by each NAFI in order to monitor
such variables as—

(a) Total income or total sales.

(b) Cost of goods sold for resale
activities.

(c) Personnel expenses as a percentage of
income.

(d) Other key expenses related to income
or sales.

(e) Net income or loss.

(3) Relationships between key variables
also include—

(a) Wages to operating costs.

(b) Dividend distributions to net earnings
or to total income.

(c) Gross sales to all other income.

(d) APF to NAF expenses.

[ Reporting.

(1) The Category II P/BR NAFI balance
sheet and income statement are prepared
monthly in accordance with the sample for-
mats and due dates specified in AR 215-5
and AFR 176-10. Copies will be forwarded
not later than the 25th of the month follow-
ing the reporting period in order to arrive at
the MACOM or MAJCOM and the
BDAAFCWEF by the 30th of the month. If
carlier dates have been prescribed by the de-
partment they must be met.

(2) Category IV CWF NAFI balance
sheets and income statements are prepared
quarterly in accordance with the sample for-
mats and dates specified in AR 215-5 and
AFR 176-10. Copies are forwarded directly
to BDAAFCWF and the MACOM or
MAJCOM. However, CWF reports may be
prepared and distributed monthly in con-
junction with an automated NAFI account-
ing system, as authorized in g below.

(3) The general ledger account that re-
flects total concessionaire contract commis-
sion income or fees received by a civilian
Category II NAFI (or Category IV NAFI
when applicable) will be footnoted on the
income statement as to the concessionaire’s
gross sales amount against which the con-
cession percentage fee was computed.

8. Format. When acceptable to the
BDAAFCWF, civilian NAFI financial
statements may be prepared in an auto-
mated format similar to the sample formats
contained in AR 215-5 and AFR 176-10.

2-8. DOD required reporting (RCS
DD-FM&P(A) 1344, 1554, and 1555)

a. Periodic reports required by DODI
7000.12 and DODI 1330.20, and further de-
scribed herein, enable the military depart-
ments and OSD to monitor consolidated
and summarized information and financial
data from all NAFIs. Data from individual
NAFI monthly and quarterly financial
statements, as well as other MWR program
information, are the bases for validation and
consolidation by NAFI category at
MACOM or MAJCOM and departmental
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levels. The quality of the DOD-wide reports
is thus directly dependent on the basic doc-
umentation, records, and financial statement
consolidations of individual NAFIs.

(1) In addition to consolidated balance
sheets and income statements, DODI
7000.12 also requires a Narrative Statement,
an APF/NAF Expense Summary, and a
Funds Invested/Validated Commitment Re-
port. These have been assigned requirement
control symbol (RCS) DD-FM&P(A) 1344.

(2) DODI 1330.20 requires a NAFI Em-
ployees Compensation and Benefits Pro-
gram Report (RCS DD-FM&P(A) 1554)
and an MWR Personnel Strength Report
(RCS DD-FM&P(A) 1555).

(3) Reporting schedules, instructions,
and sample formats for these DOD required
reports are contained in AR 215-1, AR
215-5, and AFR 176-10 and AFR 177-101,
as applicable.

b. Civilian NAFI custodians will assure
preparation, review, and validation of all
the above reports for their fund, even
though prepared by other servicing offices.
Locally prepared narrative statements con-
tinue as a requirement to accompany annual
submissions of financial statements to
MACOMs or MAJCOMs and AAFCWF.

(1) By preparing or reviewing the Narra-
tive Statement, the custodian makes certain
that only financial and operational high-
lights for the fiscal year are included and
that extraneous or routine details are ex-
cluded. Examples of narrative highlights
are—

(a) Reasons for surpassing or not achiev-
ing budgeted financial objectives.

(b) Corrective actions taken or
contemplated.

(c) Major fund commitments against val-
idated projects.

(d) Progress payments to sinking funds
by large NAFIs.

(2) Although significant comments on
each report are not possible for each NAFI,
collective reports covering large numbers of
Category II or IV civilian NAFIs should
contain some highlights that warrant sum-
marization to major command and depart-
ment level.

¢. MACOM or MAJCOM staff personnel
responsible for civiian MWR/NAFI man-
agement will review all required reports.
They will prepare, or assist in the prepara-
tion .of, the MACOM or MAJCOM high-
lighted narrative summaries and
consolidated reports. All civilian MWR/
NAFI reports are then forwarded direct to
the BDAAFCWF for final review, valida-
tion, and departmental level consolidation.
Subsequently, HQDA acts as the executive
agency in transmitting these joint reports to
OSD.

2-9. Banking and investments

a. Army and Air Force NAFI banking
and investment programs are conducted on
a consolidated and centralized basis. Civil-
ian NAFIs will participate in these pro-
grams and follow the operating procedures
contained in AR 215-1, AR 215-5, AFR



176-2, and AFR 176-10, as applicable.
Cash receipts will be deposited unless cited
regulations provide otherwise.

b. Security and liquidity are paramount
in NAFI investments. Reasonable earnings
are also important to good cash manage-
ment. Civilian NAFI custodians will be
guided by these objectives in developing
their cash budgets and cash requirements.

2-10. Reserves and sinking funds

a. Reserve accounts. Only the reserve ac-
counts authorized by AR 215-1. and AR
215-5, or AFR 176-10, as applicable, may
be maintained. Adequate investments must
be established to fund replacement of tangi-
ble fixed assets, facility improvements, and
other essential needs.

(1) Such identified investment assets, or
reserved portions of NAFI equity accounts,
will be reflected per b and ¢ below on the
appropriate financial statements. .

(2) Because of differing sizes, needs, and
financial capabilities of civilian NAFIs,
standard amounts or percentages of asset or
equity commitments against depreciation
accounts are not prescribed herein. Never-
theless, future asset requirements should be
recognized, goals established, and capital
expenditure budgets established and
maintained.

b. Army and Defense Agency installa-
tions. A Sinking Fund for capitalized FFE
NAFI property and building improvements
will be established at the earliest practicable
date. Accounting and reporting procedures
will be in accordance with AR 215-5, in-
cluding the line item identification of the
Fixed Asset Sinking Fund in the Balance

" Sheet and Funds Invested/Validated Com-
mitment Report formats.

¢. Air Force installations. Sinking Funds
are not provided for in AFR 176-10. In-
stead, the Reserved Equity-Capital Require-
ments account, GLAC 285, earmarks that
portion of fund equity set aside for specific
future capital requirements. Civilian NAFIs
will comply with the accounting instruc-
tions contained in AFR 176-10, particularly
as to the relationships between GLAC 285
and the NAFI capital budgets upon which
based.

2-11. Audits

a. Audit cycles for the AAFCWF. The
BDAAFCWF has determined that an annu-
al fiscal year audit of the AAFCWF, as the
central successor civilian NAFI, is required.
This audit will be requested of and sched-
uled by the audit agency of the department
chairing the Board for the fiscal year to be
audited.

b. Installation NAFI audits.

(1) The recently published DODI 7600.6
requires that annual audits be made of all
DOD NAFIs, including civilian NAFIs,
whose annual revenues (income) or ex-
penses exceed $5 million.

(2) Adequate audit coverage is to be pro-
vided all other NAFIs.

(3) More specific audit procedures, such
as type, frequency, and applicability, will be

published by the BDAAFCWF, based on
DA and DAF audit guidance.

2-12. Transfer of NAFI amtm

a. Transfers between custodians. A
change of custodians necessitates a transfer
of NAF assets. Total responsibility for the
custody of the NAFI and the accountability
of its assets results from such transfers. A
change of custodianship should occur at the
end of an accounting period to ease the ad-
ministrative workload.

(1) Financial statements will be prepared
by the outgoing custodian or the responsible
servicing accounting office. They will be cer-
tified by the outgoing custodian as to accu-
racy and completeness. When satisfied with
the statements, the incoming custodian will
attest to acceptance and receipt of the NAF,
its assets and liabilities.

(2) For civilian NAFIs govemed by Ar-
my regulations, a bank statement of account
and a reconciliation with the balance indi-
cating unrecorded deposits and outstanding
checks will also be furnished by the outgo-
ing custodian. The reconciliation is then ac-
cepted upon verification by the incoming
custodian as of the transfer date. Invest-

ments will also be verified. Those governed

by Air Force regulations should follow rec-
onciliation procedures contained in AFR
176-10. v . .

(3) Records pertaining to completed
physical inventories will be maintained in
accordance with AR 215-5 or AFR 176-10.
Inventory variances will also be document-
ed, and a certificate of inventory transfer ex-
ecuted between the outgoing and incoming
custodian. Items to be inventoried include
saleable merchandise, supplies, and such
fixed assets as furniture, ﬂxtures. and eqmp-
ment (FFE).

(4) If an extensive audit is required,
transfer and acceptance may be condmoml
on audit verification.

b. Transfers between NAFIs or to another
organization. Civilian NAFI assets will not
be transferred to any individual, other
NAFI, organization, or agency except as
authorized by this regulation or as specifi-
cally approved by the BDAAFCWF. (See
para 2-25.) Asset transfer on change of an
installation’s jurisdiction from the DA or
DAF will be in accordance with paragraph
1-12m.

2-13. Loss of cash and other assets

a. The prevention of losses of NAFI as-
sets and the initiation of action in the event
of a loss are responsibilities of the
custodian. o

(1) The guidance in AR 215-1 and AFR
176-2 will be followed in processing losses
of NAFI cash or other assets. These regula-
tions also provide instructions on any poten-
tial investigation, depending on the amount
and type of the loss.

(2) AR 15-6 and AFR 120-4 furnish
procedures to be followed if an investigation
is to be conducted.

(3) AR 27-20, chapter 12 and AFR
112-1, chapter 16 govern the administrative
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settlement and payment of those claims cog-
nizable as a NAFI responsibility to pay.

(4) Custodians and governing councils
will also seek the guidance of installation le-
gal and servicing NAF accounting offices.
Appropriate procedures are dependent on
the individual circumstances surrounding
the loss.

b. Accountability variances that may re-
sult from an inventory will be handled in
accordance with AR 215-5 or AFR 176-1C
as applicable.

(1) Actions to be taken by the NAFI cus-
todian and council, when inventories reveal
asset item shortages, depend upon several
factors. Examples are as follows:

(a) The extent and amount of individual
item or cumulative shortages.

(b) Whether assets are fixed, consum-

mable or expendable, or resale inventory.
- (2) If review by NAFI management
reveals significant variances, recommenda-
tions will be made to the commander as to
corrective action to be taken. This may be
through an accounting record adjustment,
investigation, insurance claim, or other ap-
propriate disposition.

¢. Claims for reimbursement for loss of
cash and other assets covered by NAFI
property insurance programs will follow the
claims procedures prescribed in AR 215-1
or AFR 176-2. ‘

-d. Valuation of losses of noncash assets
will be in accordance with AR 215-1 or
AFR 176-2.

e. In addition to the loss procedures out-
lined above, it may also be necessary to re-
port a loss under special DA or DAF
incident reporting procedures.

(1) Civilian NAFIs governed by Army
regulations will comply with AR 19040 on
serious incident reports (SIRs).

(2) Civilian NAFIs on Air Force installa-
tions will follow the guidance issued by
their MAJCOM on incident reporting.

(3) All custodians will provide an infor-
mation copy of serious incident reports di-
rectly to the BDAAFCWF.

2-14. Insurance

a. Civilian NAFIs will obtain the insur-
ance coverage prescribed in AR 215-1, AR
215-3, or AFR 34-3, Volume VIII (to be
republished as AFR 176-4).

(1) NAF property insurance coverage
(other than real property) offered by HQDA
and HQ USAF in cited regulations is, as a
matter of BDAAFCWF policy, mandatory
for the following civilian NAFI property:

{a) FFE recorded on property control
records.

{b) Merchandise inventory.

(c) Vehicles.

(d) Money and securities.

(e) Fidelity or employee dishonesty.

(2) Custodians will assure that all insura-
ble property is properly valued, reported,
and that premiums are paid.

(3) The exclusions, deductibles, limits of
liability and other provisions of cited DA
and DAF insurance programs apply to the
civilian NAFI insurance coverages.
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(4) Building structures on Army installa-
tions, built or improved by a loan from the
AAFCWEF, will be insured during the life of
the loan for the total loan amount as a mini-
mum. Building insurance (not contents) for
more than the original loan amount or
where there is no outstanding AAFCWF
loan, is otherwise optional with the civilian
NAFI.

(5) No provision exists for insuring
buildings constructed or altered with use of
NAFs on Air Force installations.

b. Insurance claims procedures as well as
the procedures to follow in the event of the
loss of cash and other assets are prescribed
in the regulations cited in a above. Tort and
contract claims are settled in accordance

with paragraph 2-29.

2-15. Instaliment purchase contracts
Installation civilian NAFIs will not enter
into installment purchase contracts requir-
ing payment in excess of 60 days without
prior written approval of the BDAAFCWF.
All contracts will be in writing and are the
obligation of the contracting NAFI.

Section Il .
Loans and Grants

2-16. Policies

a. External financial assistance to civilian
NAFIs is available through loans and/or
grants from NAFI sources, including the
AAFCWF. Private source contributions
and donations may be accepted, but only as
provided for in AR 215-1 and AFR 176-1.

b. Commercial loans from private or
commercial sources are prohibited, except
for installment purchase contracts approved
in accordance with paragraph 2-15. Prohib-
ited loan sources include banks, credit un-
ions, and similar private financial
institutions.

¢. Loans between civilian NAFIs are not
prohibited but require approval of the
BDAAFCWF.

d. Loans to Federal civilian employees
for emergency purposes are provided for in
paragraph 2-18.

e. Except as provided for in paragraph
2-17, grants by installation civilian NAFIs
are prohibited.

f. Revenue sharing through dividend dis-
tributions from a Category II P/BR NAFI
to a Category IV installation CWF NAFI
or to the AAFCWF is not a grant and will
be administered in accordance with para-
graph 4-14. Similarly, income sharing with
State blind agencies per paragraph 2-31 is
not a grant.

2-17. AAFCWF loans and grants

a. Principles governing AAFCWF loans
and grants. The following considerations in
making AAFCWF loans and grants:

(1) Validity of the local requirements for
the service, facility, activity, asset or anoth-
er reason for the request, substantiated by
the triennial (or an interim) survey.

(2) Relative priority of the MWR pro-
gram requirement for the Federal work
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force. (See para 1-13 for program priori-
ties.) This includes recognition of the re-
quirement and of its priority through the
budget process, including MACOM or
MAJCOM recommended priority.

(3) Maximization of the benefit to be de-
rived for the dollars expended. Although a
direct relationship does not always exist,
MWR nceds are generally greater where the
concentration of civilian employees is
larger.

(4) Demonstration of sound management
and effective supervision of MWR and
NAFI operations. Assets of the AAFCWF
are not approved for underwriting local de-
ficiencies where inadequate control and su-
pervision are apparent. : AR

(5) Extent of local assistance efforts.
Since the assets of the AAFCWF are limit-
ed in relation to the per capita civilian
strength of the Army and the Air Force, the
considerations below pertain.

(a) Installation commanders are expected
to use authorized APF support for civilian
employee MWR programs before consider-
ing NAF financial assistance. AR 215-1
and AFR 215-5 delineate authorizations for
limited APF support to Category II and IV
MWR activities. C -

(b) Requests should be for loans rather
than grants, to the extent repayment is fea-
sible through income-generating activities.

(6) The projection of loan repayment
through a realistic schedule. Loan repay-
ment terms are established in consideration
of both the actual and potential assets of the
requesting NAFI. »

b. Purposes for which loans and grants
may be requested. Except for conditions out-
lined in ¢ below, requests are appropriate
for the following: :

(1) Establishment and activation of
authorized and approved facilities and
services.

(2) Purchases of FFE and other assets
required in the operation of an approved
MWR program.

(3) Necessary renovation or improve-
ments in fixed assets and other NAFI-
owned property.

(4) Relocation of existing facilities or
services.

¢. Purposes for which grants or loans are
not made. The Board normally does not fa-
vorably consider requests for the following:

(1) Activities expected to be operated on
a self-assistance basis or whose benefits are
transitory or limited in scope. Included are
those listed in paragraph 5-5b that pertain
to length of service awards, condolences, in-
stallation special events or celebrations, so-
cial and special interest activities, and
bingo.

(2) Recurring deficiencies in operating-
type expenses that reveal improper manage-
ment or inadequate planning and budgeting.

(3) Maintenance or improvement ex-
penditures on buildings properly chargeable
to APFs and where APF availability ap-
pears favorable.
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d. Request procedures. Requests for loan,
grant, or combination thereof, will be sub-
mitted to the BDAAFCWF in accordance
with the format shown at figure 2-1. The
following instructions are keyed to the
paragraphing in figure 2-1:

(1) Paragraph 1. Examples of general
purpose statements are: renovate kitchen
(including replacement of major equipment
items), additional furniture and fixtures for
expanded cafeteria dining, activation of new
civilian NAFI.

(2) Paragraph 2. Information in this par-
agraph is. to be furnished for all requests
and may require enclosures with detailed
information.

(a) Self-explanatory.

(b) Detailed financial and loan data will
be furnished as an enclosure. Examples: a
schedule of estimated cash requirements, in-
cluding loan withdrawal increments; a
schedule of monthly repayments to
AAFCWEF; operating budgets that reflect
repayment capability.

(c) Enclose a list of FFE items to be fur-
nished from NAFs and the estimated cost
per item; include names of alternate acquisi-
tion sources from which items and prices
were obtained. - ‘

(d) Source of local NAFs to be used may
include sinking fund, current cash assets, in-
vestments, local NAFI loan. Support finan-
cial viability of request by revised AOB
projections for ensuing two FYs, assuming
approval of request.

(e) APF support may include supplies
and equipment, maintenance and repair or
construction from O&M, and A&E services.

(P Civilian employee strength data are
always applicable. Military strengths and
programmed impacts on strength may or
may not be applicable. - :

() Attach a copy of the NAFI CEB or
budget adjustment that accommodates this
request.

(h) Construction documentation includes
the DD Form 1391, single line drawings,
the site plan, and a detailed cost estimate.
Such data not only confirms the technical
acceptability and validity of the project but
also results in a more expeditious and effi-
cient use of very limited NAF resources.

(i) If an outstanding loan balance to the
AAFCWEF exists, its disposition must be
provided for.

(3) Paragraph 3. This is an alternative
paragraph pertaining only to Category II P/
BR NAFI requests.

(a) Self-explanatory.

(b) Self-explanatory.

(c) If contractor operations are involved
a copy of the current contract will be fur-
nished, along with a statement of action
contemplated upon contract expiration.

(d) Self-explanatory.

{e) Some factors for analysis include rela-
tive location of other food/resale services,
civilian employee eligibility to use, and
changes contemplated by other installation
NAFIs.



(4) Alternate paragraph 3. This alternate
paragraph pertains only to Category IV
CWF NAFI requests.

{a) Self-explanatory.

(b) Self-explanatory.

(c) Include any restrictions, current or
contemplated, that affect civilian employee
use of military MWR activities,

(5) Paragraph 4. Photographs are useful
in graphically portraying a need for finan-
cial assistance, particularly facility improve-
ment projects.

e. Procedures on approved loans.

(1) Terms of the loan will be subject to
agreement between the BDAAFCWF and
the requesting NAF]. The BDAAFCWF
will assign a loan account number to ap-
proved loans. The loan agreement, together
with certification of local funds availability,
will be furnished by the borrowing NAFI
custodian to the NAFI contracting officer.
This NAFI commitment is evidence of suffi-
cient NAFs for scheduled contract
payments.

(2) The borrowing NAFI wtll mthdraw
funds incrementally and only as needed for
contract obligations or outstanding invoices
that are directly related to the purpose of
the loan. Funds projections may be for not
more than 30 days beyond date of request
for withdrawal. The AAFCWF loan ac-
count number will be used when referring to
loan actions.

(3) The first loan repayment installment
will normally fall on the 10th calendar day
of the third month following the month in
which the final funds withdrawal increment

- was made by the borrower for use on the
project for which the loan was approved.
Alternative repayment schedules may be re-
quested in the loan application.

(4) Loan repayment schedules will nor-
mally provide for equal monthly install-
ments. However, advance payments may be
made when the borrowing NAFI finds it fi-
nancially feasible. This enables the revolving
loan account of the AAFCWF to become
available for other valid loan requests.

2-18. Emergency loans to Federal
civillan employees

a. Noninterest bearing loans may be
made from an installation CWF to APF
and NAFI employees of the Federal govern-
ment working on or serviced by the
installation.

(1) Such loans are an optional program
to be made only under certain limited cir-
cumstances and in modest amounts for
short periods.

(2) The loan is intended—

(a) As a supplement to other financial re-
sources available to the employee.

(b) To assist in immediate and unfore-
seen financial emergencies and in compel-
ling personal problems.

(c) To provide assistance with problems
caused by a catastrophic happening (such as
a natural disaster).

(3) NAFI CWF personal loans are not
intended to replace the numerous commer-
cial loan sources both on and off the instal-
lation, such as banks, credit unions, and
small loan companies. .

(4) The CWF emergency loan is not to
be used as a solution for recurring-employee
financial problems which should be solved
through proper personal budgeting, plan-
ning, and private source financing.

b. The loan program is most effective
when it provides not only emergency finan-
cial assistance, but also an occasion for per-
sonal counseling if necessary. Accordingly,
applicants may be routed through the instal-
lation office responsible for employee finan-
cial counseling. This practice also protects
confidentiality in transactions and may as-
sist in resolving problems related to the
emergency. .

c Whenaloanprognmhubemadopt-
ed, the CWF council will establish local
loan policies and procedures subject to para-
graph 54 and the approval of the installa-
tion commander. and covering the
following:

(1) Types of ergcles for which loans
may be made, and authorlzatlon
procedures.

(2) Maximum total working capital that
may be used for loans. This may be ex-
pressed in percentage of net working capital
or in an actual dollar amount. The total re-
served for loans may not be exceeded until
the council has approved budget changes.

(3) The maximum amount that may be
loaned to any one employee at any one
time.

(4) The maximum length of time thnt
may be allowed for npaymut Tlns may
not exceed 2 years.

(5) Limitations on the number of loans
that may be made to any one employee dur-
ing any given period. -

(6) Whether an employee may be granted
a supplemental loan before completing pay-
ment of an outstanding loan.

(7) Necessary controls to ensure repay-
ment of loans on schedule.

d. Loan application and contract forms
are in AR 215-5 as DA Form 4139-R (Ap-
plication for Loan (Civilian Welfare Fund))
and DA Form 4140-R (Loan Contract (Ci-
vilian Welfare Fund)), respectively. Coun-
seling prior to signature on the loan forms
will include advising the employee that the
loan and its terms are indebtedness to the
lending NAFI, which is an instrumentality
of the United States.

(1) Terms will be of relatively short dura-
tion—1 to 2 years or less.

(2) Regularly scheduled repayments on
the loan will be made, either by direct pay-
ment or voluntary payroll deduction. Mini-
mum payments will be not less than §
percent of the face amount of the loan. Pay-
roll deductions and early repayment are
encouraged.

(3) If employment terminates before re-
payment in full, any final payment of wages
and/or lump sum leave balance should be
used to liquidate the indebtedness.
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(4) Collection actions on delinquen:
loans to employees will follow guidance or
indebtedness to a NAFI as contained in AF
215-1, AR 215-5, and AFR 176-10.

e. Subject to approval by the installatior
commander, the CWF council is authorizec
to write off a loan due from an individual a:
uncollectible. This will normally occur only
if employment is terminated and efforts tc
subsequently collect from the former em
ployee have been exhausted.

J. The CWF's policies and procedures fo:
loan transactions will be in writing anc
maintained by the custodian. A copy will be
furnished the person or persons in the officc
responsible for the financial counseling o!
employees applying for loans.

Section IV -
Personnel Administration
2-19. NAF] employee administration

a. Scope. AR 215-3 and AFR 40-7 im-
plement DOD Manual 1401.1-M and pro-
vide for the administration of civilian NAFI
employees located on Army, Defense Agen-
cy, and Air Force installations. They also
set forth the responsibilities of CPOs in ser-
vicing the NAFI work force. Where NAFs
provide supplemental financial assistance
for administering the NAFI personnel sys-
tem on an installation, civilian NAFI custo-
dians will pay a proportionate share of the
NAF costs. Such costs are dependent on the
workload measurements used. See para-
graph 2-8 for NAFI employee reporting
requirements.

b. Responsibilities. Although the person-
nel system for NAFI employees is centrally
administered on the installation, civilian
NAFI custodians have certain supporting
responsibilities. These include the following:

(1) Funding the costs.

- (2) Requesting timely personnel actions.

(3) Furnishing necessary documentation
for time and attendance, leave.

-(4) Other administrative functions.

¢. NAFI pay. All rates of pay for NAFI
employees in DOD are a responsibility of
the OSD. Implementation is by DOD Poli-
cy, FPM Supplement 532-2, and pay sched-
ules of the DOD Nonappropriated Fund
Salary and Wage Fixing Authority. Further
implementing instructions are in AR 215-3
and AFR 40-7. These regulations also de-
lineate the command and staff responsibili-
ties associated with administering the DOD
NAF salary and wage system, including the
responsibilities of civilian NAFI manage-
ment. NAFIs are prohibited from compen-
sating employees for work performed
through any method (for example, bonuses)
other than as prescribed in cited regula-
tions. The NAF pay system implements a
combination of the authorizations referred
to above. These authorizations comprise the
only NAFI pay system that is to be used.

d. Standards of conduct. The standards
of conduct established by AR 600-50, AFR
30-30, and AFR 40-735 apply to all NAF1
employees, as well as APF employees and
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military personnel with NAFI
responsibilities.

(1) NAFI custodians will assure that all
new Category II and IV civilian NAFI em-
ployees read and understand the applicable
departmental regulations. This may be ei-
ther as a part of the NAF CPO processing
or job indoctrination.

(2) Each NAFI employee will be
required to review the applicable regulation
semiannually. Of particular importance to
all personnel are those parts relating to con-
flict of interest, gratuities, Government
property, outside employment, and
indebtedness.

(3) Installation commanders will assure
that DD Form 1555 (Confidential State-
ments of Affiliations and Financial Inter-
ests) is filed by those NAFI employees to
whom applicable.

e. Employee awards. Category II and 1V
civilian NAFIs participate in the NAFI em-
ployee incentive/recognition awards system
of the installation on which located. AR
215-3 and AFR 40-7 establish departmen-
tal NAFI awards programs, including the
type, award amounts or items appropriate,
procedures, and limitations. Recommenda-
tions for any group incentive award for ci-
vilian NAFI employees will be coordinated
in advance with BDAAFCWF. The costs
associated with the NAFI employee incen-
tive/recognition award program will be paid
by the employing NAFI. Civilian NAFIs
will not expend NAFs for awards to APF
employees for performance of their official
duties or for their suggestions. This does not
prohibit expenditure of NAFs for APF and
NAFI employee mementos at retirement as
authorized in paragraph 5-5.

2-20. Empioyee insurance benefit
programs

Civilian NAFI employees participate
mandatorily or voluntarily in several insur-
ance benefit programs. With the approval of
DA and DAF, the BDAAFCWF has deter-
mined that civilian NAFIs will participate
in the following programs of the respective
departments: .

a. Workers’ Compensation. All NAFI ci-
vilian employees (military off-duty NAFI
employees are excluded) in the 50 States,
the District of Columbia, Puerto Rico, and
the Territories of the United States, and
U.S. citizen employees in the Republic of
Panama are provided workers’ compensa-
tion benefits. Benefits are prescribed by the
Longshore and Harbor Workers’ Compen-
sation Act (33 USC 901, et seq) as extended
by the Nonappropriated Fund Instrumen-
talities Act (5 USC 8171-8173). Workers’
compensation benefits are payable for disa-
bility or death’that results from NAFI job-
related injuries or illnesses. Further details
on this program and its claims procedures
are in AR 215-1 and AFR 34-3, Volume
VIIL

b. Federal unemployment compensation.
The Unemployment Compensation Pro-
gram was extended to Federal employees by
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title XV (now 5 USC 8501-8508) of the So-
cial Security Act. Employees of a NAFI, in-
cluding off-duty military personnel, are
considered as having rendered “Federal ser-
vice” within the meaning of the Act. How-
ever, unemployment compensation benefits
are funded from NAFs. The procedures for
administering the program are in AR 215-3
and AFR 40-7 and will be followed by ci-
vilian NAFIs.

¢. Retirement. DA and DAF have differ-
ent concepts and methods for providing re-
tirement benefits to NAFI employees,
including employees of civilian NAFIs.
Both DA and DAF retirement plans meet
the minimum acceptable program levels es-
tablished by DOD 1401.1-M. DA and DAF
plans include specific benefit provisions to-
gether with those provided by Social Securi-
ty within Federal Old Age and Disability
Insurance (42 USC 40! et seq). AR 215-3,
AFR 40-7, and AFR 34-3, Volume VIII,
are the basic department references.

d. Group medical and life insurance. This
benefit includes comprehensive medical ben-
efits, life insurance, and accidental death
and dismemberment insurance for eligible
employees. Specific benefits prescribed by
each departmental group plan contract are
outlined in an employee information booklet
provided by the insurance carrier. Eligibility
criteria and other detailed instructions for
installation level administration are in AR
215-3, AFR 40-7, and AFR 34-3 Volume
VIIL

2-21. Training

Training for which civilian NAFI custodi-
ans, MWR program managers (such as P/
BR managers), and employees may be eligi-
ble normally occurs at installation and ma-
jor command organizational levels. Training
courses may cover: exclusively NAFI mat-
ters; subjects of general management inter-
est; and food service subjects, such as
preparation, service, menu pricing, and
others. See AR 215-3 and AFR 40-7 for
additional training information.

a. Installation level training.

(1) As employees of a Federal instrumen-
tality, and in recognition of the close work-
ing relationship with other Federal
employees, NAFI employees are eligible for
most installation training courses without
charge to the NAFIL. However, subject to
availability of NAFs and if essential to the
NAFI job, NAFISs are authorized to pay for
direct training costs, such as enrollment fees
and course materials.

(2) Civilian NAFI and MWR personnel
may be eligible for courses conducted at
other locations by DA, DAF, and other
DOD components, or Federal agencies
when directly related to their job. Such
courses may be of a professional and career
development nature for Federal employees,
including NAFI employees.

b. Major command-level training.
MACOMs or MAJCOMSs with large civil-
ian food service NAFI operations are en-
couraged to conduct training courses or
workshops for restaurant managers at least
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annually. Category II P/BR NAFIs of the
command are authorized to jointly fund the
NAF training costs and to individually fund
the travel and per diem costs of managers.
The training emphasis should be on such
topics as techniques of food preparation and
serving, equipment developments, updating
on NAFT policies and administration, the fi-
nancial management of the civilian NAFI,
improved supervisory methods, and auto-
mation. Larger commands should invite the
attendante and participation of smaller
commands in the interest of economy and
efficiency. Services of the BDAAFCWF to
participate or assist in workshop coordina-
tion may be requested. '

¢. Individual training. Individual training
is continuous and inherent to successful
food service management and supervision.
The repetitive nature of food service tasks
also lends itself to informal training at the
work place or work station. Therefore,
*“hands-on™ training by skilled personnel
can be a very effective training technique,
particularly when new equipment or new
menu itggs are introduced.

(1) The training of specialists is normally
oriented toward manual skills.

(2) The training program should empha-
size the practical aspects of an actual job.
Trainees should enter training with the view
that it is primarily to improve their work
performance.

(3) Once the training phase is completed,
the new job skills must be closely observed
and early corrections made. A comparison
of post-training and pre-training job perfor-
mance is the best measurement as to wheth-
er the training has been worthwhile and
what changes should be made for future
trainees.

2-22. Membership in professional
associations

a. In accordance with Board policy, only
one professional or trade association mem-
bership fee may be paid by a civilian NAFI,
subject.to the following criteria:

(1) The governing council and the instal-
lation commander or designee must approve
the membership annually.

(2)"The membership must be in the name
of the NAFI or alternatively, a “position,”
such as restaurant manager, and not in the
name of any individual.

(3) The membership fee must be paid by
the subscribing NAFI. The cost will be re-
corded as “Official Hosting and Representa-
tion” per AR 215-5 or “Subscriptions and
Dues” per AFR 176-10. .

(4) Authorization is limited to associa-
tions with which Army, Air Force, or the
Defense Agency has a liaison interest that is
within the general guidance of AR 1-210 or
AFR 30-9.

b. Membership will in no case be treated
as an automatic accrual to a job assignment.
Rather, justification must be based on the
professional need and competence to remain
current with the “state of the art.” An up-
grading of service to NAFI patrons and



customers should result. Personal member-
ships paid by the employees are also
encouraged.

Section V
Logistical Support

2-23. Use of surplus Government-
owned (APF) property

a. AR 215-1 and AFR 215-5 authonze
Government-owned (APF) surplus or ex-
cess equipment, not in use or immediately
required to meet operational needs, to be
loaned to civilian MWR activities. Surplus
or excess Government property is con-
trolled by the Defense Reutilization and
Marketing Service (DRMS). When loaned
to a civilian MWR activity, it must be re-
turned to the installation DRMS on requat
or when no longer needed.

b. Records and other documentation for
loaned APF property are not to be com-
bined with NAFI property accountability
records systems. NAFI-owned property will
be marked differently than APF property.

(1) AR 710-2 and AR 725-50 are refer-
ences for the accountability and disposition
of APF supplies and equipment on Army or
Defense Agency installations when used by
a civilian MWR activity.

(2) Portions of AFM 67-1, Volumes 1
and 6, provide comparable guidance for ci-
vilian MWR activities located on Air Force
installations.

¢. The cost of maintenance and repair of
APF property on loan to a civilian MWR
activity is properly chargeable to the sup-
porting civilian NAFI as a NAF cost in ac-
cordance with AR 215-1 or AFR 215-5.

2-24. NAFI property administration

a. As the accountable property officer,
the custodian is in charge of all NAFI fixed
asset and other stock record property. The
assistance of a servicing accounting office or
the NAFI council, or the assumption of
property responsibility by another individu-
al does not alter the custodian’s accounta-
bility. Accounting procedures for NAFI
property are prescribed in applicable por-
tions of AR 215-5 and AFR 176-10. These
procedures include capitalization, deprecia-
tion, property control and inventory rec-
ords, and transfers. Additional procedures
and controls applicable to all NAFI proper-
ty are contained in AR 215-1, AFR 176-2,
and this section. Losses of NAFI property
assets will be reported promptly to the cus-
todian, following the instruction in para-
graph 2-13 and the references therein.

b. When physically feasible, each item
accounted for on NAFI property records
will be clearly marked. Included will be the
name of the NAFI and an identification
(ID) number. The ID number will be used
as a cross-reference in the NAFI’s property
records.

(1) ID numbers will be affixed as durably
and permanently as possible.

(2) When small size, fragileness, or other
characteristics of the item do not make
complete marking possible, some mark

should be made for inventory and control
purposes.

¢. Serviceable property will be disposed
of in accordance with paragraph 2-25.
Property declared unserviceable will be dis-
posed of to the best advantage by sale or
salvage per paragraph 2-25.

d. NAFI property may be authorized to
be shipped on Government bills of lading
(GB/L) as described further in paragraph
2-25.

e. Civilian NAFI FFE will not be loaned
to any other MWR activity or NAFI on
other than a short-term, temporary basis.
Specifically prohibited is the long-term or
indefinite loan of civilian NAFI assets to
other NAFIs. Surplus property assets will
be redistributed or otherwise disposed of in
accordance with paragraph 2-25.

f Civilian NAFI property assets may be
rented to other NAFIs on a short term basis
under the following conditions:

(1) User NAFI is to return property in
same condition, other than fair wear and
tear, or equitable compensatlon must be
paid.

(2) Rental charges will be based on—

(a) Fully depreciated assets, the rate at
which depreciated, plus a 20 percent admin-
istrative fee.

(b) Assets not fully depreciated, the rate
at which being depreciated, plus a 20 per-
cent administrative fee.

8. All food service equipment will be op-
erated and maintained in compliance with
the sanitation standards prescribed in AR
40-5 or AFR 161-26, as applicable.

2-25. Redistribution of NAFI property

a. Civilian NAFI property may become
excess, unusable, or economically unservice-
able for many reasons. Unserviceable NAFI
property will be processed in accordance
with DRMS procedures. Serviceable NAFI
property will be disposed of as outlined in b
below based on the following policies—

(1) The priority objective will be the con-
tinued use by another civilian NAFI based
on need.

(2) Where feasible, the accrual of income
and continued use by other NAFIs are sec-
ondary objectives.

(3) If not needed within the DA, DAF,
or Defense Agency NAFI systems, NAFI
assets may next be offered for sale to instal-
lation personnel or to the public at a fair
price to the NAFIL.

(4) Transfer of either serviceable or un-
serviceable NAFI property to the DRMS
may occur.

b. The redistribution/disposition se-
quence of priorities shown below will be fol-
lowed for disestablishment/dissolution.
These priorities are also applicable in all
other cases when the depreciated book value
of a NAFI item is more than $50 or the to-
tal book value of all NAFI items in a single
transaction is more than $500. However, if
installation jurisdiction is being transferred,
paragraph 1-12m will be consulted for
applicability.
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(1) Sequence for local redistribution or
disposition. Property in this category may
be—

(a) Sold at fair market value to the other
local civilian NAFI (may be less than book
value), or

(b) Sold to a local military NAFI at book
value, or fair market value of a fully-depre-
ciated asset, subject to BDAAFCWF
approval.

(2) Sequence for disposition within
MACOM or MAJCOM. Items not disposed
of in accordance with (1) above will be re-
ported to the MACOM or MAJCOM for
sale to another civilian NAFI within the
command.

(a) Property may be sold at book value
plus cost of packing and shipping.

(b) If assets were purchased by a NAFI
loan and the outstanding balance on the
loan is greater than the book value of the
assets, the sale price will be the greater
amount, plus cost of packing and shipping.
The purpose is to permit the loan balance to
be paid in full.

(3) Sequence of BDAAFCWEF redistribu-
tion/disposition. Items not disposed of with-
in the MACOM or MAJCOM will be
reported to the BDAAFCWEF for one of the
following:

(a) Sale within the parent department
priced according to (2) above.

{b) Transfer at no cost, other than pack-
ing and shipping, to another civilian NAFI
of the parent department, if the assets have
been fully depreciated.

(c) Sale at fair market value to a civilian
NAFI or another NAFI of the other de-
partment, plus cost of packing and shipping.

(4) Sequence of non-NAFI disposition.
Items not disposed of by the sequence of
steps (1) through (3) above may be autho-
rized by the BDAAFCWF for local sale in
the following order:

{a) Sale by announced auction or sealed
bid to civilian employees or military person-
nel of the installation.

(b) Sale by announced auction or setled
bid to the private sector.

(c) Transfer to the installation DRMS for
possible sale, depending on the degree of
serviceability of the property. DRMS prop-
erty procedures within the respective de-
partments are regulated by AR 725-50 and
AFM 67-1, Volume 6. Documentation for
the DRMS will identify the owning NAFI
by name and contain a statement that the
property listed was procured with NAFs.
NAFI property is allotted separately from
APF property by DRMS. Eighty percent of
the proceeds received from the sale of
NAFI property will be remitted to the
NAFI reporting the property for disposi-
tion. The NAFI will not be reimbursed for
scrap and salvage disposed of through the
DRMS.

c. Transfer or disposal procedures where
transaction amounts are less than b above,
other than upon dissolution, will be guided
by but need not strictly adhere to the priori-
ties cited in b above. Where economically
feasible, the broad objectives of continued
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use by civilian or other NAFIs will be fol-
lowed. Installation commanders or desig-
nees will approve all such minor transfer
and disposal actions.

d. The proceeds from the sale of civilian
NAFI property will be credited to the own-
ing NAFIL.

e. As the governing body of the Succes-
sor Fund to all civilian NAFIs, the Board
may direct redistribution or disposal of ci-
vilian NAFI property, other than as out-
lined in b and ¢ above.

J AF 215-1 and AFR 215-5 authorize
transportation of NAFI property between
installations at APF expense under the con-
ditions below. Otherwise, NAFs will be
used to pay for the transportation of NAFI
property between installations.

(1) As excess equipment.

(2) Upon a base closure.

(3) During emergency conditions.

2-26. Real estate, facilities, and
construction

Close coordination and cooperation with in-
stallation facilities/civil engineering offices
are needed in MWR facilities projects. This
is to ensure that new facilities are properly
designed for economical use and mainte-
nance, as well as meeting fire codes and in-
tegration into existing emergency alarm
systems. As program administrators, the
chief role of Category II and IV activity
managers is to determine the need and justi-
fy facilities requirements, including APF
support where authorized. The role of the
NAFI custodian is to assist in the plans and
the budget, and provide the NAFs in the
proper amount at the proper time for the
payment of approved NAF project costs.
Facilities project processing instructions
contained in Army and Air Force regula-
tions will be followed, except that civilian
NAFI funding approval procedures will be
in accordance with d below.

a. Real estate. Nonappropriated funds,
including those of civilian NAFIs, will not
be used to purchase real estate, ecither in the
NAFI's name or in the name of DA or
DAF. Use of NAFs for any real estate lease
requires the funding approval of the
BDAAFCWF.

b. Facilities utilization.

(1) The installation commander is autho-
rized to provide civilian MWR activities the
use of Government facilities. Utilization
may be by direct or contract operations,
with facilities expenses charged per AR
215-1 or AFR 215-5 as appropriate.

(2) AR 215-1 and AFR 215-5 also gov-
ern APF/NAF support for the maintenance
and repair of buildings; the use, mainte-
nance, and repair of Government-owned in-
stalled and portable equipment; and the
furnishing of utilities. In addition to the ap-
provals required by DA or DAF real prop-
erty regulations, NAF lease agreements for
facilities also require the funding approval
of the BDAAFCWF.

(3) In all cases where utilities are fur-
nished on a reimbursable basis, charges will
be made in accordance with AR 42041 or
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AFR 91-5. Utility charges to concession-
aires will be in accordance with paragraph
4-11.

c. Facilities construction.

(1) Construction of civilian MWR facili-
ties is subject to the same definition of
terms, criteria controls, project documenta-
tion, technical approvals, and reporting as
other categories of MWR activities. AR
215-1, AFR 176-1, AFR 215-5, and AFR
215-6 may be used as informational guides.
However, budgeting, funding approval, and
project processing procedures for civilian
MWR projects will follow the guidance con-
tained or referenced herein. Applicable to
the engineering and other technical as;
of these projects are the AR 415 series on
construction, the AR 420 series on facilities
engineering, and comparable Air Force reg-
ulations in the civil engineering 80- and 90-
series, particularly AFR 86-1, Volumes I
and II. The applicability includes those ci-
vilian NAF construction projects that may
be required to be reported periodically to
the Congress.

(2) Category II P/BR facilities are
authorized within the space criteria for
MWR activities contained in DOD
4270.1-M. These construction projects will
be approved and processed in accordance
with this and the above cited engineering
regulations, including exceptions and waiv-
ers to existing construction criteria.

(3) Category IV MWR facilities are not
covered by DOD 4270.1-M. Therefore a
construction project requires special approv-
al as an exception to criteria, in addition to
the funding approval set forth in d below.

(4) Civilian MWR facility projects re-
quiring approval of waivers or exceptions to
construction criteria are processed through
engineering technical channels. Information
copies of MACOM or MAJCOM actions on
such projects will be forwarded to
BDAAFCWF.

d. Facilities funding approval.

(1) AFP funding approval procedures
follow the applicable regulations cited
above, as well as other departmental AFP
construction guidance.

(2) NAF funding approval procedures in-
clude the policy decision by the appropriate
NAFI governing body or official that autho-
rizes the use of NAFs for a budgeted facili-
ties project. NAF funding approval is a
separate matter of decision and action from
theotechnical and other administrative ac-
tions that culminate in final project approv-
al. Source, availability, and sufficiency of
NAFs are paramount funding considera-
tions. NAF funding approval must be ob-
tained prior to or in conjunction with
overall project approval as follows:

(a) The BDAAFCWF must approve all
budgeted NAF-funded projects in which a
AAFCWEF loan or grant request is contem-
plated per paragraph 2-17.

{b) The BDAAFCWF must approve any
budgeted construction project estimated to
cost over $300,000 in locally available
NAFs.
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{c) When local NAFs are to be used for
budgeted construction projects estimated to
cost $300,000 or less, the MACOM or
MAJCOM must approve the action. Fund-
ing approval may be delegated to the instal-
lation civilian NAFI governing body for
budgeted projects estimated to cost less than
$10,000. A copy of each such action or indi-
vidual delegation of authority will be fur-
nished the BDAAFCWF, '

(d) In order that realistic funding deci-
sions may be made, all requests for funding
approval must include at least the following:
DD Form 1391 (Military Construction
Project Data); single line drawings; the site
plan; and the detailed cost estimate.

- (3) NAF funding approval will be with-
held from any project not included in an ap-
proved NAFI budget (para 2-6).
Alternatively, adjustments to approved
NAFI budgets in order to accommodate
funding an unbudgeted facilities project
must be-acted on prior to further project ap-
proval astions.

2-27. Acquisition (purchasing and
contracting)

a. Acquisition policies. All NAFIs within
DOD are subject to the NAF acquisition
policies and guidance contained in DODI
4105.67. These policies and the implement-
ing procedures have been published by the
Army in AR 215-1 and DA Pam 215-4.
Air Force guidance is in AFR 176-9. These
acquisition regulations apply to civilian
NAFIs.

b. Acquisition guidelines.

(1) NAFI contracting will be accom-
plished by trained, professional personnel.
Custodians may approve and/or purchase
only within the authorizations established
by DA Pam 2154 and AFR 176-9, unless
otherwise stated herein. Beyond these limit-
ed authorizations, the servicing DA, DAF,
or Defense Agency contracting offices will
be used. These offices may be centralized
NAF contracting offices at installation or
departmental level or installation APF con-
tracting offices.

(2) Goods and services may be purchased
by civilian NAFIs through use of current
NAFI and APF contracts, depending on
the contract terms. An informal investiga-
tion of prices or the examination of the mar-
ket must also indicate that the existing
contract provides the most advantageous of-
fer available. Examples of contract sources
are GSA, DLA, commissary, and central
NAF contracting offices. Examples of con-
tract services are office machine mainte-
nance, hood and duct cleaning, and laundry
and drycleaning. Civilian NAFIs will nei-
ther obtain nor use commercial credit cards
for NAFI purchases, except as authorized
by departmental regulations for gasoline
purchases.

(3) Unless required by the Army or Air
Force procurement regulations cited herein,
the provisions of the Federal Acquisition
Regulation (FAR) will not apply to NAF
purchases. However, when any APFs are
being expended in a purchasing action that



supports a civilian MWR activity, the provi-
sions of the FAR must be applied.

(4) Sound cash management principles
will be considered in formulating civilian
NAFTI acquisition decisions. Terms of pay-
ment will be set forth clearly. Provisions of
Pub. L. No. 97-177, the Prompt Payment
Act, and OMB Circular A-125, Prompt
Payment, are applicable. (See para 1-12p.)
Payment due dates may be expressed in
number of days after receipt of the contrac-
tor’s invoice or after receipt and acceptance
of the goods or services (also see para 4-8),
whichever is later. The contract will desig-
nate the servicing accounting office to which
the invoice will be sent. Discounts will be
taken within the terms of the contract,
whenever the cash position or liquidity of
investments make this feasible.

(5) The term ‘“‘construction” includes
major and minor construction, alteration,
and repair. When approved locally, the ci-
vilian NAFI custodian may contract for
construction not in excess of $2,000. Above
$2,000, construction will be contracted for
by the servicing contracting office in accord-
ance with DA Pam 215-4, or AFR 176-9,
as applicable.

(6) Civilian NAFI custodians will be in-
cluded in meetings and training sessions
that concern NAF acquisition policies or
procedures.

(7) Suspended or debarred firms will not
be considered as acquisition sources. Civil-
ian NAFIs will comply with DA and DAF
instructions that relate to suspension or
debarment.

(8) Civilian NAFI purchasing and con-
tracting will normally be done on a compet-

“itive basis. However, nonresale item
purchases of $1,000 or less may be without
competition per DA Pam 215-4 or AFR
176-9, as applicable. For other single or
sole source open market acquisitions of
nonresale items, the contracting officer may
require legal review and, if over $10,000, the
advance approval of the BDAAFCWF is
required.

(9) All contracts and orders will be in
writing. Legal reviews required by depart-
mental directives will be complied with.

(10) All civilian NAFI employees in-
volved in the NAF acquisition process will
comply with the standards of conduct pre-
scribed in paragraph 2-19.

(11) Each civilian NAFI contract will
identify the NAFI by name as an instru-
mentality of the United States. The contract
will indicate that no APFs will become due
or be paid a contractor by reason of the
NAFI contract. All standard clauses
required by DA Pam 215-4 or AFR 176-9,
as appropriate, will also be included. Exam-
ples of clauses are Definition, Nonap-
propriated Fund Instrumentality, Service
Contract Act (SCA) labor provisions, Ex-
amination of Records, and Termination for
Default.

(12) Contract documentation files will be
established and will contain the material
required by cited departmental NAFI ac-
quisition regulations.

Section VI
Tax and Legal

2-28. Taxes

a. As instrumentalities of the United
States, civilian NAFIs are entitled to the
same immunity from the taxes of the States,
the District of Columbia, the territories of
the United States, the Commonwealth of
Puerto Rico, and political subdivisions
thereof, as is the United States. Collecting,
reporting, and paying taxes by civilian
NAFIs will be governed by AR 215-1 or
AFR 176~1 and as set forth below.

b. DODI 1015.2 governs the authorized
patronage of all DOD MWR activities. It
also authorizes the sale of State tax-free to-
bacco products and both soft and malt bev-
erages by civilian NAFIs in restricted
amounts (items, packs, bottles, and cans)
that can be consumed only on the premises
of the installation. Bulk sales of beverages
and sales of tobacco products by the carton
or box by civilian NAFIs are therefore pro-
hibited. The sale of State tax-free tobacco
products through vending machines, operat-
ed cither directly or indirectly or by con-
tract, is also prohibited.

¢. Concessionaires of civilian NAFIs are
not instrumentalities of the United States,
and will collect, report, and pay Federal,
State, and local taxes, as applicable.

d. Except as consistent with a through ¢

“above, all matters involving the attempt to

impose taxes upon, or require collection by,
a civilian NAFI by the Federal Govern-
ment, a State, the District of Columbia, a
territory or possession of the United States,
the Commonwealth of Puerto Rico, a for-
eign nation, or any political subdivision
thereof, will be reported in detail prior to
payment or collection to the appropriate
staff judge advocate through command
channels and through the BDAAFCWF.
Negotiations with taxing authorities will not
be conducted by a civilian NAFI without
express authorization of The Judge Advo-
cate General, Department of Army or the
Department of the Air Force, as
appropriate.

2-29. Tort and contract claims

a. AAFCWF participates fully in the Ar-
my tort program on Army and Defense
Agency installations. Claims against civilian
NAFIs at these locations will be processed
and paid in accordance with AR 215-1.

b. The liability (tort) risk for civilian
NAFIs on Air Force installations is self-in-
sured by the AAFCWEF, offset by a $100 de-
ductible provision applicable to each claim.

(1) Claims are processed in accordance
with AFR 112-1.

(2) Adjudicated claims of more than
$100 will be forwarded to the BDAAFCWF
for payment. Following payment, the
AAFCWF will bill the applicable NAFI for
the deductible amount of $100.

(3) Payment of a claim amounting to
$100 or less will be made by the civilian
NAFI at the air force installation that in-
curred the claim. A copy of each locally
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paid claim will be forwarded to the
AAFCWF.

¢. In accordance with AR 215-1, AR
27-20, or AFR 1769, as applicable, adjudi-
cated contract claims arising out of the op-
erations of civilian NAFIs will be paid by
the NAFI concerned. The AAFCWF will
not assume responsibility for payment of
contract claims, except those acquired as
the successor-in-interest to residual assets
and liabilities of dissolved civilian NAFIs,
or in the event of a current financial inabili-
ty of an existing NAFI to pay such claims.

d. The BDAAFCWEF is authorized to
make assessments against or loans to civil-
ian NAFIs, as necessary, for payment of
claims or repayment of financial assistance
extended.

e. Claims by NAFI employees for loss,
damage, or destruction of personal property
incident to their employment will be
processed in accordance with AR 215-1 or
AFR 112-1 and paid by the employing
NAFI without subsequent reimbursement.

/- The above provisions do not apply
when P/BRs operate under concession con-
tract. In those cases, the concessionaire will
provide adequate public liability and prod-
ucts liability insurance as prescribed in par-
agraph 4-12.

2-30. Applicabllity of Federal laws to
NAFis

a. AR 215-1 and AFR 176-1 contain
references to Federal laws that are applica-
ble to all NAFIs. AR 215-3 and AFR 40-7
further delineate those personal policies and
procedures based on Federal laws and DOD
directives and instructions that are applica-
ble to NAFI employees. Custodians and
restaurant officers/managers of civilian
NAFIs will assure compliance with all ap-
plicable requirements of these regulations,
including all required clauses in civilian
NAFI contracts.

b. The Service Contract Act (SCA) of
1965 (29 CFR, Part 4), as amended, is of
particular importance to civilian NAFIs.
The SCA applies to all labor intensive con-
tracts that provide services to these NAFIs.
Cafeterias, restaurants, food services, and
vending services are examples of civilian
NAFI contracts to which the SCA applies.
The SCA is further described in DA Pam
2154 and AFR 176-9. The act requires
payment of minimum monetary wages and
fringe benefits by the contractor as deter-
mined by the Department of Labor. CWF
custodians and P/BR officers/managers will
contact installation purchasing and con-
tracting officers for wage determination pro-
cedures or other guidance and assistance
when a civilian NAFI contract is
contemplated.

2-31. Randolph-Sheppard Vending
Act (Public Law 95-316)

a. This Act, as amended, accords speci-
fied priorities, through State licensing agen-
cies, to blind persons in operating vending
facilities. It provides for the sharing of cer-
tain income from NAFI vending machine
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sales under specified conditions. It also con-
tains provisions for a suitable site for a sales
outlet to be operated by blind persons when
a building is constructed, leased, or renovat-
ed. These requirements under the law are
prescribed in more detail in AR 210-25 and
AFR 34-2 and will be followed by all civil-
ian NAFI custodians. Any preliminary ac-
tions at the installation level involving this
Act and which are contemplated to have a
major impact on civilian NAFIs will be
communicated directly by phone to the
BDAAFCWF (AUTOVON 227-4761/
4839). The responsible Army or Air Force
official cited in AR 210-25 or AFR 34-2
will also be contacted. Additionally, an in-
formation copy of DA, DAF, and Defense
Agency reports relating to civilian NAFIs
under the law will be provided the
BDAAFCWEF.

b. To comply with the revenue-sharing
requirements of Pub.L.No. 95-316, civilian
NAFI custodians will maintain the informa-
tion below on a current and accurate basis.
Custodians will verify any information fur-
nished by the servicing accounting office.

(1) For both direct and contractor-operat-
ed vending machines. :

(a) Current inventory of all vending ma-
chines by building designation (name or
number) and where sited within or outside
the building (for example, entrance, loading
dock, or third floor rear).

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

{c) Monthly sales by machine and total
sales per building.

(d) Total income subject to sharing with
the State licensing agency, by month per
building.

(e) Amount due the State licensing agen-
cy, by month.

(2) For direct vending machine
operations.

{a) Monthly net income, by machine and
total per building.

(b) Monthly pro-rated expenses, by ma-
chine and total per building.

(3) For contractor-operated vending
machines.

(a) Monthly net commission income paid
by the contractor, by machine and total per
building.

(b) Any monthly pro-rated NAFI ex-
penses associated with contract manage-
ment, such as utilities, accounting, and
procurement.

Chapter 3
The Arm
Welfare

and Alr Force Civilian
und

Section |
Organization

3-1. Purpose of the AAFCWF NAFI

By the joint Army and Air Force agreement
cited in paragraph 1-4, the AAFCWF has
been established at the' DA and DAF level.
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It serves as the central successor fund
through a joint depository for civilian NAF
moneys initially derived from the operation
of civilian NAFIs at installation level. The
AAFCWF's resources are expended for
purposes authorized by this regulation.
These purposes center on assisting major
and installation commanders in establishing,
operating, and maintaining adequate MWR
programs, services, and facilities for the
Federal civilian work force in the 50 United
States and other geographical areas in
which they are approved to operate.

3-2. Concept of fund operations

a. Within the joint Army and Air Force
Civilian Welfare Fund, there are two princi-
pal accounting segregations: an Army ac-
count and an Air Force account.
Transactions pertaining to cither an Army
or an Air Force civilian NAFT will be han-
dled within the appropriate Army or Air
Force account. The Defense Agencies will
be a part of the Army account. Transactions
not so identifiable will be divided between
the Army and the Air Force accounts on a
prorata basis as determined by the
BDAAFCWF to be in the best interests of
DA, DAF, and the Defense agencies.

b. In the event of the disestablishment
and dissolution of the AAFCWF, the resid-
ual assets of the Army and Air Force ac-
counts will be distributed to an Army
Central Civilian Category IV NAFI and an
Air Force Central Civilian Category IV
NAFI. The designation of these departmen-
tal-level successor civilian NAFTs is in ac-
cordance with authorizations contained in
DOD Directives 1015.1 and 1015.8. Assets
will be distributed in a fair and equitable
manner, as provided for in the joint agree-
ment. The activation of these central succes-
sor civilian NAFIs at departmental-level
will be contingent upon and simultaneous
with the dissolution and disestablishment of
the joint AAFCWF NAFL

3-3. Board of Directors, AAFCWF

a. As a result of the joint Army and Air
Force agreement, the Board executes its re-
sponsibilities through these functions:

(1) Ensures that civilian NAFIs are es-
tablished, administered, and disestablished
in accordance with this regulation and the
Army and Air Force regulations referenced
in appendix A.

(2) Establishes policies and procedures
within the guidance and direction of OSD
issuances, by specifying—

(a) The types of authorized civilian
MWR activities, including restrictions on
items that may be sold.

(b) The number and type of civilian
NAFIs authorized and the propriety of
their receipts and expenditures.

{c) Amounts of net working capital that
may be accumulated and retained by civil-
ian NAFIs.

(d) Other applicable procedures to be fol-
lowed in the administration of civilian
NAFIs.
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(3) Requires reports as necessary, or as
otherwise directed by OSD, for adequate
control and supervision.

(4) Publishes an annual budget letter of
instruction and conducts management re-
view of budgets prepared by all civilian
NAFIs. From budget submittals, develops
tentative funding priorities for possible
AAFCWF loan or grant support.

(5) Continuously reviews the program of

installation Federal civilian employee MWR
activities and the financial status of civilian
NAFIs. Within this review, assures that all
required payments to the AAFCWF are be-
ing made.
. (6) Coordinates and recommends to DA
and DAF matters concerning accounting
procedures and systems for civilian NAFIs.
Responsible departmental accounting offices
are the: Office of the Assistant Secretary of
the Army for Financial Management, Office
of the Director of Finance and Accounting;
the Assistant Comptroller of the Air Force
for Accounting and Finance; and the Air
Force Military Personnel Center.

(7) Controls the use, distribution, and
disposition of civilian NAFI assets to ensure
equitability of benefits, based on demon-
strated civilian MWR program needs. Exer-
cises control over use of civilian NAFs
through funding approval of jointly funded
and capital expenditure projects, as further
delineated in paragraphs 1-12j and 2-26,
respectively.

(8) Assists P/BR and CWF NAFIs
through loans and grants within the finan-
cial capabilities of the AAFCWF and con-
sidering the priority need of the request.

(9) Recommends approval or disapproval
to the SA or SAF, as appropriate, of the ac-
ceptance by a civilian NAFI of contribu-
tions or donations from sources outside the
military departments valued in excess of
$50,000 for the Army or $10,000 for the Air
Force.

(10) Interprets this regulation and autho-
rizes exceptions only when justified and not
otherwise prohibited by controlling
directives.

b. As the governing body for the
AAFCWF NAFI, the Board has the follow-
ing functions:

(1) Supervises the administration of the
Category IV AAFCWF NAFI.

(2) Determines accounting segregation of
funds within the AAFCWF between Army
and Air Force accounts.

(3) Approves internal administrative pro-
cedures and controls proposed by the execu-
tive secretary.

(4) In accordance with paragraph 2-11,
schedules an annual audit of the AAFCWF.

(5) Reviews analyses of financial state-
ments and reports of audit and inspection of
the AAFCWF and assures necessary correc-
tive action, as appropriate.

(6) Within the guidance prescribed by
AR 215-1 and AFR 176-2, as applicable,
assures timely investment of available
AAFCWEF cash assets.



3-4. Board office administration

a. The BDAAFCWF will appoint an ex-
ecutive secretary to serve as recorder-custo-
dian and otherwise manage the fund. The
executive secretary will also act as the civil-
ian MWR program manager. As custodian
of the AAFCWF, the executive secretary
will be responsible for secretariat duties, co-
ordination and staffing of actions, and poli-
cy development, implementation, and
interpretation, as directed by the Board and
all applicable regulations.

b. In maintaining a secretariat office for
conducting Board functions, the executive
secretary will supervise a staff of NAFI em-
ployees compensated from the AAFCWF.
At the request of the Board, and with the
concurrence of the Deputy Chief of Staff for
Personnel, DA, NAFI employees of the
Board are administered in accordance with
AR 215-3.

¢. The department providing the
chairperson will generally oversee the ad-
ministration of the Board’s staff office. Of-
fice space, supplies, equipment, and
furniture will be provided by each Depart-
ment on an equitably shared basis.

Section Il
Financial Operations

3-5. Authorized receipts
Authorized receipts of the AAFCWF will
include—

a. All residual assets, including securities
and proceeds from sale of fixed assets, of
dissolved civilian NAFIs. )

b. Dividend distributions from P/BR
NAFISs or other NAFIs, as appropriate.

¢. Cash, securities, or other assets of indi-
vidual civilian NAFIs deemed excess.

d. Contributions or donations for the
welfare of civilian employees of the Army,
Air Force, or Defense agencies.

e. Interest on investments and bank ac-
counts of the AAFCWF.

/. Repayments on loans from the
AAFCWF.

g Moneys or other assets to be held in
trust for civilian NAFIs.

h. Such other moneys that the
BDAAFCWF may determine appropriate
to further the purpose of the civilian NAF
system, not otherwise prohibited by DOD
NAFI policy.

3-6. Authorized disbursements
Disbursements may be made from the
AAFCWF for the following:

a. Expenses incurred in the operation of
the AAFCWF as a NAFI, including sup-
port of the Board staff office.

b. Loans or grants to civilian NAFIs, as
prescribed in chapter 2, section III.

¢. Payment of approved tort or other
claims not otherwise payable from central-
ized or other DA or DAF insurance
programs.

d. As the successor fund, liquidation of
any outstanding claims of creditors of civil-
ian NAFIs, in the event of dissolution or
disestablishment.

e. Such other expenditures as may be de-
termined necessary by the Board. These
must assist in civilian employee MWR pro-
grams and the operation of the civilian
NAFI system not otherwise prohibited by
DOD NAFI policy.

Chapter 4
Category |l Restaurant NAFIs

Section |
Organization

4-1. Concept of operations

a. This chapter sets forth policies and
broad guidance for the operation of Catego-
ry II post/base restaurants (P/BRs). P/BR
services are primarily for but not limited to
the Federal employees on the installation.
Paragraph 4-9 implements DOD policies
concerning the authorized patronage of the
P/BR. Paragraph 1-13 implements pro-
gram priority guidance contained in DODI
1015.2 and DODD 1015.8 on the establish-
ment and continuance of civilian MWR
programs.

b. DODI 1330.18 authorizes more than
one NAFI food service and resale outlet to
operate on a DOD installation. These out-
lets may meet food service and some limited
resale needs of the DOD personnel station-
ed or working on the installation or in the
immediate area.

(1) NAFI food service operations are
designed to meet differing patron needs and
preferences, as well as the requirements of
other MWR programs for financial support.

(2) Geographical dispersion and location-
al siting of the various food service facilities
on the installation are also major
considerations. '

¢. P/BRs have the primary responsibility
for meeting the food, beverage, and other
resale needs of the installation’s Federal ci-
vilian employee work force. Only through
Category II P/BR net income can Category
IV CWF programs for the work force be fi-
nancially viable. The P/BR is authorized by
DOD resale policy to operate on installa-
tions, in buildings, or in areas where the
work force is predominantly civilian. The
triennial surveys required by paragraph

-1-13 should substantiate these employee re-

sale requirements. Requests for activation
loans or grants will be submitted to the
BDAAFCWF through command channels
in accordance with paragraph 2-17.

4-2. |dentification of a restaurant

a. In authorizing Category II NAFIs,
DODI 1015.2 provides for “Civilian Din-
ing/Vending and other Resale Activities
and Services” as one of the NAFI types that
is explained as follows: “Includes the func-
tions of providing other than through ex-
changes, reimbursable goods and services to
authorized patrons, and funds to support
other designated morale programs.”
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(1) Category II NAFIs (P/BRs) ar
authorized to provide the resale service
listed in paragraph 4-6. .

(2) Category II NAFIs also have th:
mission of *“support to other designated mo
rale programs,” that is, those MWR pro
grams supported by the Category IV NAFI

b. Examples of P/BR identification ar
listed below. Any other title of the Categor
II P/BR will be phased into the above stan
dard identification at the earliest practica
date.

(1) Post Restaurant NAFI, Rock Islanc
Arsenal.

(2) Post Restaurant NAFI, Fort Devens

(3) Post Restaurant NAFI, Defense Gen
eral Supply Center, Richmond.

(4) Base Restaurant NAFI, McClellar
Air Force Base.

¢ Facilities and services operated unde:
concessionaire contracts will not be identi
fied with the name of the contracting P/BR
NAFI. All business of the concessionaire
will be transacted in the name of the privat
individual or business entity according tc
the contract. The status of “Federal instru-
mentality” may not be used by P/BR NAF!
contractors.

4-3. Criteria for a restaurant

Since the resale activities of all Category I!
NAFIs must be largely self-sustaining, the)
are dependent on the income flowing from
the market demand for their goods and
services. They receive only limited APF
support and no NAF subsidies. Initial es-
tablishment, continuance, and resale outle!
locations must therefore be judged in terms
of fulfilling the criteria outlined in para-
graph 1-7, with particular emphasis on the
following:

a. Predominance of the civilian work
force at the installation or in the location or
area to be served by the outlet.

b. Current availability and convenience
of other resale activities, and the patronage
eligibility of the civilian work force.

¢. Product line and sales projections by
item adequate to support a reliable income
capability for continued operations, capital
requirements, and dividend declarations.

d. Facility availability.

e. Budgets to support the above, such as
AOB, CEB, and cash. (See para 2-6.)

4-4. Restaurant council
responsiblilities

In addition to the civilian NAFI council
guidance provided in paragraph 1-9, the
guidance below also applies:

a. A chairperson and a recorder will be
elected by the council. The restaurant officer
will serve as a nonvoting member; the cus-
todian may serve as recorder. Because of
potential or perceived conflicts of interest,
council members must not be employed by
or be in supervisory positions with other
NAFI food service activities, such as a mili-
tary club or open mess.

b. In its governing role, the specific du-
ties of the council are to administer the
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NAFI, monitor the performance of the res-
taurant officer, and be generally responsible
for the restaurant operation through the fol-
lowing specific functions:

(1) Is responsible for financial planning
and management, including pricing of resale
items. Reviews budgets and recommends
approval or other action to commander.
This includes assuring that income is re-
ceived only from authorized sources and
that expenditures are within the purpose for
which the NAFI was established. Council
approval of individual expenditures is not
necessary; however, dollar thresholds of ap-
proval may be established for compliance by
the custodian. Budget action includes NAF
personnel position control.

(2) Reviews financial statements, reports
of audit and inspections, inventories, and re-
sults of other restaurant activities. Takes or
directs necessary action, as appropriate.

(3) Within guidance of applicable NAFI
regulations, presents recommended changes
in policy, organization, and operation of
restaurant activities to the installation com-
mander for approval.

(4) Determines the adequacy of the res-
taurant services offered to the employees of
the installation with the assistance of the in-
stallation CPO.

(5) Periodically reviews the operation of
restaurants to determine conformance with
all regulations and directives. Takes action
to correct any irregularities.

(6) Assures provision of adequate insur-
ance, including fidelity bonding or employee
dishonesty, to be carried by the restaurant
NAFI, as required by AR 215-1, AFR
34-3, Volume VIII, and paragraph 2-14 of
this regulation.

(7) Plans for replacement of fund proper-
ty and the financing of future requirements
through the CEB, including minor and ma-
jor capital expenditures.

(8) Approves dividend distribution plans.

(9) Monitors and compares financial re-
sults with the approved budget to assure
achievement of the net income objective.
Distributes dividends to the Category IV
CWF and the BDAAFCWF.

(10) Assures necessary action on sanita-
tion, security, fire protection, and mainte-
nance of restaurant buildings and facilities
in coordination with appropriate officials.

(11) Assures proper redistribution/dis-
posal of NAFI property in accordance with
paragraph 2-25.

¢. The record of the council proceedings
will consist of —

(I) Minutes of each meeting signed by
the recorder, countersigned by the chairper-
son, and reviewed by the council members
at the next meeting.

(2) Approval or disapproval, in writing,
by the installation commander of actions
and recommendations of the council.

d. A copy of the approved minutes will
be forwarded to the MACOM or MAJCOM
and a copy to the BDAAFCWF.
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4-5. The restaurant officer and
custodian

a. The installation commander will select
and appoint a qualified Federal employee of
the installation or a commissioned or war-
rant officer to be “restaurant officer.” Under
the general guidance of the P/BR council,
the restaurant officer will be in executive
control of all Category II P/BR activities.
Duties as P/BR NAFI custodian may be in-
cluded or be separately assigned to another
person per paragraph 1-10. If a NAFI em-
ployee serves as the professional restaurant
manager of a direct operation and is other-
wise qualified, he or she may also be ap-
pointed to serve as both the restaurant
officer and custodian. The work perfor-
mance of such a NAFI employee will be
evaluated and rated by the appropriate su-
pervisor as provided for in AR 215-3 or
AFR 40-7, as applicable. At locations
where the restaurant is operated by con-
tract, the restaurant officer/manager duties
will normally entail only part-time, addi-
tional duties associated with ECECS. In ac-
cordance with DODD 1015.4, APF
personnel, military or civilian, may not be
assigned fulltime duties as restaurant officer.

b. The restaurant officer/custodian will—

(1) Serve as custodian of the Category II
P/BR NAFI in accordance with paragraph
1-10 and other applicable regulations per-
taining to custodian duties.

(2) Exercise direct supervision over and
coordinate all activities of the restaurant,
ensuring its proper management to
include—

{a) Maintaining current knowledge of the
food service industry, including trends and
future developments that may be useful to
P/BR operations.

(b) Complying with food management
guidance in paragraph 4-8.

(3) Serve as a nonvoting member of the
restaurant’s governing council to include—

{a) Recommending changes in policy, or-
ganization, and operation of the P/BR.

(b) Briefing the council on the financial
status, operating efficiency, and.variance
from budget and previous periods in operat-
ing results.

(c) Assisting the council in pricing resale
items.

(4) Continuously evaluate the adequacy
of restaurant and/or other authorized cus-
tomer services provided by the P/BR. The
restaurant officer will enforce patronage eli-
gibility requirements delineated in para-
graph 4-9.

(5) Plan for the financing of future re-
quirements, including modernization and
replacement of assets, as well as—

{a) Preparing or assisting in the prepara-
tion of all Category II P/BR NAFI
budgets.

(b) Cooperating and coordinating with
the CWF NAFI custodian during budget
development to assure understanding of P/
BR dividend capabilities and CWF
requirements.

(6) Comply with departmental regula-
tions in matters of sanitation, security, fire
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protection, and facility maintenance in coor-
dination with the proper officials.

(7) Administer the property assets of the
NAFI in accordance with this regulation,
AR 215-1, AR 215-5, AFR 176-10, and
other departmental guidance.

(8) Establish and enforce an adequate
system of internal control. He or she will re-
quire strict adherence to the policies and
procedures contained in this and other regu-
lations that govern Category II P/BR
NAFIs.

(9) Review and assure timely submission
of the monthly financial reports to the
BDAAFCWEF, as well as special reports as

(10) Recommend or take corrective ac-
tion, as appropriate, following the review of
financial statements and other control
reports.

(11) Assure accurate and timely compu-
tation and distribution of dividends to the
Category IV CWF NAFI in accordance
with paragraph 4-14.

(12) Review P/BR NAFI reports of au-
dit, inspector general reports, and board of
officer reports, as applicable. He or she will
assure that irregularities are corrected and
findings and recommendations are respond-
ed to.

(13) Implement policies and administer
procedures of the DOD NAFI personnel
system, for example, ensure that vacancies
are filled promptly, and job descriptions are
current. (See AR 215-3 and AFR 40-7.)
Also included are—

(a) Justifying all Category II P/BR
NAFI personnel positions to the council.

(b) Developing and conducting employee
training programs in accordance with para-
graph 2-21.

(14) Enforce terms of concessionaire con-
tracts or management agreements. Alterna-
tively, the restaurant officer will assist the
proper official (contracting officer) in so
doing.

(15) Maintain all administrative files and
records as well as regulations, directives,
manuals, trade publications, internal operat-
ing procedures, and other material pertinent
to the NAFI and food services to include—

(a) Advising the council of any changes
or additions to be recommended for change.

(b) Implementing changes within the
area of responsibility.

Section Il
Authorized Programs, Activities, and
Patronage

4-8. Authorized resale activities

a. Subject to the restrictions in d below,
the pricing guidance in paragraph 4-13, and
the approval of the MACOM or MAJCOM,
resale activities are authorized to be operat-
ed by an established Category II P/BR
NAFI. Locations may be on the premises of
a restaurant activity or of buildings and ar-
eas of predominant civilian employee popu-
lation. Resale includes the following:

(1) Restaurants, cafeterias, snackbars,
and mobile canteens for the sale of food,



beverages, confections, and tobacco
products.

(2) Product vending machines.

(3) Newsstand.

(4) Amusement machines, except that no
gambling devices such as punchboards, jar
bingo, slot machines, or similar devices are
authorized to be operated.

(5) Recreational and athletic facilities,
such as bowling alleys, when operated as in-
come-producing activities on a continuing
basis.

(6) Sale of safety clothing and equipment,
plant protective clothing, and other similar
industrial-type personal items required in
employees’ official duties.

b. Subject to d below and the prior ap-
proval of the Board, a Category II P/BR
NAFI may sell other items of personal use
necessary during the workday. These will be
of utility standard and will exclude items
within specialty or luxury price categories.
Examples of personal use items are—

(1) Sanitary goods and supplies.

(2) Simple drug remedies including stan-
dard first-aid items.

(3) Apparel repair items and cmergency
replacements.

(4) Smoking accessories, tonletnes, and
cosmetics.

¢. When limitations of a or b above cause
undue hardship to civilian employees, and/
or at isolated installations where the person-
nel strength is predominantly civilian em-
ployees residing on the military reservation,
the P/BR may operate additional resale ac-
tivities, but only with the prior approval of
the BDAAFCWF. Requests for additional
resale activities or items will be processed in

- accordance with the procedures and format
of paragraph 1-7, as adapted to the individ-
ual request.

d. Subject to the above limitations, no
items will be authorized or sold that are not
included within the list of authorized items
in DODD 1330.9, as implemented by AR
60-20/AFR 147-14, appendix C.

4-7. Methods of resale operation
Authorized resale operations of a civilian
NAFI may be conducted on a direct or “in-
house™ basis, on an indirect or contract ba-
sis, or by a combination of the two.

a. Direct operations. In the direct opera-
tion method, the Category II P/BR NAFI
is the basic management entity and the fi-
nancial vehicle through which all operations
are conducted.

(1) The NAFI is the employer of all re-
sale personnel, and provides the necessary
resources, including cash assets, resale mer-
chandise, furnishings, fixtures, and equip-
ment (except any authorized use of surplus
Government-owned equipment).

(2) All consummable and most expenda-
ble products or supplies are purchased by
the NAFI, which also pays other operating
expenses as required by AR 215-1 or AFR
215-5.

(3) In direct operations, net earnings or
losses accrue solely to the NAFI for subse-
quent use, absorption within the entity, or

other disposition. Total responsibility is
vested in those responsible for the manage-
ment of the NAFI—the restaurant officer/
custodian, manager, and council, subject to
the approval of the commander.

(4) Direct resale operations by a NAFI
are afforded the immunities and privileges
of Federal instrumentality status.

(5) The P/BR NAFI is the employer and
all employee costs are its responsibility.
These costs include pay and benefit pro-
grams, as well as the incentive/recognition
awards authorized in paragraph 2-19.

b. Indirect operations. Indirect resale op-
erations are conducted through contractual
arrangements or agreements rather than di-
rectly by the NAFI. Although the contract
is between the NAFI and the contractor,
the role of the NAFI is broader, and princi-
pally one of defining terms and assuring
compliance.

(1) Services to be provided are rendered
by contractor personnel, and other re-
sources necessary for fulfillment of the con-
tract are determined by its terms. Terms,
for example, include assets.to be furnished
and by whom, items or services to be sold,
and prices, fees, and charges to be in effect.

(2) In contract operations, net earnings
or losses accrue to the contractor, who pays
a commission fee to the NAFI.

(3) NAF management has a less active
role in the daily operations of resale activi-
ties. Relations with the contractor are car-
ried out by the contracting officer and any
duly appointed contracting officer’s
representative.

(4) A contractor, in conducting resale
operations for a NAFI, is not entitled to the
immunities or exemptions and privileges of
a Federal instrumentality.

¢. Combination operations. A P/BR
NAFI may directly operate one or more re-
sale activities (for example, food service),
but contract out other activities (for exam-
ple, amusement machines), thus combining
direct and indirect operations in the NAFI.
An individual activity’s management, finan-
cial, and legal characteristics necessarily de-
pend on whether its operation is direct or
indirect.

d. Reporting. Gross sales from direct op-
erations are reported on the required peri-
odic financial statements. Gross sales of
concessionaires will be reported by a foot-
note to the income statement, as prescribed
in paragraph 2-7.

4-8. Food management

The efficiency and effectiveness of direct
food service operations prior to food prepa-
ration and serving require that certain key
steps receive the close and continual atten-
tion of management. The culmination of
these interrelated functions can be reasona-
ble prices, a minimum of wasted food dol-
lars, and progress toward achieving
budgeted financial goals. Indirect, contract
operations may be guided by these consider-
ations. Food management personnel are
urged to supplement the basic information
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contained herein by referring to specializec
DA and DAF NAFI food publications.

a. Purchasing and ordering. Food acqui-
sitions are initiated by a purchase request
order, or contract. However, these forma
documents must be preceded by the manag:
er's determination of needs, specifications.
and requirements. In turn, these are based
on managerial experience, customer prefer-
ence, sales data, menu projections, and oth-
er management “indicators.”

(1) Installation central purchasing offices.
where available, can assist the restaurant of-
ficer in the purchasing/ordering workload.
They also diminish the opportunities for ir-
regularities in the buying process.’

(2) In addition to commercial purveyors
commissaries are also an authorized source
for civilian NAFI food purchases. -

b. Receiving. Receiving is an important
part of the food purchasing operation, since
full value actually received can only be as-
sured by checking the shipping ticket and
invoice with the initiating order or contract
and its specifications. Steps in receiving in-
clude the following:

(1) The required veterinarian inspection
will be made for food wholesomeness and
proper handling. This is done upon receipt
of a perishable shipment at a designated
point on the installation. ‘

(2) Next, quality, quantity, and weight
will be checked, usually at the NAFI stor-
age area, by observation, sample, count, or
weight.

(a) Only qualified, authorized storeroom
personnel should be involved, whether
goods are received at a central location or
directly at the using facility.

(b) Supervisors should make unan-
nounced spot checks.

(3) Copies of the authenticated reeelvmg
report, signed or initialed and dated, will be
promptly prepared and distributed, includ-
ing copies to the servicing accounting and
purchasing offices.

(4) Invoice adjustments or claims acnon
will be taken against damaged, over or
short, or concealed loss merchandise.

(5) Partial payments may be necessary in
order not to lose discounts and in order to
maintain good relations with suppliers. See
paragraph 1-12p for applicability of the
Prompt Payment Act (Pub.L.No. 97-177).

¢. Storing and issuing. Essential to con-
trolling food costs are locations that are
physically secure and accessible only to
authorized personnel. A physical environ-
ment appropriate to preserving a variety of
food products must also exist. 4

(1) Pilferage and spoilage must be contin-
uously guarded against.

(2) Daily inventories of sensitive or high-
cost items and frequent inventories where
problems exist or are suspected can be effec-
tive controls over storing and issuing.

(3) Issues from a storage facility will be
promptly and accurately documented.

(4) To preclude deterioration, perishable
items should be issued on a first in, first out
basis.
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d. Inventories. Receiving reports are the
basis on which inventory accounts and rec-
ords are initiated and maintained. Subse-
quent issuing reports reflect the flow to
resale outlets. The resultant balances then
become the recorded standard of measure-
ment against which periodic inventory
counts are taken and compared.

(1) Inventory adjustments are made to
stock record cards or automated perpetual
inventories, following verification of the
physical inventory.

(2) Required monthly food inventories
may be taken by employees, except store-
room personnel should not serve as invento-
ry recorders. Where independent inventory
team members are required, commanders
may appoint installation civilian employees.
Those NAFI inventories required by de-
partmental directives are considered an es-
sential element of ECECS and may be
performed on official duty time.

e. Some gross income considerations.

(1) Selling prices are a responsibility of
the P/BR NAFI council in coordination
with the restaurant officer and/or manager.
Menu cost cards are a useful tool in arriving
at appropriate food prices. They describe
the menu item and each ingredient cost for
both current and projected FY quarters.
These cards enable the computation and
comparison of current and desired mone-
tary costs and cost percentages with the
current selling price in order to derive the
menu selling price. Such menu item analy-
ses can be used for monitoring current oper-
ations, making menu price changes, and
constructing financial plans and budgets.
Similar to other aspects of food manage-
ment, attention to detail frequently is the
difference between success or failure—profit
or loss.

(2) Food “scatter sheets” measure the
mix of individual item sales and are an ac-
curate reflection of customer reaction to the
daily menu. This enables menu adjustments
to be made in order to more closely approx-
imate customer preferences. Menu item
sales data, coupled with menu item cost
card data, can determine whether prices are
adequate to achieve budgeted gross income
goals.

(3) Low actual gross income, as com-
pared with desired or budgeted gross in-
come goals, can be attributed to causes
other than lack of customers. Examples are
as follows:

(a) Sales revenue may be lower than
planned because of unrecorded or inaccu-
rately recorded sales at the cash register.

(b) Food may be wasted in preparation
or serving.

(c) Carelessness or lack of close
supervision.

(4) Other factors also have an unfavora-
ble influence on cost of goods sold (COGS).

(a) Ineffective portion control increases
consumption or wastage and thus affects
purchases, without an off-setting increase in
sales revenue.

(b) Pilferage and theft lower the gross
sales dollars.
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{c) Inaccurate inventories may drive up
COGS and thereby reduce gross income.

[ Health and sanitation.

(1) Nutrition programs will aim to en-
courage and assist all civilian employees to
establish and maintain dietary habits con-
tributing to good health, disease prevention,
and weight control. Food calorie informa-
tion should be readily available. Meals with
reduced amounts of fat, salt, and calories
should be offered. Snack bars and vending
machines should also offer nutritious alter-
natives, such as fresh fruit, fruit juices, and
whole grain products.

(2) Nonsmoking areas will be designated
and posted in all eating facilities. Smoking
areas will be permitted only if adequate
space is available for nonsmoking patrons,
and ventilation is adequate to provide them
a healthy environment.

(3) The food service sanitation standards
prescribed in AR 40-5, TB MED 530, and
AFR 161-26 apply to P/BR operations in
the receipt, storage, preparation, and serv-
ing of food products, particularly those that
are perishable or of animal origin. These
standards also apply to the facilities, equip-
ment, and personnel utilized in fixed, mo-
bile, or vending machine methods of
operation. All NAFIs are subject to the
veterinary services food inspections required
by AR 40-657. These particular standards
apply equally to direct and indirect P/BR
operations. .

(4) The policy and procedural guidance
contained in AR 40-660/AFR 161-42 re-
lating to the DOD hazardous food recall
system apply to all P/BR NAFIs. Food will
be recalled as individual inspection and re-
call are officially announced.

4-9. Authorized patronage

a. The patronage authorizations that fol-
low are an implementation of DODI 1015.2
and DOD 1015.8-R for civilian NAFIs.
Dependents are referred to as “family mem-
bers” in DA regulations and are defined in
the glossary.

b. Patronage of the Category 11 P/BR
food, beverage, vending and amusement ma-
chine resale activities and facilities listed in
paragraph 4—6a(1) through (4) is authorized
for the following without identification:

(1) DOD and other civilian employees
working on the installation and their depen-
dents and guests.

(2) Uniformed personnel, active duty and
retired with pay, and their dependents and
guests; members of Reserve components
while on inactive duty for training.

(3) Unremarried former spouses and oth-
er dependents entitled to commissary, ex-
change, and theater privileges.

(4) Authorized visitors at the installation.

¢. Authorized patronage of the non-food
Category II P/BR “other resale activities”
and facilities listed in paragraph 4-6a(5)
and (6) and 4-6b is extended to the follow-
ing upon presentation of official identifica-
tion cards, badges, or documentation that
offers proof of eligible status:
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(1) DOD and other civilian employees
working on the installation and their depen-
dents. Accompanied guests of the foregoing
may participate in recreational and athletic
activities only but may not purchase mer-
chandise, other than food, beverages, and
vending machine items.

(2) Uniformed personnel, active duty and
retired with pay, and their dependents.
Guest restrictions cited in (1) above also
apply.

(3) Unremarried former spouses and oth-
er dependents entitled to commissary, ex-
change and theater privileges.

d. Patronage of the special Category II
P/BR NAFI “other resale services” and fa-
cilities referred to in paragraph 4—6¢ will be
as authorized by the BDAAFCWF at the
time of approval of these additional resale
activities. This authorization will normally
be limited to those patrons listed in b(1),
(2), and (3) above.

e. The P/BR may also sell to other
NAFIs of the installation upon presentation
of an approved purchase order or other ap-
propriate NAFI document.

4-10. Aicoholic beverage control

a. Alcoholic beverages include malt bev-
erages, wine, and distilled spirits. AR 215-2
and AFR 215-7 contain the DOD alcoholic
beverage policies that apply to all NAFIs on
Army and Air Force installations, respec-
tively. These regulations authorize malt bev-
erage resale by the drink, that is, not in
bulk, by Category II civilian P/BRs. All
other alcoholic beverage purchase, resale, or
dispensing by civilian NAFIs, and any fu-
ture requests for malt beverage serving, re-
quire the approval of OSD. Such requests
will be fully justified in writing on an addi-
tional location basis and forwarded through
channels to the BDAAFCWF for further
action and recommendation to the OSD.

b. Policies established by installation
commanders to discourage the abuse of al-
coholic beverages apply equally to civilian
NAFIs. These may include but are not lim-
ited to generalized controls over the dis-
pensing and serving of alcoholic beverages
and specific restrictions over reduced pric-
ing, identification and age of patron, con-
sumption -controls, and taxation.

Section Il
Restaurant Financial Management

4-11. Financlal planning objectives

a. Category II P/BR NAFI pricing poli-
cies for direct operations must be balanced
to achieve several objectives, including the
prescribed net income requirement for divi-
dend distributions; the NAFI's operating
and capital requirements; the need to serve
quality products; and customer satisfaction.
(Sec para 4-8.) These objectives are interde-
pendent. They are not independent of one
another. They are not listed in an order of
priority. Quality food at reasonable prices
attracts customers, whose patronage is nec-
essary in achieving the objectives of the
budget. The P/BR NAFI must not only



sustain its own MWR activity but aiso
much of the Category IV CWF program.
Such diverse priority considerations demand
realistic financial planning in both the short
and long terms.

b. To ensure financial stability and to
provide a regular dividend distribution base,
directly operated P/BR NAFIs will plan for
and budget an annual net income objective
of at least 4 percent of gross sales to provide
for the following:

(1) Monthly and any special dividend
distributions to the installation CWF.

(2) A monthly dividend distribution to
the AAFCWF.

(3) NAFI loan payment, if applicable.

(4) Funds necessary for capital expendi-
ture budget projects approved for the cur-
rent FY.

(5) Current FY actions recognizing fu-
ture capital expenditures, for example, sink-
ing fund deposits and equity reserves. (See
para 2-10.)

¢. Monthly operating budgets are autho-
rized to reflect less than the annual net in-
come budget plan. However, quarterly and
annual financial plans must compensate in
order to meet the annual approved budget
(minimum 4 percent net income) by the end
of the FY.

d. Indirect or contract operations, as pro-
vided for in section IV, must also recognize
the financial planning objectives of the Cate-
gory II P/BR NAFI and the Category IV
CWF NAFI. A net income must be earned
by the contractor; dividends must be paid;
assets must be replenished, replaced, or re-
paired; and contractor operating expenses
and COGS variances must be closely fol-

“lowed. Paragraph 4-14 provides for a distri-
bution from indirect operations to Category
IV NAFIs.

4-12. P/BR accounting, reporting, and
analysis

a. Accounting and reporting instructions
for Category II P/BR NAFIs are in para-
graph 2-7. These supplement the instruc-
tions in AR 215-5 and AFR 176-10.
Departmental reporting instructions may
require earlier submittal as long as a copy of
each monthly statement arrives at the
BDAAFCWEF no later than the 30th day of
the month following the reporting period.
DODI 7000.12 prescribes that all MWR ac-
tivities and their supporting NAFIs be ad-
ministered through sound financial practices
in an economical, efficient, and businesslike
manner. It also requires that departmental
NAFI accounting systems be standardized
to the maximum extent practicable and be
on an accrual basis. Tangible fixed assets are
to be capitalized and depreciated. Effective
internal control systems must be implement-
ed. For reasons of economy and uniformity
civilian NAFIs utilize the DA and DAF
NAFI accounting and reporting services,
but this does not affect their status as joint
NAFIs.

b. Category II P/BR custodians will
compute, or be furnished, financial analyses
of key account variables and relationships

for their NAFIs, as outlined in paragraph
2-7.

4-13. Resale and pricing

Overall resale policy for civilian NAFI di-
rect and indirect operations is in paragraph
1-12. P/BR selling prices for goods and
services will be consistent with the income
objectives of the NAFI and the guidance ex-
pressed herein.

a. NAFI resale prices will not be sub-
stantially less than comparable commercial
establishments within the installation’s com-
muting area. Any resale of malt beverages
authorized for mealtime consumption will
be at prices not lower than those of other
installation NAFIs. Neither will the prices
of tobacco or other products sold manually
or through vending machines be lower than
comparable items and brands sold by the in-
stallation military exchange.

b. Sales to authorized patrons (para 4-9)
will be in cash. When approved by the P/
BR NAFI council, credit sales to another
installation NAFI or organization (such as
a special event or party) may be made. Such
accounts receivable will be collected in full
no later than the end of the month in which
the event occurred. -

¢. No patron will receive speclal prices or
privileges for individual or group functions
that are not available to other patrons. Such
functions or events will be priced at no less
than the minimum net return of 4 percent
of gross sales.

d. The relatxonslnp of NAFI ruale to the
payment of taxes is discussed in paragraph
2-28.

e. Food pricing oons:deratlons are in par-
agraph 4-8.

4-14. Distribution of dividends

a. Dividends for distribution to Category
IV CWF NAFIs are generated by Category
II P/BR NAFIs, whether operated on a di-
rect or contract basis. Therefore, Category
II P/BR NAFIs must earn sufficient income
to support approved installation Category
IV MWR programs. The amount of divi-
dends available for distribution normally
will be based on and paid from the current
month’s net income. However, dividends
may also be paid from net worth accumula-
tions of prior fiscal periods, either as a dec-
laration covering a net loss month or as a
special dividend.

b. Prior to the 25th of each month, the
custodian of the P/BR NAFI will—

(1) Compute the amount of dividends to
be paid as a regular dividend based on the
preceding month’s financial results. Figure
4-1 is a sample computation.

(2) Pay to the instailation CWF NAFI
an amount equal to at least 25 percent of
the net income.

(3) Pay to the AAFCWF an amount
equal to 5 percent of the net income.

¢. Twenty-five to 95 percent of the P/BR
NAFI net income will be distributed each
month to the installation CWF. Between
these limits and within approved budgets,
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the monthly percentage may vary in recog-
nition of the varying financial capabilities
and needs of both funds throughout the fis-
cal year. However, the objective is for budg-
eted and actual dividends to coincide over
the course of a fiscal quarter. In the interest
of CWF program stability, monthly
shortfalls should be offset by dividend in-
creases during follow-on months.

d. If a net loss for the month occurs, the
P/BR dividend will be computed and paid
as follows.

(1) If the P/BR NAFI has an acid test
ratio for the loss month of 1:1 or greater,
the regular distribution to the installation
CWF and the AAFCWF will be made in an
amount equal to the average monthly divi-
dend distribution to each NAFI during the
prior fiscal year. Refer to figure 4-2 for
sample computation.

(2) If the P/BR NAFI has an acid test
ratio of less than 1:1 for the loss month, no
distribution is required. It is expected that a
loss month will be a temporary situation,
since appropriate management action
should enable the P/BR NAFI to return
promptly to a net income posture.

e. Except as authorized in f below, the
remittance due the AAFCWF will be for-
warded with the financial report of the
AAFCWEF on or before the 30th day of the
month in which due. All checks will be
made payable to the Custodian, AAFCWF,
and forwarded to the post office box address
in paragraph 2-2¢.

J. When the amount due the AAFCWF
as of the end of any one month is less than
$10, the P/BR NAFI custodian will set
aside that amount as a “dividends account
payable” due the AAFCWF. When the to-
tal amounts set aside equal or exceed $10,
payment will be made to the AAFCWF.
These cumulative amounts will not be with-
held longer than 6 months. When this pro-
cedure is followed, P/BR NAFIs will
include in their monthly financial report a
statement of the amount set aside for the
current month and a statement of the total
amount carried as a liability due the
AAFCWEF as of that date. This payment
withholding procedure does not—

(1) Alter the requirement that financial
reports of the P/BR NAFI be sent each
month to the BDAAFCWF.

(2) Authorize the P/BR NAFI custodian
to withhold the payment of monthly divi-
dends due the installation CWF.

(3) Apply when concessionaire commis-
sion fees are to be submitted in accordance
with g below.

g When the restaurant activity is solely
concessionaire-operated, owns no fixed
NAFI assets, and/or has no other income
and no expenses, the following procedures
apply:

(1) The concessionaire will issue a check
made payable to the restaurant officer in the
amount of the commission fees due.

(2) The restaurant officer will, on receipt,
endorse the check for payment in full to the
installation CWF NAFI custodian.
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(3) The CWF NAFI custodian will, in
turn, follow the instruction contained in
paragraph 5-9 on subsequent disbursement
to the AAFCWF.

(4) The concessionaire financial informa-
tion delineated in AR 215-5 or AFR 176-9,
as applicable, will be forwarded to the
BDAAFCWF.

h. In addition to regular dividends, spe-
cial dividends may be paid by the P/BR to
the installation CWF. Special dividends re-
present a one-time transfer of cash to the
CWF when the financial condition of the P/

BR permits.

4-15. Financial assistance

Financial assistance to the P/BR NAFI will
be in accordance with chapter 2, section III.
See figure 2-1 for the format for a loan or
grant request to the AAFCWF.

Section IV
Contract Operations

4-16. Initiation of concession
contracts

a. To initiate a concession contract, the
following general steps must be taken:

(1) Using paragraph 4-7 as a point of ref-
erence, the P/BR NAFI council and the in-
stallation commander first determine that a
valid requirement for a concession contract
exists.

(2) Within the guidance of paragraph
2-27 the contracting official then solicits
quotations or proposals, preferably from at
least three sources. Solicitations may be
based on predetermined food or beverage
product specifications or on more general
information from which quotations may be
submitted. However, beverage product
brand distribution systems may necessarily
be limited to a single source.

(3) Restaurant officers/custodians will
work closely with their servicing purchasing
and contracting (P&C) office in translating
the food/beverage requirement to a formal
document, such as a request for quotation
(RFQ). Alternatively, a request for proposal
(RFP) may be developed in which, for ex-
ample, restaurant menu proposals are to be
submitted based on either broad or specific
product specifications, descriptive data, and
pricing limitations.

(4) RFQs and RFPs may be sent to spe-
cific prospective offerors but may also be ad-
vertised. RFQ and RFP instructions should
be uniform for all addressees. Any subse-
quent amendments must receive the same
distribution and publicity as initially
disseminated.

(5) RFPs and RFQs will be developed in
coordination with the servicing P&C office.
Restaurant officers should ensure that the
statement of work or scope of activity is rea-
sonable and achievable. If followed, it
should result in an equitable return to the
contractor, as well as the NAFIL.

b. The Randolph-Sheppard Vending Act,
as implemented by AR 210-25 and AFR
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Net income for month $2,958.14
Minimum distribution 1o installation CWF = 25% of $2,958.14 (but may be up to 739.54
95% to CWF)

Distribution to the AAFCWF = 5% of $2,958.14 147.91
Total amount of minimum dividend distribution 887.45
Figure 4-1. Sampile monthly dividend computation
Net loss for the month ($135.64)
Acid test ratio for the loss month 3.2
Average monthly dividend distribution to installation CWF prior fiscal year $568.58
Mandatory distribution to CWF for loss month 568.58
Average monthly dividend distribution to AAFCWF during prior fiscal year 75.81
Mandatory distribution to AAFCWF for loss month 75.81

844.39

Totalgnandatorydhridenddisuibuﬁonforbumonﬁasndeducﬁonnomfund

equity

Figure 4-2. Sample dividend computation for loss month

34-2, requires that the State licensing agen-
cy be solicited when a cafeteria is to be op-
erated by contract. Award must be made to
the State licensing agency if it submits a
proposal which falls within the competitive
range. These regulations contain an expla-
nation of the term “cafeteria” and will be
consulted as well as paragraph 2-31 for fur-
ther details on this mandatory program.

¢. The limitations on facilities and
services, sales, and patronage that apply to
direct operations will apply also to conces-
sion operations.

d. AR 215-1, AR 215-5, and DA Pam
215-4 or AFR 176-9, as applicable, pre-
scribe the forms or formats and provide in-
structions for initiating requests to
prospective contractors/concessionaires.
Consult these directives for further proce-
dural and documentation format
information.

e. Variable factors may be used in negoti-
ating concessionaire contracts or evaluating
quotations. These will be specifically identi-
fied in solicitations. Evaluation factors may
be part of the solicitation package; however,
factors are withdrawn when the contract is
awarded (percentages cannot be released at
any time). .

(1) As a minimum, a concessionaire will
be required to pay to the P/BR NAFI as a
commission fee an amount not less than 2
percent of gross sales (excluding Federal,
State, or local taxes collected directly form
the patron) per month when the
concessionaire—

(a) Provides all equipment and main-
tains, repairs, and replaces such equipment.

(b) Pays all utilities used in connection
with the contracted resale activity.

(2) As the variables identified in (a)
through (g) below are selectively provided
to the concessionaire within the terms of the
contract, the percentage of commission fee
to the NAFI should increase proportionate-
ly. For concessionaire operations in which
all equipment used by a concessionaire is P/
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BR NAFI-owned, the minimum net income
objective will be the same as for the direct
operation, that is, 4 percent of gross sales,
plus the expense of depreciation for NAFI
property used by the contractor. Variable
considerations include—

(a) Equipment provided by the NAFI,
the concessionaire, or both.

(b) Utility payments by the NAFI or the

(c) Maintenance, repair, and/or replace-
ment of equipment in use by either the P/
BR NAFTI or the concessionaire.

{(d) Shared purchase of equipment with
option-on termination of the contract for ei-
ther party to purchase the other party’s
share at book value and on the same per-
centage as at the time of purchase.

(e) Option on termination of the contract
to purchase fully depreciated shared equip-
ment at fair market value and on the same
percentage of ownership as at the time of
purchase.

() Option on termination of the contract
for the P/BR NAFI to purchase conces-
sionaire-owned FFE at ecither the lesser of
the undepreciated value or the fair market
value.

(g) Option for the P/BR NAFI conces-
sionaire to provide maintenance on NAFI-
owned FFE.

(3) During the negotiation process, at-
tempts should be made to increase commis-
sion fees above the minimum specified
above.

(4) A commission fee will not be consid-
ered or accounted for as a rental fee charged
for use of FFE supplied or space assigned in
the Government-owned building.

4-17. Acceptance and award

a. MACOM or MAJCOMs may require
that civilian NAFI concession contracts be
approved at their level, or only those above
specified monetary thresholds. Alternative-
ly, such contracts may receive final approval
at installation level, in which case a copy



will be furnished the MACOM or
MAJCOM for informational and monitor-
ing purposes.

b. The contracting officer will open the
offers at the time designated in the solicita-
tion and in the presence of the P/BR custo-
dian. Cafeteria contracts must be awarded
to the State blind licensing agency if their
bid is within the competitive range estab-
lished by the contracting officer, unless an
exception has been approved at DA or
DAF level. (See AR 210-25 or AFR 34-2)

¢. The awarding of the contract will be
based on the offer most advantageous to the
NAFI and the installation concerned. Ap-
proval will not be given unless the terms of
the contract provide for the payment of at
least 2 percent of gross sales of the conces-
sion operation to the restaurant as a com-
mission fee (see para 4-16e). These criteria
must be in the RFQs and RFPs issued by
the contracting officer. Factors to consider
in the award and set forth in solicitations
are as follows:

(1) Monetary return to the P/BR NAFI.

(2) Financial responsibility of the offeror.

(3) Business experience.

(4) Ability of offeror to meet terms of
contract.

(5) Such other factors as will ensure ade-
quate service.

d. The contracting officer will retain for 6
years 3 months original copies of all offers
received. Duplicate copies received will be
attached to the concession contract sent to
the installation commander for approval in
writing.

e. Concession contracts will be written in
the name of the P/BR NAFI and, as a mat-

“ter of Board policy, may be for a maximum
of 30 months unless sooner terminated. By
mutual written agreement of the parties,
subject to approval by the installation com-
mander, contracts may be renewed once to
complete a 5-year cycle. Contract expiration
dates will be monitored, both at installation
and MACOM or MAJCOM levels, to as-
sure timely renewal or other appropriate
action.

S Concessionaire contracts will be com-
pleted as prescribed in DA Pam 2154 or
AFR 176-9, as appropriate. Also applicable
to these contracts is the special accounting
and internal control guidance provided in
AR 215-1 and AR 215-5 for civilian
NAFIs on Army and Defense Agency in-
stallations. AFR 176-10 is to be used for
those on Air Force installations. Other con-
tact provisions include the following:

(1) The mandatory clauses required by
DA Pam 215-4 or AFR 176-9 and other
applicable guidance cited in this paragraph
will be included. In some instances, these
clauses reflect the applicability of Federal
laws to NAFI contracts, for example, the
Service Contract Act (SCA) of 1965, as
amended, for contracts over $2,500 when a
service in involved.

(2) A concessionaire must carry his or
her own public liability insurance, NAFI
property coverage, and the other insurance
required of concessionaires by AR 215-1

and AFR 34-3 (Volume VIII). In operating
food services, the concessionaire will carry
adequate products liability insurance. Each
insurance policy will name the NAFI and
the United States of America as insured
parties.

(3) The P/BR NAFI will not assume any
indebtedness of a concessionaire. Require-
ments for concessionaires or construction
contractors to post collateral or provide per-
formance and payment bonds to protect the
P/BR NAFI from loss in the event of con-
tract termination for default are in AR
215-1 or AFR 34-3 (Volume VIII) and
AFR 1769, as appllcable

(4) A concessionaire will pay for all uuh-
ties in: connection with contractual opera-
tions, unless a provision of the contract has
been otherwise negotiated in accordance
with paragraph 4-16. When utilities are fur-
nished by the Government on a reimbursa-
ble basis, charges will be made in
accordance with AR 420-41 and AFR
91-5.

(5) Maintenance and repair of APF or
NAFI FFE, if caused by fair wear and tear,
will be jointly funded by the contractor and
the NAFI. The contractor will pay the first
$100 of maintenance or repair expense for
each furnished item. The NAFI will pay the
remainder of the expense that exceeds $100.
Repairs necessary as a result of contractor
abuse or negligence will be paid for enm'ely
by the contractor.

(6) A concessionaire will collect, report,
and pay taxes applicable to concession oper-
ations. This includes the withholding of tax-
es from compensation paid to employees as
required by Federal, State, and local laws.

8 Copies of the contract will be fur-
nished all interested offices or parties such
as accounting services, as well as the
MACOM or MAJCOM.

4-18. Contract management

a. During the course of a contract, the
restaurant officer/custodian will, normally
as the contracting officer’s representative
(COR), monitor the contractor’s perfor-
mance in order to determine that— ;

(1) The terms of the contract are being
effectively followed by the concessionaire.

(2) Recommendations for improvements
or corrective actions are being carried out.

(3) Continuation of the indirect method
of operation is in the best interest of the in-
stallation employee work force, both in
terms of food service and monetary return
to the P/BR NAFL

(4) Goods and services approved for sale
are being reviewed and evaluated for quali-
ty, pricing, and continuance or change.

(5) Concessionaires are not representing
themselves as agents of the P/BR NAFI
and/or installation through the use of offi-
cial identification or wording on letterheads,
statements, checks, signs, or in any other
manner.

b. Some specific activities of the con-
tracting officer or COR are to—

(1) Initially conduct a joint inventory
with the contractor to record the quantity
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and condition of ail property being used in
conjunction with the contract. The custodi-
an will assure that all unusable items are re-
paired, stored, or otherwise disposed of.

(2) Inspect, or cause to be inspected, the
premises and operations of the concession-
aire to ensure full compliance with the con-
tract and with standards of service,
sanitation, and safety.

(3) Audit or cause to be audited the ac-
counts and methods of internal control es-
tablished by the concessionaire. Perform
other audits as necessary to determine
whether the proper payments are being
made by the contractor.

(4) Conduct a physical inventory of con-
tractor-furnished vending machines for veri-
fication of location, confirmation of utilities
furnished, and other contract purposes at
least once a year.

¢. The contractor must meet certain re-
quirements and submit reports as described
below. These will help the contracting offi-
cer and COR to ensure that the terms of a
contract are being fulfilled.

(1) Maintain a posted price list of goods
and services authorized for resale in accord-
ance with the terms of the contract.

(2) Submit an income (profit and loss)
statement of concession operations by the
20th of the month following the accounting
period for which applicable. Commission
fees will also be paid to the P/BR NAFI by
the 20th of the month for the preceding op-
erational month.

(3) Submit a report of sales and other
vending machine data, as listed in para-
graph 2-31. If requested by the contracting
officer, a balance sheet and analysis of net
worth may also be required from the
concessionaire.

Chapter 5
Category IV Civilian Weifare NAFis

Section |
Organization

5~1. Concept of operations

CWFs have the dual mission of financially
supporting and managing recreational and
welfare activities for all Federal civilian em-
ployees located on or logistically supported
by an installation. Although the bulk of
CWF financial support is from P/BR NAFI
dividends, incidental income may be derived
internally from limited resale activities and
participation fees and charges. However,
CWF activities are not to engage in resale
activities of a major or continuous nature
that could be considered competitive to the
principal civilian NAFI resale, revenue-
sharing entity—the Category 1I P/BR
NAFIL

5-2. Identification of a CWF

A Category IV CWF NAFI will be estab-
lished in accordance with paragraph 1-7
and designated with the name of the instal-
lation it serves. Standard identification or
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the title of the Category IV CWF will be
used at the earliest practicable date. Exam-
ples are as follows:

a. Civilian Welfare Fund, Seneca Army
Depot.

b. Civilian Welfare Fund, Fort Belvoir.

¢. Civilian Welfare Fund, Hill Air Force
Base.

d. Civilian Welfare Fund, Defense Depot
Ogden.

5-3. Criteria for a CWF

a. Because of its dependency on the Cate-
gory II P/BR NAFI for financial resources,
a CWF will not be established or continued
unless colocated with a P/BR.

b. Only one CWF will be established at
an installation.

¢. The CWF NAFI will be comprised of
the necessary number of individual instaila-
tion activity accounts to fulfill its total pro-
gram commitments to the entire Federal
civilian work force of the installation. These
program commitments center on the lei-
sure-time activities further explained in this
chapter.

5-4. The CWF counclil and the
custodian

a. General. The council and the custodi-
an, in conformance with this and other ap-
plicable regulations and directives, will
administer the CWF NAFI.

(1) The council, as governing body, will
establish appropriate civilian MWR pro-
grams and internal operating procedures.
Its financial management decisions, includ-
ing fees and charges, are subject to approval
by the installation commander or designee.
These financial decisions are carried out by
the custodian. Its MWR program decisions
may be carried out by the custodian, the
council and its committees, CWF NAFI
employees, or a combination of these man-
agement resources.

(2) The custodian’s principal duties listed
in ¢ below are those of a fiduciary holding
and administering the assets of the NAFI in
trust. The custodian may also be responsible
for some or all of the MWR programs spon-
sored or conducted by the governing coun-
cil. This will depend on the scope and
financial complexity of the programs, the
personne! and management resources avail-
able, and the capabilities of the individual
custodian. Custodians who are NAFI em-
ployees will be evaluated and their work
performance rated by supervisory personnel
in accordance with AR 215-3 or AFR
40-7, as applicable.

(3) The financial resources available to
the CWF thus dictate to a great extent its
internal organization and administration.
CWF NAFI employees and volunteers from
the workforce assist the council and custo-
dian in their program management respon-
sibilities. (See para 2-19 for prohibitions
and restrictions on Federal employees re-
ceiving pay from a NAFI.)

b. The CWF council. The council has
overall responsibility for the installation
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Category IV MWR program and the sup-
porting NAFI. Specifically, the council will
establish, plan, coordinate, supervise, and
control the MWR activities and supporting
NAFIs in the following manner:

(1) Plan and periodically appraise the
program of activities. Ensure that civilian
welfare and recreational needs are being met
and that necessary adjustments in the pro-
gram are made. (See paras 1-8, 1-13, and
5-5.)

(2) Appoint council committees as
needed to organize and conduct the activi-
ties approved by the council. A committee
should consist of at least one member of the
council, who may act as chairperson of the
committee. Other members will be chosen
on a voluntary basis from the civilian em-
ployees at the installation.

(3) Ensure that funds are properly ad-
ministered and safeguarded in accordance
with this regulation.

(4) Review all financial statements, re-
ports of audits, boards, and investigations.
Corrective action will be taken, as
appropriate.

(5) Assure that adequate insurance, in-
cluding fidelity bonding, is carried by the
NAFI as required by paragraph 2-14.

(6) Plan for the replacement of property,
as necessary, and for the financing of future
activities, facilities, and services. '

(7) Assist the custodian in developing
and approving budgets, authorizing classifi-
cations of expenditures, and validating all
NAFI personnel positions.

(8) Establish policies and procedures
governing the employee emergency loan
program to include— : '

{a) Delegating authority to a loan com-
mittee, if necessary, to act for the council on
loan requests; alternatively, delegation may
be by joint action of the chairperson and
custodian.

(b) Monitoring loan repayment
schedules.

(c) Approving writeoff and cancellation
of a loan when all means for collection have
been exhausted, including consideration of a
NAFI claim against the employee.

(9) Enforce patronage eligibility require-
ments cited in paragraph 5-6.

(10) Record all council meeting proceed-
ings in official minutes. Copies of approved
minutes will be furnished to the MACOM
or MAJCOM and the BDAAFCWEF.

¢. The CWF custodian. In addition to the
general responsibilities of civilian NAFI
custodians listed in paragraph 1-10, the
Category IV CWF NAFI custodian, as the
principal NAF resource manager, will per-
form the following functions:

(1) Account for all funds and property in
the possession of the CWF, including APF
property issued on a memorandum receipt.

(2) Serve as a nonvoting member of the
governing CWF council, recommend
changes in NAFI policy or internal operat-
ing procedures, and brief the council on the
financial status of the CWF.

(3) Plan for funding future NAF require-
ments, including fixed assets; prepare all
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Category IV CWF NAFI budgets; and co-
operate and coordinate with the P/BR
NAFI custodian during budget develop--
ment to assure understanding of CWF re-
quirements and P/BR dividend capabilities.

(4) Administer the NAFI personnel sys-
tem within the CWF in the employment of
NAF personnel; obtain contractual services
for specialized or professional services, as
required; enforce the prohibitions and re-
strictions on paying Federal employees from
NAFs per paragraph 2-19.

(5) Administer the property assets of the
NAFI in accordance with this regulation,
AR 215-1, AR 215-5, AFR 176-10, and
other departmental guidance, as applicable;
assure that all required inventories are ac-
complished; and obtain use of available sur-
plus or excess APF equipment and other
property assets.

(6) Establish and enforce an adequate
system of NAFI internal controls; review
reports of audit, inspector general reports,
and board of officer reports; assure adequa-
cy of actions to correct irregularities, or ac-
ceptable responses to findings and
recommendations.

(7) Maintain all administrative files and
records, as well as a basic file of regulations,
directives, manuals, internal operating pro-
cedures, and other reference material perti-
nent to the CWF NAFI.

(8) Advise the council of regulatory
changes or other matters affecting the
CWF

Section Il
Authorized Programs, Activities, and
Patronage

5-5. CWF programs and limitations

a. Determination of requirements.

(1) Activities listed in b below, are con-
ducted on a planned and budgeted basis and
are designed to meet needs and interests of
employees. Patron interest surveys are
required at least every 3 years and are fur-
ther described in (2) below. The program
priority guidance in paragraph 1-13 will be
followed. Civilian personnel directors/of-
ficers assist in relating these surveys and
programs to the. quality of worklife for em-
ployees as provided for in paragraph 1-8.

(2) Since facility availability, employee
interests, and financial capabilities differ
among installations, no standard program is
prescribed. However, local programs will be
planned to permit a reasonable and equita-
ble opportunity for all employees to partici-
pate. When physical fitness programs are
offered, they should encourage and assist all
civilian employees to establish and maintain
the physical stamina and cardio-respiratory
endurance necessary to better health. Civil-
ian employee NAFs originate from a broad
patronage base, and efforts will be made to
establish CWF programs that will collec-
tively benefit the employees from whom the
funds were derived. In addition to interest
surveys, a record of patron use of existing
programs and activities will be compiled



and maintained. CWF management will as-
sure that the required data are collected, an-
alyzed, and reported, and that program
adjustments are made where indicated.

(3) Program plans and activity needs will
be converted to NAFI budgets and adjusted
to anticipated income and availability of
other resources. Approved budgets will be
coordinated with the revenue-generating P/
BR NAFI and further adjustments made, as
required. Unresolved differences between
the two civilian NAFIs will be acted upon
by the installation commander or designee.
Quarterly or more frequent budget adjust-
ments may have to be made, as a result of
real or anticipated changes in the financial
status of either the Category II or IV civil-
ian NAFL

(4) Employees of a DOD tenant activity
or agency are eligible to participate in the
CWF program on the same basis as employ-
ees of the host installation. In accordance
with paragraph 5-6, employees of non-
DOD Federal agencies may also participate
when space permits.

b. Programs and activities. Examples of
approved programs and activities are as
follows:

(1) Operation of recreation centers or
employee lounges.

(2) Intramural athletics and sports; par-
ticipation in industrial leagues of the civilian
community.

(3) Group activities serving special recre-
ational, social, hobby, or occupational inter-
ests of limited numbers of employees.
Opportunity for participation must be ex-
tended to all interested employees.

(a) These special interest groups can be a

" feasible alternative to NAFI membership
associations. Although fiscally integrated
and reported as an activity of the Category
IV NAF], financial plans for the activity
may be presented to the custodian for con-
sideration within the total Category IV
budget. Activity income normally should be
generated through participation fees and
charges and considered as an offset to the
expense of programs. Golf courses, bowling
alleys, rod and gun activities, and child care
programs will be operationally self-
sustaining.

{b) In addition to continuing groups,
some groups may be organized on a one-
time or temporary basis for a particular
purpose, such as tours, game attendance, or
entertainment events.

(4) Contests for awards and prizes in
conjunction with programmed MWR activi-
ties, subject to the conditions in AR 215-1
or AFR 176-1. Awards and prizes will not
exceed a value of $50 for individual awards
and $200 for team awards, except upon pri-
or approval of the BDAAFCWF. For work
performance recognition see AR 215-3 or
AFR 40-7.

(5) Social activities, such as dances, par-
ties, and picnics, except that no Category IV
NAFs may be expended for the purchase
and subsequent resale or giving of alcoholic
beverages in conjunction with these activi-
ties. When a NAFI contemplates a contract

involving an entertainment or amusement
company, the guidance in AR 215-1, DA
Pam 215-4, or AFR 176-9, will be
followed.

(6) Participation in installation-wide
events. These may be patriotic, historical,
cultural, or of similar themes.

(7) Circulation libraries. Books,
magazines, and other reading material pur-
chased by a CWF are the property of that
fund.

(8) Retirement mementos, provided the
cost of an individual memento does not ex-
ceed $50 and APFs are not available for this
purpose. Such mementos are not considered
as falling within the prohibitions on person-
al gifts or benefits from NAFs, as explained
herein.

(9) Preventive medicine programs. These
must be essential and approved by local
medical officers in accordance with policies
established by The Surgeon General of the
Army or of the Air Force, as appropriate,
but for which APFs are not authorized.
However, civilian NAFs will neither be
used to purchase tetenus serum nor other-
wise provide a tetenus shot program for ci-
vilian employees. This policy is based on the
potential liability problems that may arise,
regardless of signed releases.

(10) Expressions of thoughtfulness, sym-
pathy, or condolence to an employee or a
member of his or her immediate family in
the event of a serious illness or death. An
expenditure for an individual occasion will
not exceed $50 or be in the form of cash.
Such expressions—

(a) Are not considered as a prohibited
personal gift. :

(b) May include donations to religious,
charitable, or similar organizations desig-
nated by the family.

(11) Emergency loans to installation Fed-
eral civilian employees, subject to paragraph
2-18.

(12) Other welfare and recreational
services (for example, summer day camps,
playgrounds, and youth activities) for Fed-
eral civilian employees and their dependents
similar to those provided by county, city, or
private agencies locally when—

(a) The location requires that employees
live on or adjacent to the installation.

(b) Local community services and facili-
ties do not meet the need.

(c) The employee cost/benefit ratio is
favorable.

(13) Bingo, provided the following poli-
cies are rigidly observed:

(a) Bingo play will be limited solely to
Army, Air Force, or DOD agency installa-
tions under exclusive U.S. jurisdiction. Also
authorized are other Army, Air Force, or
DOD Agency installations of concurrent ju-
risdiction where the playing of the game is
permitted by the State in which located.

(b) Participation in bingo games spon-
sored by the CWF will be limited to patrons
authorized in paragraph 5-6.

{c) Within DA and DOD agencies oper-
ating under Army regulations, CWF bingo
prize limits will not exceed those authorized
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for Army military social recreation pro-
grams as established in AR 215-2. Within
DAF, bingo prize limits will not exceed
those authorized for Air Force military so-
cial recreation programs as established in
AFR 215-1.

(d) Prizes awarded and expenses in-
curred in bingo activities will be defrayed
wholly from proceeds generated. Financing
thereof will not be supplemented from other
assets of the CWF NAFI.

(14) Official hosting and representation.
(Sec para 1-12h.)

¢. Identification of a Category IV civilian
MWR activity. The Category IV CWF is the
financial vehicle that supports Category IV
MWR activities. These activities, including
the facilities used or the individual pro-
grams being conducted, may be generically
identified as “civilian general welfare,” “ci-
vilian recreation,” or combinations thereof.
The activity or program may be identified
more specifically as “civilian bowling alley,”
“civilian bingo,”, and so forth. Use of the
term “civilian” in identifying an MWR ac-
tivity is for clarity in establishing sponsor-
ship and responsibility and does not alter
the broader patronage eligibility listed in
paragraph 5-6.

.d. Limitations and prohibitions.

(1) CWFs contemplating contracts with
carnivals, amusement companies, or similar
commercial entertainment enterprises will
be guided by AR 215-1, DA Pam 2154, or
AFR 176-9. Advice and counsel should be
obtained from the staff legal office. Alterna-
tively, such activities also may be conducted
jointly with the Category II P/BR or other
installation NAFls.

(2) Activities specifically prohibited are
as follows:

(a) Funding support of private organiza-
tions on DA, DAF, and Defense Agency in-
stallations. (See AR 210-1 and AFR 34-4.)
This prohibition will not affect the separate
eligibility for civilian employee membership
or participation in the activities of private
organizations. These include federally sanc-
tioned, affiliated, or local and independent
private organizations as defined in cited reg-
ulations. However, there is no relationship
between official NAFIs and these unofficial
private organizations.

(b) Continuing resale, revenue-generating
activities more properly within the purview
of Category 11 P/BR NAFIs. Other services
or facilities considered competitive with the
food services mission of the civilian restau-
rant, such as microwave ovens in employee
lounges or rest areas. Resale guidance in
paragraphs 1-12 and 4-16 is equally appli-
cable to CWFs if resale activity is
undertaken.

(c) Programs and activities, other than
civilian MWR activities, authorized to be
conducted or funded with APFs, such as in-
stallation beautification, maintenance of
grounds, non-MWR awards.

(d) Gifts, gratuities, or special benefits to
an individual or group, including greeting
cards on special occasions, other than the
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activities authorized in b above. Mass “give-
aways” to employees, such as gift items of
merchandise, for private, personal use are
prohibited.

(e) Participation in or support by the
NAFI of charity drives and cooperative en-
deavors such as mutual aid, employee insut-
ance, or death benefit associations, other
than authorized DA and DAF NAFI em-
ployee benefit programs. Such monetary
participation is considered to be a private,
personal matter of individual decision. (See
para 5-5b(10) for authorized condolence
contributions.)

(f) Sale of lottery cards, sometimes
termed as “break-open bingo™ or “jar bin-
80.” Such cards are prohibited for sale or
any other use by a civilian NAFI, whether
in conjunction with regular bingo games or
at any other time or place. No game is
played, hence prizes are determined by the
mere chance of receiving a winning or
nonwinning card. Neither this nor any other
form of lottery or game of chance is autho-
rized, other than the regular game of bingo
per b above.

(8) Certain preventive medicine pro-
grams, as prohibited in b above.

5-8. Authorized patronage

a. DOD Instruction 1015.2 and DOD
1015.8-R standardize the following patron-
age authorizations applicable to participa-
tion in and use of Category IV MWR/CWF
programs, activities, and facilities. By rela-
tive order of priority of usage, these authori-
zations include—

(1) DOD and other civilian employees
working on or logistically supported by the
installation, their dependents, and accompa-
nying guests, as defined in the glossary.
Equal priority will be accorded employees
of both tenant and host units.

(2) Active duty uniformed personnel,
their dependents, and accompanying guests.
If the installation operates no Category I1I
MWR program, these persons will have the
same priority of use of Category [V MWR/
CWF activities as those in (1) above.

(3) Uniformed military personnel retired
with pay, their dependents and accompany-
ing guests.

(4) Unremarried former spouses and oth-
er dependents entitled to commissary, ex-
change, and theater privileges.

(5) Retired DOD employees and their
dependents.

b. Official identification cards, badges, or
locally approved identification procedures
will be used to verify eligibility and relative
priority.

Section il
CWF Financlal Management

5-7. Methods of funding

Although civilian MWR activities are fund-
ed with a combination of APFs and NAFs,
costs of operating most elements of the in-
stallation CWF program must be borne by
NAFs. The bulk of NAF support is provid-
ed by dividends from the Category II P/BR
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NAFI. However, income may also be de-
rived that is incidental to participation in
certain activities being offered to the autho-
rized patrons delineated in paragraph 5-6
above. For example, employee-oriented pro-
grams such as intramural sports, group
recreation, and social and entertainment ac-
tivities may derive income from participants
in order to supplement dividend income,
such as contest entry fees, participation
charges, or contributory levies.

a. Non-income programs. Some autho-
rized programs have no inherent income ca-
pability, such as mementos, expressions of
sympathy, and employee loans. They must
therefore be subsidized from dividends or
other authorized income.

b. Dependent activities. Those MWR pro-
grams provided primarily for dependents, as
authorized in paragraph 5-5b(12) and de-
fined in the glossary, will be operated on a
self-sustaining basis with fees and charges
sufficient to offset expenses incurred.

¢ Bingo. In accordance with paragraph
5-5b(13) bingo will be operated as a finan-
cial self-sustaining activity.

d. Income producing activities. Golf
courses, bowling alleys, rod and gun activi-
ties, and child care facilities generate in-
come. Limited APF support and resources
of the Category IV NAFI assist in the ini-
tial support for establishment. However,
NAFI income, that includes fees, charges,
and approved resale directly related to the
activity’s purpose, will be sufficient to meet
continuing operational expenses and capital
requirements.

e. Decentralized activities. In the interest
of economy and efficiency, most participato-
ry activities should be offered on a central-
ized basis. However, local conditions may
necessitate certain activities being geograph-
ically or organizationally decentralized,
such as outdoor recreation or athletic facili-
ties, or employee lounges. Decentralized ac-
tivities may be conducted, provided—

(1) Equitable opportunity is extended to
all eligible employees on the installation.

(2) The same principles governing the
operation and the methods of financing the
activities as outlined above are observed.

(3) All transactions in connection with
decentralized activities will be handled by
the custodian and processed through the
CWF NAFI accounts, as prescribed in AR
215-5 or AFR 176-10.

5-8. Authorized income
Income to the Category IV CWF NAFI is
authorized to consist of the following:

a. Dividend payments from the Category
I1 P/BR NAFI.

b. Incidental income from authorized ac-
tivities conducted in accordance with
paragraphs 1-12, 5-5, and 5-7.

¢. Voluntary contributions and donations
from individuals or organizations outside
the military departments, subject to AR
215-1 or AFR 176-1 on the acceptance of
contributions and donations.

d. Interest on investments of the NAFI.

e. Activation grants from the AAFCWF.
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f. Proceeds from sale of Category IV
NAFI property or equipment.

g Funds transferred from another CWF
under paragraphs 1-12 or 2-12.

5-9. Authorized expenditures and
disbursements

Expenditures and disbursements from the
Category IV CWF NAFI are authorized for
the following purposes:

a. Payment of operating costs of CWF;
administering the NAFI fiscal entity, such
as for personnel; and costs of equipment
and other proper NAF-funded elements of
support delineated in AR 215-1 or AFR
215-5.

b. Expenditures for the operation of wel-
fare and recreation programs and activities
as authorized in paragraph 5-5 and ap-
proved by the responsible commander or
designee. Most expenditures are to be sus-
tained by regular dividends and locally gen-
erated income. However, these sources may
be supplemented by special dividends, that
are intended to extend or improve basic pro-
grams, particularly those requiring capital
expenditures.

¢. Payment to the AAFCWF of 5 percent
of concessionaire contract commission in-
come or fees when such contracts have been
approved by the BDAAFCWF as an excep-
tion to normal operation by a Category II
P/BR NAFI.

d. Payments of residual assets to the
Central Successor Fund, the AAFCWF, or
as otherwise directed by the BDAAFCWF.

e. Emergency loans to Federal civilian
employees, as provided for in paragraph
2-18 and authorized on an individually jus-
tified basis.

Jf. Official hosting and representation
within the guidelines of paragraph 1-12.

8 Payment of 5 percent of the conces-
sionaire commission to the AAFCWF when
the restaurant officer indorses the check in
the full amount of the commission received
from the concessionaire to the custodian of
the installation Civilian Welfare Fund.
However, if all or part of concessionaire
commissions become subject to the income-
sharing provisions of the Randolph-Shep-
pard Vending Act, as contained in AR
210-25 or AFR 34-2, the local CWF custo-
dian will first deduct from the commission
received the amount to be applied toward
the next. quarterly payment to the State
blind licensing agency. From the commis-
sion balance remaining after the income-
sharing deduction, 5 percent will then be
paid to the AAFCWF and 95 percent re-
tained by the local CWF. (See para 2-2¢ for
post office box address in remitting to the
AAFCWF)

5-10. Limitations on income and
expenditures

" a. Membership dues may not be assessed
as a source of income for a Category IV
CWF NAFI. However, participation fees
may be charged on a periodic basis to eligi-
ble users of a civilian MWR activity. Exam-
ples are monthly, seasonal, or annual greens



fees collected in advance at a civilian em-
ployee golf course or user charges by a hob-
by or crafts group.

b. Moneys or other assets that do not
pertain to the authorized Category IV
MWR programs will not be commingled
with the Category IV CWF NAFI. This
means the fund, as a NAFI, cannot receive
the moneys or assets of private organiza-
tions or individuals for safekeeping or tem-
porary custody. All assets for which the
NAFI is responsible must be under the con-
trol of or the sole property of the NAFI.

¢. CWF NAFIs will incur no obligation
that cannot be met from cash assets on
hand or to be received by the end of the
month to follow, except for the following:

(1) Installment purchase contracts ap-
proved in accordance with paragraphs 2-15.

(2) Contractual arrangements for ap-
proved capital expenditure items or con-
struction projects approved by the proper
authority in accordance with paragraph
2-26. Funding approval must be based on a
loan, grant, or an approved projected in-
come source to the NAFI.

5-11. Accounting and reporting

a. As provided for in paragraph 2-7, cen-
tralized NAF accounting and reporting
services at installation level include the Cat-
egory IV CWF NAFI. These services are
based on the NAFI financial management
requirements prescribed in AR 215-5 and
AFR 176-10. The principal duties of the
CWF custodian include providing appropri-
ate financial documentation and informa-
tion to the CAO or NAFFMO in a timely
manner. Custodians also review and ana-
lyze, or assist in the analysis of, the pre-
pared financial statements. Standard charts
of accounts, statement formats, submission
instructions, and other guidance is provided
in cited DA and DAF regulations.

b. In the event a Category IV NAFI con-
tract with a concessionaire has been autho-
rized by the BDAAFCWF as an exception,
such concessionaire gross sales will be re-
ported as prescribed in paragraph 2-7.

¢. Although departmental reporting in-
structions may require earlier submittals,
copies of statements for the BDAAFCWF
will be forwarded so as to arrive no later
than the 30th day of the month after the re-
porting period.
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Section Il
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A related publication is merely a source of additional
information. The user does not have to read it to
understand the regulation.
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AR 210-1
Private Organizations on Department of the
Army Installations.

AR 210-60
Control and Prevention of Abuse of Check
Cashing Privileges. .

AR 41S5-series
Construction.

AR 420-series
Facilities Engineering.

AR 500-5
The Army Mobilization and Operations
Planning System.

AR 690-11
Mobilization Planning and Management.

AR 710-2
Supply Policy Below the Wholesale Level.

AR 725-50
Requisitioning, Receipt, and Issue System.

DODD 1010.10
Health Promotion.

DODD 1015.6
Funding of MWR Programs.

DODD 1401.1-M
Personnel Policy Manual for NAFIs.

DOD 4270.1-M
Construction Criteria.

DODI 7000.12
Financial Management of NAFs and Relat-
ed Appropriated Resources.

DODI 7600.6
Audit of NAFIs and Related Activities.

OMB Circular A-125
Prompt Payment.

TB MED 530
Occupational and Environmental Health
Food Service Sanitation.

Section Il
Referenced Forms

DA Form 4139-R
Application for Loan (Civilian Welfare
Fund)

DA Form 4140-R
Loan Contract (Civilian Welfare Fund)

DD Form 1391
FY , Military Construction Project Data
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(Appropriate letterhead)
OFFICE SYMBOL (MARKS NUMBER)

MEMORANDUM THRU : (MACOM, MAJCOM, or Defense Agency)

FOR: CHAIRMAN, BOARD OF DIRECTORS, ARMY AND AIR FORCE CIVILIAN WELFARE FUND, THE PENTAGON, ROOM
5E471, WASH DC 20310-5900

SUBJECT : Request for AAFCWF Financial Assistance

1. Under the provisions of AR 215-7/AFR 178-14, paragraph 2-17, request 1is hereby made to the Board of
Directors, Army and Air Force Civilian Welfare Fund, for a (loan, grant, or combination loan aad grant). This
financial assistance is for the purpose of (brief statement of general purpose). A summary of the most
recent employee interest survey in support of this MWR activity substantiates this request and 1is
enclosed. (Encl )
2. The following general information is submitted in further Justificationof this request:

a. Name and official address of requesting NAFI:

b. Amount of financial assistance: (amount). If loan, duration will be for months, with maturity
date of (date).

c. A detailed listing of NAF-funded FFE items is enclosed. {Encl }
d. Source and amount of local NAFs to be used are:

e. Amounts and types of appropriated fund Support to be furnished in conjunction with this project
are:

f. Installation personnel strength, as of (date):
(1) APF civilian employees: (number).
(2) NAF civilian employees: (mumber).
(3) Other civilians working on the installation or serviced by this MWR activity: (aumber).
(4) (If there is no military APF feeding facility.) The installation wmilitary strength is:

(number).
(5) Signiticant changes in the above population figures (are) (are not) programmed and include the

following by fiscal quarters and numbers:
8. This request is an approved item in the NAFI's CEB. (Encl )
h. Construction documentation is enclosed. (Encl }

1. There (is) (is mot) currently an outstanding loan balance to the AAFCWF.

3. Additional information for Category II P/BR NAFI request: (Alternative paragraph) .
a. Activities operated are:
b. New activities to be operated if this request is approved are:
c. Current contract operation(s) are: (Encl )

d. For non-vending operations, furnish high, low, and average customer load per week for the past
year and any changes in numbers contemplated if the request is approved.

e. Other installation NAFI food or other resale services available to civilian employees and brief
analysis of their patronage effect on P/BR NAF1:
3. Additional information for Category IV CWF NAFI request: (Alternative paragraph.)

a. Activities operated and average monthly participation by activity for the past year:

b. New activities to be operated if this request is approved, and contemplated average monthly
participation:

c. Military MWR activities available for use by civilian employees are:
d. Civilian employee MWR activities utilized by military personnel are:

4. Additional information furnished in Justification of this request:

SIGNATURE BLOCK
Custodian of requesting NAFI

Figure 2-1. Format for a request for AAFCWF financial assistance
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OFFICE SYMBOL
SUBJECT : Request for AAFCWF Financial Assistance

Approved:
Chairperson of requesting NAFI
Commander or Designee

Enclosures
Summary of triennial or interim survey
Loan repayment schedule
Itemization of NAFI-funded FFE
CEB and 2-year AOBs that reflect this request, if applicable.
Construction engineering documentation
Copy of concessionaire contract
Additional information (such as photographs), as required.

Figure 2-1. Format for a request for AAFCWF financial assistance—Continued

AR 215-7/AFR 176-14 « UPDATE

35



Glossary

Section |
Abbreviations

AAFCWF
Army and Air Force Civilian Welfare Fund

AAFES
Army and Air Force Exchange Service

AFAFC
Air Force Accounting and Finance Center

AMWRF
Army MWR fund

AOB
annual operating budget

APF(s)
appropriated fund(s)

APFSB
APF support budget

ARSTAF
Army Staff

ASBCA
Armed Services Board of Contract Appeals

ASD(FM&P)
Assistant Secretary of Defense, Force Man-
agement and Personnel

BDAAFCWF

Board of Directors, Army and Air Force ‘

Civilian Welfare Fund

CA
commercial activities

CAO
central accounting office (Army)

CEB
capital expenditure budget

COGS
cost of goods sold

CONUS
continental United States

COR
contracting officer’s representative

CPO
civilian personnel office(r)

CWF
civilian welfare fund

DA
Department of the Army

DAF
Department of the Air Force
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DCAA
Defense Contract Audit Agency

DOD
Department of Defense

DODAAC
DOD activity address code

DODD
DOD Directive

DODI
DOD Instruction

DRMS
Defense Reutilization and Marketing
Service

EAN
employer’s account number

ECECS
executive control and essential command
supervision

EOE
clement of expense

FAO
finance and accounting office (Army)

FAR
Federal Acquisition Regulation

FFE
furniture, fixtures, equipment (including
vehicles)

FICA
Federal Insurance and Contributions Act

FLSA
Fair Labor Standards Act

FPM
Federal Personnel Manual

FUCA
Federal Unemployment Compensation Act

GTR
Government transportation request

JTR
joint travel regulation

LOI
letter of instruction

MACOM
major Army command

MAJCOM
major Air Force command

MSC
Military Sealift Command

MWR
morale, welfare, and recreation
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MWRA

morale, welfare, and recreation activity

NAF
nonappropriated funds

NAFFMB
NAF financial management branch (Air
Force)

NAFFMO
NAF financial management office (Air
Force)

NAFI :
nonappropriated fund instrumentality

NAFISS
Nonappropriated Fund Information Stan-
dard System (Army)

OCONUS
outside the continental United States

OPM
Office of Personnel Management

OSA
Office of the Secretary of the Army

OSAF
Office of the Secretary of the Air Force

OSD
Office of the Secretary of Defense

P&C
purchasing and contracting

P/BR
post/base restaurant

PO
private organization

SNN
standard NAFI number (Army)

TID
turn-in document

USAFAC
U.S. Army Finance and Accounting Center

Section Il
Terms

Acquisition
Purchasing, renting, leasing, or otherwise
obtaining supplies, services, or construction.

APF employee
A person paid from funds appropriated by
the Congress of the United States.

Army and Air Force Civilian Welfare Fund
The joint Army and Air Force Category IV
NAFI that serves as the central successor
fund and joint depository for civilian NAF
moneys initially derived from the operation
of civilian NAFIs at installation level.



Army or Air Force NAFI

A NAFI under the exclusive jurisdiction
and control of the Secretary of the Army or
the Secretary of the Air Force and normally
located on Army or Air Force property. Ex-
cluded are joint NAFIs, such as, the
AAFES NAFI, the AAFCWF NAFI.

Category II NAFI

A NAFI that provides approved reimbursa-
ble goods and services to authorized patrons
through resale activities, and provides funds
to support other designated MWR pro-
grams. The P/BR NAFI is a type of Cate-
gory II NAFIL.

Category IV NAFI

A NAFI that provides recreation and wel-
fare programs to civilian employees and
other authorized patrons, primarily of a
nonresale nature. The CWF is a Category
IV NAFIL

Central successor civilian NAFI

In accordance with DOD Directive 1015.1
and DOD 1015.8-R, the successor civilian
NAFI at departmental level that has been
designated to provide financial support and
assistance to all civilian NAFIs within or
assigned to the Department; to receive and
retain or redistribute, as appropriate, excess
or residual assets of civilian NAFIs; and to
assume any residual liabilities of a dissolved
civiian NAFI. For the purposes of this
joint regulation the AAFCWF is the central
successor civilian NAFI of the civilian
NAFIs located on DOD installations under
the jurisdiction of the Army, the Air Force,
or the Defense agencies.

Civilian employee

A civilian person employed by DOD or an-
other Federal agency located on or serviced
by a DOD installation, and compensated
from either APFs or NAFs. Specifically ex-
cluded are employees of DOD contractors.

Civilian NAFI
A Category II Post/Base Restaurant NAFI
or a Category IV Civilian Welfare NAFI.

Concessionaire

An entrepreneur placed under contract to
an authorized NAFI for the purpose of pro-
viding goods or services or both.

Continental United States
The 48 States and the District of Columbia.

Contribution

A gift or donation of property, money, or
services to a NAFI from the private sector
voluntarily conveyed by the donor without
conditions or a consideration.

Council

A representative body of active Federal per-
sonnel appointed or elected to assist in the
management of the NAFI and represent
MWRA patron interests.

Custodian (Also termed “fund manager” in
DA regulations)

An individual appointed by written authori-
ty to a post of responsibility and trust to ex-
ercise administrative and executive control
of a NAFI and charged with accountability
for the NAF resources thereof.

Dependent (Also termed “family member”
in DA regulations)
Any of the following:

a. A lawful spouse.

b. Children who are under 21 years of
age and unmarried, including preadoptive
children, adopted children, stepchildren,
foster children, and wards who are depend-
ent upon the sponsor for over half of their
support.

c¢. Children who are 21 years of age or
over, unmarried, incapable of self-support
because of mental or physical handicap, and
who are dependent upon the sponsor for
over half of their support, including adopted
children, stepchildren, and wards.

d. Unmarried children, including
preadoptive children, adopted children,
stepchildren, foster children, and wards
who have not passed their 23rd birthday
and are enrolled in a full-time course of
study at an institute of higher learning and
who are dependent upon the sponsor for
over half of their support.

e. Parents, including father, mother,. fa-
ther-in-law, mother-in-law, stepparent, and
parent by adoption, who are in fact depend-
ent upon the sponsor for over half of their
support.

Distribution, NAF

An inter-NAFI transfer; conveyance of a
NAF asset between NAFIs with nominal or
no cost consideration.

DOD components
The Office of the Secretary of Defense

(OSD) and the Military Departments.

DOD installation

Real property controlled by DOD or occu-
pied by DOD personnel, such as a base, site,
building, or other location.

DOD personnel

DOD civilian employees paid from APFs
and NAFs, military personnel, including re-
tired members, and Reserve Component
members on active or inactive duty for
training.

Elements of expense

Those specific types of resources listed in
AR 215-1 or AFR 215-5 and consumed in
or applied to MWR activities in the execu-
tion of MWR programs funded from both
APFs and NAFs.

Executive control and essential command
supervision (ECECS)

Those managerial functions of planning, or-
ganizing, directing, coordinating, and con-
trolling the overall operations of MWR
programs/activities and their supporting
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NAFIs; consists specifically of program, fis-
cal, logistical, and other management func-
tions that are separate from the daily
working level activities/tasks of MWR pro-
grams. Specifically excluded from this defi-
nition is the direct operation of individual
MWR programs/activities.

Financial management

That aspect of total management that pro-
vides direction, guidance, and control of fi-
nancial operations for achieving program
objectives through the application of plan-
ning, budgeting, accounting, reporting,
management of resources, auditing, and
analysis and evaluation.

Governing council

The elected or appointed representative
body that governs, directs, and controls the
NAFI and its assets through the custodian.
As a decision-making body it exercises gen-
eral supervision for the commander over its
authorized MWR program and assures the
provision of supporting resources.

Government property

Property owned by and on the property rec-
ords of the U.S. Government and acquired
with APFs or as an authorized transfer of
NAFI property to Government property
records.

Guest

A person whose relationship to an autho-
rized MWR patron acting as host is actually
one of being a house guest or whose pres-
ence is in response to a direct invitation
from the host for a specific occasion. A
guest physically accompanies the host to the
occasion, during which the host willingly
accepts responsibility, including payment
for services and goods received, for the

guest.

Inventory

Goods or merchandise on hand for resale;
individual items of property for which the
NAFI is accountable; the sum total of all
property owned or controlled by the NAFI.
When used as a verb, refers to the periodic
physical count and records reconciliation
required in the control of NAFI property
resources.

Joint NAFI

A NAFI established by agreement between
military department Secretaries for the pur-
pose of sharing in the NAFT’s financial sup-
port, management policies, and total
operations. The AAFCWF NAFI is a joint
NAFIs established by agreement between
the Secretaries of the Army and the Air
Force.

Military departments

The Department of the Army, the Depart-
ment of the Navy, and the Department of

the Air Force.
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Military Services
The United States Army, Navy, Air Force,
Marine Corps, and Coast Guard.

Morale, Welfare, and Recreation activities
Those activities, exclusive of private organi-
zations as defined herein, located on a DOD
installation or on property controlled by
lease or other means by the DOD, or fur-
nished by a DOD contractor, that provide
for the comfort, pleasure, contentment, and
mental and physical improvement of autho-
rized DOD patrons through recreational
and free time programs, self-development
programs, resale merchandise and services,
or general welfare. Civilian MWR activities
are funded primarily with NAFs but are
authorized limited APF resource support.

MWR activity or program manager

A supervisory person responsible for an
MWR activity or grouping of activities, to
include planning, execution, review and
analysis, and the integration and use of the
APF and NAF resources made available
therefor. Examples are regular full-time ci-
vilian NAFI employees serving as profes-
sionally qualified managers of Category II
P/BR or major Category IV programs.

Nonappropriated funds

Cash and other assets received by NAFIs
from sources other than moneys appropriat-
ed by the Congress of the United States.
NAFs are Government funds and are used
for the collective benefit of the DOD per-
sonnel who generated them. These funds are
separate and apart from funds recorded in
the books of the Treasurer of the United
States.

Nonappropriated fund instrumentality

An integral DOD organizational entity that
performs an essential Government function.
It acts in its own name to provide or assist
other DOD organizations in providing
MWR programs for authorized personnel.
It is established and maintained individually
or jointly by the Secretaries of the military
departments. As a fiscal entity, it maintains
custody of and control over its NAFs and
contributes to the MWR programs of other
authorized organizational entities. It is not
incorporated under the laws of any State or
the District of Columbia and it enjoys the
legal status of an instrumentality of the
United States.

NAFI employee
A person employed by a NAFI and com-
pensated from NAFs.

NAFI property

Tangible assets owned by and on the ac-
countable property records of a NAFI. Ex-
cludes U.S. Government property.

On-premises consumption

Use or consumption within the confines of
the DOD installation. Refers to restrictions
placed on sale of food, beverages, tobacco,
or other consumable, expendable products
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to quantities of less than a carton, box, or
other multi-item container. Specifically ex-
cludes authorization for an item to be sold
for off-premises consumption.

Other resale and revenue-sharing NAFI

A NAFI dedicated to the NAF financial
support of a Category II MWR activity.
The NAFI administers the NAF resources
necessary to the resale mission and funding
support to other NAFI/MWR programs.
The P/BR NAFI has been designated by
OSD as a type of other resale and revenue-
sharing NAFIL. .

Parent command or parent component
Army or Air Force major command to
which the installation is assigned and, in
turn, the DOD component (DA or DAF) of
which the major command is an organiza-
tional entity. (For the purpose of this regu-
lation the DOD Agencies cited in paragraph
1-6 are both the parent command and par-
ent component for civilian NAFIs on their
assigned installations, even though Army
regulations are applicable to them.)

Private organization .

A generally self-sustaining non-Federal enti-
ty constituted or established and operated
on a DOD installation by individuals acting
outside any official capacity as officers, em-
ployees, or agents of the Federal Govern-
ment or its instrumentalities. It may be
incorporated or unincorporated and must
have the written consent of the installation
commander or higher authority to operate
on a DOD installation.

Resale goods :

Tangible items acquired and held as physi-
cal property by a NAFI for the purpose of
resale to authorized MWR patrons. Applies
both to finished goods and those items or
products requiring further production or
processing.

Restaurant

The Category II MWR activity and its sup-
porting NAFI through which the installa-
tion provides to civilian employees and
other authorized patrons food and other re-
sale facilities and services.

Sale in bulk

As applied to State tax-free beer, tobacco
products, or soft drinks, means: any sale of
beer or soft drinks by the case or prepack-
aged quantities of four or more bottles or
cans; cigarettes by the carton; lesser quanti-
ties of such articles intended for consump-
tion off the premises; any amount that
cannot reasonably be consumed on the
premises by the individual purchaser.

Soft drinks

Any and all nonalcoholic béverages, carbon-
ated or noncarbonated, including other
preparations commonly referred to as soft
drinks.
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Standard NAFI number
Alpha-numeric code number that uniquely
and exclusively identifies a NAFI at an Ar-
my or DOD Agency location by its major
command, installation, classification, and
other coded information.

Transfer

Change of ownership of a NAF asset
through an inter-NAFI transaction, other
than a sale. May be cash distribution or
conveyance of a noncash asset from one
NAFI to another for nominal or no cost
consideration.

Type of NAF1

A subdivision within a NAFI category hav-
ing certain financial characteristics, a defini-
tive purpose and patronage, or a particular
MWR program to support; for example, a
P/BR is a type of Category II other resale
and revenue-sharing NAFI.



Index

This index is organized alphabetically by topic and by
subtopic within topic. Topics and subtopics are
identified by paragraph number, uniess a chapter or
section has been designated.

AAFCWF

Administration of, chapter 3

Authorization for, 14, 1-12, 1-17

Dividend distribution to, 4-14

General guidance, 24, 2-6, 2-11, 2-29,
2-31

Loans and grants, 2-16, 2-17

Logistical responsibilities, 2-25, 2-26,
34

Resale restrictions of, 4-6, 4-10

Accounting, 2-7, 2-10, 4-12, 5-11
Acquisition. See Contracting
Activities, MWR, See Programs, MWR
Advertising, 2-3, 4-10
Air Force
Committee, AAFCWF, 1-6
Responsibilities, 1-1, 1-4, 1-10, 1-11

Alcoholic beverage control, 4-10
Analysis, financial, 2-7, 2-8
APF support, 14, 1-12, 2-23
Army
Committee, AAFCWF, 14
Responsibilities, 1-1, 14, 1-10, 1-11,
2-8

Audits, 1-7, 2-11
Authorization for NAFI/MWR, 1-1, 1-5
Awards, 2-19, 5-5
Banking, 2-9
Bingo playing, 5-5
Blind vending program, 2-31, 4-16
Board of Directors, AAFCWF. See
AAFCWF
Budgets and budgeting

CWF, 5-5

General, 2-6, 2-26, 3-3

P/BR, 4-3, 44, 411

Cafeteria contracts, 4-7, 4-16, 4~17, 4-18
CAO services, 1-10, 2-7, 4-15, 5-11
Civilian NAFIs (Categories II & IV)
Authorized, 1-5, 1-11, 1-12
Criteria for establishment, 1-5

Civilian Personnel Officers/Directors, 1-4,
1-8, 1-16, 5-§
Claims, 2-29, 3-6
Commanders, Installation & MACOM/
MAJCOM
General, 1-5, 1-7, 1-11, 1-13
MWR program support, 2-17, 4-1, 4-3,
4-5, 4-6, 5-3, 5-5
Responsibilities, 1-4, 1-9, 1-12, 1-14,
44, 5-4

Competition, 1-5, 4-1
Concessionaires
P/BR, 2-7, 4-2, 4-7, 4-14, 4-16, 417,
4-18
Tax & legal, 2-28, 2-29, 2-30, 2-31

Construction, 2-26, 2-27
Continuance of NAFI, 1-7, 4-3, 5-3
Contracted location exclusions, 1-6, 1-7

Contracting and contracts
Approval, 1-4, 4-17
General, 1-12, 2-15, 2-18
P/BR, 44, 4-11, 4-12, 4-13, 4-14, 4-15
Tax & legal, 2-27, 2-28, 2-29, 2-30

Correspondence channels, 2-2
Councils, NAFI, 1-9, 4-4, 4-5, 54
Custodian, NAFI
AAFCWEF, 314
Financial management, 2-5, 2-6, 2-8,
2-12, 2-13, 2-14, 2-17, 2-18
General, 1-10
Installation CWF, 5-4
Logistical management, 2-23, 2-24
P/BR, 44, 4-18

Defense Agencies, 1-6, 1-7

Department of Defense
Agencies, 1-6. See also Defense Agencies
Approval of OSD required, 1-12, 4-10
DOD reporting requirement, 2-8
Policies as basis, 1-1, 1-5, 1-12

Direct operation resale, 4-7
Disestablishment of NAFI, 1-7, 1-12
Disposal of NAFI property, 1-12, 2-25
Dividend distribution

Basis, 1-5

From P/BR, 44, 4-5, 4-11, 414

To CWF & AAFCWEF, 5-7, 5-8

Dual Compensation Act, 1-10
Emergency planning 1-8, 1-11, 1-12, 1-13
Employees and MWR programs
Benefit from, 1-11
Loans to, 2-16, 2-18, 5-4, 5-5
Official time authorized, 1-12
Program authorization, 1-1, 1-5, 1-13,
4-6, 5-5 '
Surveys of interest required, 1-4, 1-5,
1-10

Employees of NAFIs. See Personnel,
NAFI, administration

Establishment of NAFI, 1-7, 4-2, 4-3, 5-2,
5-3

Exclusions from regulation, 1-6
Executive Control & Essential Command
Supervision (ECECS), 1-11, 1-12, 44
Expenditures.

Civilian NAFlIs, 1-11, 1-12, 2-23

CWF, 5-9

P/BR, 4-3

Facilities, 1-7, 1-12, 2-17, 2-26
Federal status
Applicability of laws to NAFIs, 2-30,
2-31
Of NAFI employees, 1-12
Of NAF instrumentalities, 1-11

Financial assistance, 1-12, 2-16, 2-17,
2-18, 4-15
Financial management
AAFCWEF, 3-5, 3-6
CWF, 54, 5-9, 5-10
General, 1-10, 1-12, 2-5 through 2-15
P/BR, 4-3, 4-5, 4-11
Financial planning. See Budgets and
budgeting
Food service, 2-21, 4-1, 4-8, 4-13

Funding
Approval, 1-12, 2-26, 3-3
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Joint with military NAFIs, 1-12
Methods, 5-7

Resale operations, 4-7

Role of budgeting, 2-6

Governing bodies
AAFCWF, chap 3
Civilian NAFI councils, 1-9
CWF council, 54
P/BR council, 44

Grants, 1-7, 2-16, 2-17
Identification
Category II P/BR, 4-2
Category IV CWF, 5-2
Patron, 4-9, 5-7

Income, 1-12, 4-1, 5-8, 5-10
Indirect (contract) operations, resale, 2-7,
4-7, 4-11, 4-12, 4-13, 4-14, 4-15
Inspections, 2-4
Installment purchase contracts, 2-15
Insurance

Employees’ group, 2-20

Fidelity, 1-10, 2-5

NAFI coverages, 2-14

Tort & contract claims, 2-29

Internal controls, 1-11, 2-5, 2-11
Inventories, 1-9, 2-12, 2-13
Investments, 2-9, 2-12
Joint status of civilian NAFIs, 1-5, 2-8.
3-2
Legal status and laws, 1-7, 1-11, 2-28,
2-29, 2-30, 2-31
Loans
APF property, 2-23
Employee emergency, 2-18, 2-19
From AAFCWF, 2-17
NAFI property, 2-24

Locations for Category II NAFI resale,
1-5, 1-7, 1-12, 1-13, 4-1, 4-3, 4-6
Logistical support, 2-23, 2-24, 2-25, 2-26,
2-27

Loss of assets, 2-13, 2-24
Membership, professional organizations,
2-22
Military personnel participation, 1-13,
2-17, 49, 5-6
NAFFMB (Air Force), 1-10, 2-7, 412,
511
NAFI-owned property, 2-10, 2-24, 2-28,
45, 5-4
Official hosting & represeatation, 1-12
On-premise consumption resale policy,
2-28, 4-10
Patronage authorization

Cat II P/BR, 4-9

Cat IV CWF, 5-6, 5-7

Patron surveys, 5-8
Personal services contracts, 1-12
Personnel, NAFI, administration
Administrative guidance, 2-19, 2-20,
2-21, 2-22 :
Dual Compensation Act applicable, 1-10
Insurance, 2-20
Policies, 1-12
Training, 2-22

Policies
CWF, 5-5
Loans & Grants, 216, 2-17, 2-18
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Operating, 1-12
Other 2-22, 2-27, 2-28
P/BR, 4-1, 4-10, 4-16

Preparedness planning, 1-11, 1-12, 1-13
Pricing, resale, 4-8, 4-13, 4-13
Principles, operating, 1-11
Private organizations, 1-6, 5-§
Professional organizations, 2-22
Programs, MWR, for civilian employees
CWF, 5-5
NAFI support, 1-7
Patronage eligibility, 4-9, 5-6, 5-7
P/BR, 4-1, 46
Priorities, 1-13

Prompt Payment Act, 1-12, 2-27
Property

APF, 1-5, 2-23
NAFI, 2-10, 2-24, 2-25, 44, 54

Protection of assets, 1-10, 2-14, 4-4, 5—4
Protocol. See Official hosting

Purchasing, 2-27 .
Randolph-Sheppard Act, 2-31, 4-16, 4-17,
5-9

Ratio analysis, 2-7

Real estate, 2-26

Records
Administration, 2-3
Property, 2-23, 2-24

Rental of NAF property, 2-24
Reporting, 2-7, 2-8, 4-12, 4-18, 5-11
Resale by civilian NAFIs
Authorized and restricted activities, 4—6,
5-3, 5-5
Item approval, 4-6
Locations. See Locations for Cat II
resale
Methods, 4-7
Policies, general, 1-12, 4-13
Pricing, 4-8, 4-16
Restaurants, 4-1, 44, 4-8, 4-11, 4-13
Tax-free status, 2-28

Reserve accounts, 2-10
Restaurants, 4-1, 4-2, 4-3, 4-4
Restaurant officer, 44, 4-13
Retired personnel participation, 4-9, 5-6
Sales. See Resale by civilian NAFIs
Service Contract Act, 2-30
Sinking fund requirements, 2-6, 2-10, 4-14
Standards of conduct, 1-12, 2-19, 2-27
Successor fund, 1-5, 1-7, 3-2, 3-8, 3-6
Surveys, MWR programs, 1-4, 1-7, 1-13
Taxes, 2-28
Tort & contract claims, 2-29
Training, 2-21
Transfer

Of assets 1-12, 2-12, 2-25

Of an installation, 1-12

Transportation of Property, 2-25

Vending
Authorization, 46
Randolph-Sheppard Act, 2-31, 4-16, 5-9
Report of concessionaire sales, 2-7, 4-18
Taxes, 2-28

Volunteers, role of, 1-9, 1-10, 4-4, 5-4,
5-5
Workers Compensation, 2-20
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