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The purpose of this Center Operating Instruction (COI) is to establish the policy, procedures and guidelines for cashiers and accountants managing the chargeable lodging program.    This COI applies to all personnel involved in the chargeable lodging program.

1.  Responsibilities:  The Director of Logistics, Budget Analyst, Base Support Officer, Services Manager, cashiers and accountant each have specific responsibilities, they are:

1.1.   Director of Logistics (Asst. USP&FO for Property and Fiscal):

1.1.1.  Provide oversight over the Unit Lodging Fund operation, to include all aspects relating to the collection, storage, transfer, and reimbursement of funds

1.1.2.  Determine, based on actual and projected expenses, reimbursement ratios for distribution of collected funds

1.1.3.  Review audit documentation and correct any identified discrepancies in a timely manner.

1.1.4.  Ensure CRTC/CC is kept informed of status of funds and projected fund activity.

1.1.5.  Direct quarterly cash counts of Services cash drawers. 

1.2.  Budget Analyst 

1.2.1   Receive and document funds from Unit Lodging Fund monthly.

1.2.2.  Accomplish monthly reconciliation no later than the tenth business day of each month.

1.2.3.  Provide required documentation to include account spreadsheets, deposit slips, and NITEVISION software generated reconciliation.

1.2.4.  Upon validation, issue a receipt for funds

1.2.5.  Submit check, under transfer of funds cover letter, to Accounting for collection.

1.2.6.  Perform quarterly audits on all documentation of this funding process from initial collection of funds from our customers to collection and disbursement to the Federal Government.

1.2.7.  Upon completion of all accounting actions, ensure all reimbursements are properly accounted and reflect correct transaction amounts.

1.2.8.  Identify any discrepancies identified to the CRTC/LG for review and action if required.

1.3.  Accounting Section

1.3.1.  Ensure funds transfer cover letter and check balance.

1.3.2.  Using established ratios, collect funds to the Department of Treasury using a DD Form 1131 or other applicable accounting document.

1.3.3.  Follow-up receipt of funds with the OPLOC to ensure timely crediting of applicable accounts.

1.3.4.  Work with Budget Analyst on quarterly audit procedures to ensure compliance with this and all other applicable guidance.

1.3.5.  Identify any discrepancies to the CRTC/LG for review and action if required.   

1.4.  Base Support Officer:

1.4.1.  Provide day-to-day oversight and administration to the unit lodging fund.

1.4.2.  Ensure all actions are accomplished IAW this COI.

1.4.3.  Assist services accounting function, as required, in developing, implementing, and upkeep of all accounting documentation.

1.4.4.  Ensure CRTC/LG is kept informed of status of funds and projected fund activity.

1.4.5.  Conduct monthly cash counts of cash drawers.

1.4.6.  Make daily cash deposits.

1.4.7.  Prepare check and transfer to Financial Management.

1.5.  Chief of Services (CRTC/SV).

1.5.1.  Responsible for the day-to-day operation of the CRTC Lodging Fund.

1.5.2.  Provide direct oversight and control over the Lodging Fund ensuring compliance with this directive.

1.5.3.  Perform weekly random audits on collections ensuring all required documentation is on hand and accurate.

1.6.  Financial Manager.

1.6.1.  Collect daily transactions.

1.6.2.  Verify all cash and credit card transactions with the audit reports from the previous day’s transactions.

1.6.3.  Prepare cash transactions for deposit at the current financial company.

1.6.4.  Verify financial transactions and transfers to the Funds Manager (Base Support Officer).

1.6.5.  Record and maintain records of all daily transactions, deposits and discrepancies.

1.6.7.  Prepare monthly report and route to  the CRTC Finance Officer for reconciliation. 

1.6.8.  Perform night audit to close out the day and advance the business day.

1.6.9.  Maintain accounts receivable records to include collections.

1.6.10.  Assist at the lodging desk when necessary.

1.6.11   Monitor credit card transactions from cashiers, verifying deposits against bank statements.

1.7.  Cashiers.

1.7.1.  Maintain a cash drawer of $ 75.00 daily.   Ensure security of cash drawer at all times.

1.7.2.  Maintain all daily transactions in the cash drawer until the close of their shift.

1.7.3.  Close out their shift and verify all cash and credit card transactions.  Locate and correct out- of- balance transactions. Repetitive out-of-balance cashiers may be administratively, disciplined to include verbal and written counseling, reprimand or dismissal. 

1.7.4.  Complete Daily Cashiers Reports.

1.7.5.  Secure all daily proceeds in the lodging safe in their box.
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