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Zubj: FROCEDTRE FOR ADMIMNISTREATION OF OVERAGES AND SHORTAGES OF [asH

Bef: (a4l DoD 7000,14-R, Vvolume S
(o) Dol 7000.14-F Velume 13
i2)  MCO Biv0D.27H

Encl: (1) MOCE Farm 461

1. Biruwation., To provide policy and procedural guidance cofcsroing Gverages and

shortages occurring from the cperaticn of bandling cash per refersnces (a) throngh

ol

<, Caneellation. MWRINST 2102 .10

5. Mission, Thie instruction provides guidance for all cverages and shortages
which can passibly be abtributed to errors in the vperation of handling of cash, Tt
ig of the utmost importance that sach enployas iz Parcicularly careful in the

hapdling of cash and that management ensures any problem areas are identified.

4. Hxecubion. Managors will snsure the following procedures are adhered to
in the-administration of cash ewerages and shortages.

4. Director’s Intent and Concept of Operaticns

1) Director’s Intent, Thiz instriction and the enclosure are to
provide Divieion Heads, Managera and Supervicors guidance on hendling overages
and shortages,

(2) Concept of Oprrations

tal Ry owvarages or shortages totaling 55,00 or more Eer employes will
b reported ubilizing MOCS Form 461, see enclosure.

(k) Managers will whensver possible ensure thak only cne
Balesclark had been aselgned toc a cash regieter during a shifk, rash
registers with twa cash drawnrs may bave two salesclerks asaigred cduring a
single ehlft, as long az indisviduzl decouncability is mailntainsd.

(o} Procedures for MOOS Borm 461

L. Bubmic fo Accounting the original MOOE Form 46l or whean
posdible submit the Form 461 with the sash reglater daily report on the
date of the coocurrence. Rec Trac usera will submik a congolidated repore
with the Form 461, In =11 cases managers are held acoountable for
timeliness of gecting sbatemsnta, signatures and turning in the matching
£6l1'e with the consolidabted reports azs aoccn as poazible after Lhs
OOCUTTEends, :



MOCSIMET 70104

2. EBecond copy forward to respongible Division/Brach Head.

4] Overages/Shortages Guidelines

1. Manager's will indicate on the MOCS Form 461 whether the
cLourrence iz the Firat, second, eto, . Clme the particular cashier has
eXperienced overages or ehortages.  The following steps will ke caken:

. Firat ococurrence, The srployee will recsive a werbal

counsaling,

B. Sevond occurrence.  The enployee will receive a

lecter of cauticn/warning and will be required to attend refresher
Lraining on the proper handling ol cash.

£. Third ocourrence, Ugon receipt of & thicd
discrepancy, Lhe emploves st Che discretion of the Division Head, Manadger
oY Supsrvisor the employes may be teaEgigned or berminated, In extrema

caged this will ke at the discrecion of the MOCS Director.

(e} The period for acticns as deacribed above will be six monch
from the date of the first digcrepancy. When a discrepancy reaches a aix
montd period, ik shall be removed from the rocorde and the ooxe oldest ons
will be considered kbhe firac diacrepanoy.

B, chdministraticsn and Logilatics, Distribution Statemesnt & Tnekwuckion
igaued by CLhe Director are published electronically, This inacructiion cae
be wiswed at HEER :wwW . moo s 90a Ll . oo,

B. Cotmand and Signal

A. Command. Thie Imstrucilen is applicable to Divisions, Branchee and
Dopartments within Marine Corps Jommunity Serwvices.

b. gignal. Thie Instruction is efféeceive the date sigmed.
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WOTE: This furm la prinded en Carbon-
less paper. Mo ceton required.

CATE
From:
To: Branch Head
¥ia: (1) Supenisor
(2} Manacier
Subj: CASH REGISTER DISCREPANCY OF $ M DEFPT.

1. The following report on the subject reglster shortage fovarage is submiited;

Signatume

FIRST ENDORSEMENT

From: Supervisar
To: Manager
1. Comments:

Superizar'y Slgnature

SECOND ENDORSEMENT

From: Manager
To: _ Branch Haad

1. Comments;

Manager's Signakure
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