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PREFACE

By enrolling in this self-study course, you have demonstrated a desire to improve yourself and the
Navy. Remember, however, this self-study course is only one part of the total Navy training
program. Practical experience, schools, selected reading, and your desire to succeed are also
necessary to successfully round out a fully meaningful training program.

COURSE OVERVIEW:  The Ship's Servicesman  nonresident training course is written to
ensure the quality and integrity of the rating based on the most current occupational standards
and addresses the following subject matter organization, administration, security, laundry,
dry-cleaning, barbershop, retail outlets, cash collection, appropriation and funds, procurement,
receipts and expenditures, stowage, inventory, and returns.

THE COURSE: This self-study course is organized into subject matter areas, each
containing learning objectives to help you determine what you should learn along with
text and illustrations to help you understand the information. The subject matter
reflects day-to-day requirements and experiences of personnel in the rating or skill
area. It also reflects guidance provided by Enlisted Community Managers (ECMs) and
other senior personnel, technical references, instructions, etc., and the occupational or
standards, which are listed in the Manual of Navy Enlisted Manpower Personnel
Classifications and Occupational Standards, NAVPERS 18068, which can be accessed online at
https://buperscd.technology.navy.mil/bup_updt/upd_CD/BUPERS/enlistedManOpen.htm.

THE QUESTIONS: The questions that appear in this course are designed to help you understand
the material in the text.

VALUE: In completing this course, you will improve your military and professional knowledge.
Importantly, it can also help you study for the Navy-wide advancement in rate examination. If
you are studying and discover a reference in the text to another publication for further
information, look it up.

THANKS: A special note of thanks is given to the following activities and individuals for
providing valuable information during the preparation of this course: Naval Personnel
Development Command, Norfolk, Virginia; Navy Exchange Service Command (Ship’s Store
Program); Afloat Training Group, Atlantic; Afloat Training Group, Pacific; USS HARRY S.
TRUMAN; CDR David C. Meyers; SHCM Jose Tiongco; SHCM Rick Hand; SHCM Kenneth
Holl; SHCM Ricky Anderson; SHCM Craig McClendon; SHCM(ret) Dennis Perzyk; SHCS
Michelle Mikulski; SHCS Eduardo Marcial; SHC Kevin Baker; SHC Steven Robinson; SHC
Kent Chillous; SHC Thomas Ciapponi; SH1 Bernabe Serrano; and Mr. Dave Powell.

2002 Edition Prepared by
SHCM(SW) Gregory M. Goley

SHC(SW) Ricardo Salazar
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INSTRUCTIONS FOR TAKING THE COURSE

ASSIGNMENTS 

The text pages that you are to study are listed at the
beginning of each assignment. Study these pages
carefully before attempting to answer the questions.
Pay close attention to tables and illustrations and read
the learning objectives. The learning objectives state
what you should be able to do after studying the
material. Answering the questions correctly helps you
accomplish the objectives.

SELECTING YOUR ANSWERS

Read each question carefully, then select the BEST
answer. You may refer freely to the text. The answers
must be the result of your own work and decisions. You
are prohibited from referring to or copying the answers
of others and from giving answers to anyone else taking
the course.

SUBMITTING YOUR ASSIGNMENTS

To have your assignments graded, you must be enrolled
in the course with the Nonresident Training Course
Administration Branch at the Naval Education and
Training Professional Development and Technology
Center (NETPDTC). Following enrollment, there are
two ways of having your assignments graded: (1) use
the Internet to submit your assignments as you
complete them, or (2) send all the assignments at one
time by mail to NETPDTC.

Grading on the Internet: Advantages to Internet
grading are: 

you may submit your answers as soon as you
complete an assignment, and

you get your results faster; usually by the next
working day (approximately 24 hours).

In addition to receiving grade results for each
assignment, you will receive course completion
confirmation once you have completed all the

assignments. To submit your assignment answers via
the Internet, go to:

https://courses.cnet.navy.mil

COMPLETION TIME

Courses must be completed within 12 months from the
date of enrollment. This includes time required to
resubmit failed assignments.
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PASS/FAIL ASSIGNMENT PROCEDURES

If your overall course score is 3.2 or higher, you will
pass the course and will not be required to resubmit
assignments. Once your assignments have been graded
you will receive course completion confirmation.

If you receive less than a 3.2 on any assignment and
your overall course score is below 3.2, you will be
given the opportunity to resubmit failed assignments.
You may resubmit failed assignments only once.
Internet students will receive notification when they
have failed an assignment—they may then resubmit
failed assignments on the web site. Internet students
may view and print results for failed assignments from
the web site. Students who submit by mail will receive
a failing result letter and a new answer sheet for
resubmission of each failed assignment.

COMPLETION CONFIRMATION

After successfully completing this course, you will
receive a letter of completion.

STUDENT FEEDBACK QUESTIONS

We value your suggestions, questions, and criticisms
on our courses. If you would like to communicate with
us regarding this course, we encourage you, if possible,
to use e-mail.

NAVAL RESERVE RETIREMENT CREDIT

If you are a member of the Naval Reserve, you may
earn retirement points for successfully completing this
course, if authorized under current directives governing
retirement of Naval Reserve personnel. For Naval
Reserve retirement, this course is evaluated at 9
points. (Refer to Administrative Procedures for Naval
Reservists on Inactive Duty, BUPERSINST 1001.39,
for more information about retirement points.)
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CHAPTER 1

ORGANIZATION, ADMINISTRATION, AND SECURITY

INTRODUCTION

Knowledge of the basic organization of the
Department of the Navy (DON) is very important to
new members of the Navy. Knowing the organizational
structure will help you understand the reasons for
certain policies and procedures in the Navy. The Basic
Military Requirements Nonresident Training Course
(NRTC) provides the organizational breakdown and
applicable explanations for the Navy. It also includes
the basic organizational shipboard elements. The
information that is provided in this chapter
complements that in the Basic Military Requirements
NRTC. You should be thoroughly familiar with these
organizations before continuing with the rest of this
chapter.

As a Ship’s Serviceman (SH), you will be involved
with the daily operation of the retail and service
activities of an afloat or ashore supply department.
You will perform duties as a laundryman, barber, ship’s
store operator, bulk storeroom custodian, or
recordskeeper. As you prepare for your advancement
to petty officer ranks and beyond, you must be able to
identify and fulfill the responsibilities of your role in
the supply department, both afloat and ashore. You
must prepare early in your career to assume the added
responsibilities of a supervisor. The varied supply
demands of a guided missile frigate in the North
Atlantic, a ship’s store in Bahrain, or other elements of
the operating forces and shore establishments of the
Navy require procurement, storage, and a distribution
system with a scope unequaled in the commercial
world. The term supply system is used to describe the
integrated activity of the Naval Supply Systems
Command (NAVSUPSYSCOM) and the Defense
Logistics Agency (DLA) that procures, holds, and
issues material to the operating forces and shore
activities. In today’s environment, this also includes
the commercial business sector through Direct Vendor
Delivery (DVD) contracts and other Contractor
Logistics Support (CLS) arrangements made through
both NAVSUP and DLA. The supply system also
extends into the operating forces in the form of stores
issue ships and tenders.

INTEGRATED NAVY SUPPLY SYSTEM

Learning Objective: Explain the mission,
organization, and functions of NAVSUP and
other commands associated with the Ship’s
Serviceman rating.

The supply system became integrated when the
critically important supply requirements of the
operating forces began to extend beyond the scope of a
single organization. In fact, the supply system has
integrated in two significant ways. First, the Navy
supply system itself is integrated. Before World War II,
technical materials were controlled by the technical
commands and were generally provided to the fleet on a
direct turnover basis from private industry. The highly
mobile naval forces required large quantities of
technical materials that soon surpassed the ability of the
system to meet their demands. As a result, these
technical items were integrated into a supply system that
could be managed systemwide. Second, the supply
system is an integration of the Defense Logistics
Agency Supply (DLA) system and the Navy system.
The integration of the two systems occurred when the
DLA began placing selected items of material in various
Fleet Industrial Supply Centers (FISCs), Defense
Depots, naval shipyards, and air stations. With DLA
having taken responsibility for managing almost all
consumable material, the supply system integration is
now firmly in place and seamless to the customer.

The mission of the supply system is twofold. First
and always foremost, the supply system must provide
responsive support to the operating forces. Second, the
system must achieve optimum economy. To
accomplish these goals, the supply system must
manage all its operations in a superior manner. In your
role as an SH, you must provide the type of service that
contributes directly to the success of the mission and
the goals of the supply system. In this chapter you will
learn the basics of the supply system organization and
of a supply department afloat.

DEFENSE LOGISTICS AGENCY SUPPLY
SYSTEM

Defense Logistics Agency (DLA) Supply System
is a supply support organization that is assigned
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management responsibility and control of items in
common use by all military services. DLA
headquarters is located at Fort Belvoir, Virginia. Once
each service determines its own needs, DLA totals the
requirements and procures the items on a wholesale
basis from commercial sources. More than 60 percent
of the line items in the integrated Navy supply system
are managed by DLA. These items are identified by a
number 9 preceding the alphabetic cognizance
symbol, except for cognizance symbol 9Q material
tha t i s managed by the Genera l Serv ices
Administration (GSA). Finally, DLA sells the items to
each military service.

DLA Supply Centers

There are five Defense Supply Centers (DSCs).
The basic function of each DSC is inventory control,
item management, and supply chain integration. Each
DSC is responsible for a certain type of material and its
distribution:

• Defense Supply Center-Philadelphia (DSC-P),
Philadelphia, PA—food items, medical supplies,
and clothing

• Defense Energy Support Center (DESC), Ft.
Belvoir, VA—bulk petroleum and bulk
petroleum-based chemicals

• Defense Supply Center-Columbus (DSC-C),
Columbus, OH—electronic and electrical
equipment, repair parts, structural material and
equipment, automobile and vehicle components

• Defense Industrial Supply Center (DISC),
Philadelphia, PA—industrial-type items (for
example, bearings, wire rope, and sheet metal)

• Defense Supply Center-Richmond (DSC-R),
Richmond, VA—aviation consumable material,
aircraft launch and recovery equipment, aircraft
landing gear, furniture, food-preparation
equipment, recreation equipment, packaged
petroleum products, office supplies, and
cleaning supplies

Operation of the DLA Supply System

The DSCs are responsible for supply management
functions (depending on specific assignment), such as
cataloging, standardization, determination of
requirements, procurement, inspection and utility
control, storage, distribution, redistribution, disposal,

t ransportat ion scheduling, maintenance and
manufacturing guidance, and mobilization planning.

Each mil i tary service is responsible for
determining the kinds of supplies and quantities of
equipment needed per unit. The DSCs compute the
replenishment requirements on all the items under
DLA management. These computations take into
account the experience of the center on each item and
the program information furnished by each service.

The Defense Distribution Center (DDC) controls
the wholesale distribution for each of the four military
services. Generally, DDC makes use of local military
facilities that are best suited to meet the requirements
of all the military branches located in the area the
center serves. These facilities are operated as Defense
Depots with administrative support furnished by DDC.
DDC conducts their operations in the continental
United States (CONUS) as well as outside the
continental United States (OCONUS). DDC is
responsible for coordinating with their subordinate
Defense Depot commands for the shipment of their
items from CONUS stock points to overseas points as
designated by the using services. Maximum use of the
Defense Transportation System (DTS) ensures
material is moved efficiently and can be tracked by the
customer through the Joint Total Asset Visibility
(JTAV) program managed by the United States Air
Force.

All stocks, both operational and reserve, under the
control of DDC, are owned by the center and financed
by the Defense Working Capital Fund (DWCF). When
necessary, stocks are rotated to maintain their quality
through arrangements agreed upon between the DLA
and the military service concerned. As long as the item
remains under direct control and ownership of DDC,
the stock is considered to be wholesale stock. Once the
stock is distributed, however, the military service that
receives the stock assumes ownership and the stock
becomes retail stock.

Distribution Depots

A Distribution Depot (DD) is a storage point for
DLA material. Issue of material from these depots is
centrally controlled by the cognizant DSC and is based
on requisitions received and processed centrally by the
DSC. Consequently, a DD generally cannot accept
requisitions directly or issue stock without prior
authorization from the DSC.
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NAVY SUPPLY SYSTEM

Today’s Navy requires significant logistics
support to maintain its operational readiness. The
supply system supports these material needs. As the
Navy supply system has evolved, the organization for
supply management has similarly kept pace with the
changing face of naval logistics as well as new working
requirements. The management part of the Navy
supply system organization begins with the Assistant
Secretary of the Navy (Research, Development, and
Acquisition). This office is responsible for supervising
the Navywide policy in production, procurement,
supply, and disposal of material. The Chief of Naval
Operations (CNO) is responsible for planning and
determining the material support needs of the
operating forces. This includes equipment, weapons,
weapons systems, material, supplies, facilities,
maintenance, and support services. The Com-
mander, Naval Supply Sys tems Command
(COMNAVSUPSYSCOM) is responsible for
providing material support to the Navy and Marine
Corps. Figure 1-1 illustrates the DON organization.

Naval Supply Systems Command

The Naval Supply Sys tems Command
(NAVSUPSYSCOM) provides management policies
and technical guidance for naval material to activities
of the Navy and Marine Corps. Also known as
NAVSUP, it is the top level of the Navy supply system.
They set the policy and provide the management
systems the rules and tools needed by their claimancy
activities and the fleet for provisioning, cataloging,
inventory management, distribution, material
handling, traffic management, transportation,
packaging, preservation, receipt, storage, issue, and
disposal of naval material. NAVSUP administers the
Navy Working Capital Fund and the Navy Exchange
Program and exercises management control of field
purchasing offices, inventory control points (ICPs),
fleet and industrial supply centers (FISCs), and other
offices concerned with supply support. See figure 1-2
for a list of NAVSUP responsibilities.

DETERMINATION OF REQUIREMENTS.—
Determining requirements for material should not be a
new concept as you have probably already had some
experience aboard ship. In performing this job, two
excellent sources to use are the Coordinated Shipboard
Allowance List (COSAL) and usage data taken from
stock record files. The COSAL is discussed in other
chapters of this NRTC and in the Mili tary

Requirements for Petty Officer Third Class through
Chief Petty Officer. The Navy supply system uses the
COSAL and stock record files for determining the
requirements for replenishment materials. However,
not all material comes under the heading of
replenishment, and therefore not all material is stocked
based on shipboard demand. Items, such as repair parts
for new equipment, require long-range plans to
develop requirements to support such equipment
adequately.

There are other factors to consider when
determining material requirements. After the plans for
an operation have been approved, logistics planning
must then provide the material needed to support the
operation. The size and duration of the operation, its
distance from established support activities, and the
climate where the operation is to take place are all
factors to consider. These factors must be considered
to predict, with any accuracy, the answers to the
questions What? When? Where? and How much?

PROCUREMENT OF STOCK.—As soon as the
requirements have been established, the next step is the
procurement of materials. Most procurement action
aboard ship is done by requisition. However, before a
supply activity can issue the material to fill your
requisition, the material must first be procured and
then delivered to the ordering supply activity.
Although some items are manufactured in Navy
facilities (such as shipyards), the vast majority of
procured material is purchased from commercial
suppliers. The impact by the Navy on the civilian
economy ranges from insignificant for the replacement
of shoelaces, to staggering when a procurement
activity includes the material necessary to support an
all-out wartime operation.

The procurement process includes such functions
as establishing material specifications; standardizing,
cataloging, identifying, and inspecting material;
investigating cost; and assigning priorities.
Procurement may also involve the allocation of critical
raw material to a supplying manufacturer.

DISTRIBUTION OF STOCK.—Two types of
activities make up the Navy’s distribution system—(1)
activities in which the primary mission is supply and
(2) activities that are components of systems
commands other than NAVSUP or naval operational
activities.

The major activity, whose primary mission is
direct, waterfront supply, is the FISC. These regional
activities are responsible for working with their local
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Defense Logistics Agency Distribution Depot for
warehousing, distributing, and controlling Navy
supply materials. In addition, the combat logistics
force (CLF) ships act as afloat extensions of the
distribution system. Other activities that provide
localized support through their supply departments
include the naval shipyards, shore intermediate
maintenance activities (SIMA), naval air stations, and
naval stations. The mission of these activities is

primarily to provide supply support to the command at
which they are located.

Inventory Managers

Navy inventory managers are organizational
elements that have the primary responsibility for the
management of assigned groups or classes of supply
items. The primary duty of a Navy inventory manager
is to make sure there is a balance between requirements

1-4

Figure 1-1.—Department of the Navy organization.
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and assets. This ensures effective and efficient support
to both the fleet and ashore activities of the Navy. Navy
inventory managers include systems commands,
project managers, bureaus, offices, and ICPs.

Inventory Control Responsibility

The Naval Inventory Control Point (NAVICP),
located in both Philadelphia and Mechanicsburg, PA,
is responsible for primary inventory control of
Navy-owned material and is the primary claimancy
activity under the NAVSUPSYSCOM. The Navy Fleet
Material Support Office (FMSO), as NAVSUPSY-
COMs primary Computer Design Agency (CDA), is
responsible for administering the computer systems
used in inventory management. Responsibilities of
inventory control managers include the supervision of
the action needed to compute requirements and their
costs, initiation of procurement and disposal actions,
the positioning and repositioning of material, and the
development of a worldwide inventory database.
Inventory managers participate directly in the various
Depar tment of Defense (DOD) and DLA
interservicing and cataloging programs.

Although not NAVICPs, two activities that are
ass igned speci fic inventory management
responsibilities are the following:

• The Naval Publications and Forms Directorate,
Philadelphia, PA

• The Navy Exchange Service Command
(NEXCOM), Virginia Beach, VA

Each of these activities manages a material
commodity or group of commodities.

You can identify the inventory manager for any
stock item by the cognizance symbol for that manager.
For example, ship’s store stock is 1Q COG material
that is under the inventory management of NEXCOM.
You can find a current list of cognizance symbols and
their associated responsible inventory managers in the
Naval Supply Systems Command Manual, Volume 2,
and Afloat Supply Procedures, NAVSUP P-485.

The material that is managed by the NAVICPs is
held in a distribution system. To make the material
available in the right quantity at the right place, the
NAVICPs must maintain close control over the
distribution system. To do this, the distribution system
of the NAVICPs is tied together by a highly
sophisticated communication network through which
the NAVICPs report daily on the status of the stock in
their location. This information enables each NAVICP

to position material as required and to compute future
procurement requirements for the material.

Material Excluded

All materials used by the Navy are considered to be
items of supply. They are managed by a NAVICP.
Exceptions are those items assigned for management
to a single agency or military service inventory
manager for supporting retail stock or end-use
requirements of all the military service and items
managed by other Navy inventory managers.

Other Inventory Managers

Navy inventory managers other than the NAVICPs
include systems commands, project manager, or
officers assigned responsibility for a basic Navy
program that generally requires the development, use,
and management of material. Their interest in material
is oriented to their programs and, therefore, as broad as
the program itself.

Fleet and Industrial Supply Centers

Fleet and industrial supply centers (FISCs) are
command organizations that have been established for
the centralized administration of various types of
supply activities. These supply centers furnish
balanced support to fleet units, shore activities,
transient ships, and overseas bases.

Fleet and industrial supply centers are located in
each major fleet concentration area as well as overseas.
Military command and coordination control are
exercised by the commanding officer at the centers, but
primary support responsibility of the centers is
exercised by NAVSUP. Within the department of any
FISC, an SH would most frequently come into contact
with the inventory control department and material
department.

INVENTORY CONTROL DEPARTMENT.—
The inventory control department determines material
requirements, manages inventories of assigned
material, controls material receipts, and, when a
purchase department is warranted or approved by
NAVSUP, conducts procurement operations. Within
the inventory control department are several divisions:

• Requirements division—Maintains levels of
activity stocks and stock records, provides status
information, screens and analyzes supply
documents, and performs other related
functions.
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• Receipt control division—Monitors all
documentation and procedures necessary for the
prompt receipt of material.

• Technical division—Maintains the library used
to identify material.

• Purchase division—Determines the methods for
purchasing material and purchase of supplies
and equipment from civilian sources.

• Customer services division—Provides liaison
for fleet and shore customers on material and
service requirements. The customer services
division is usually established when the volume
of fleet or shore customer services is too great for
the requirements division to handle alone.
Otherwise, customer service functions are
performed within the requirements division.

MATERIAL DEPARTMENT.—The material
department plans and directs the storage, maintenance,
issue, and disposal of materials. When a freight
terminal department is not warranted, it plans and
directs the receiving, shipping, and shipment control
operations. The material department has several
divisions that perform the following functions:

• Storage division—Determines and maintains
proper storage conditions and locations for
material.

• Disposal division—Operates disposal, scrap,
and salvage yards.

• Packing and preservation division—Packs and
marks material for domestic or overseas
shipment.

• Cold storage division—When established,
determines and maintains proper storage
conditions and locations for material.

• Retail stores division—Operates shop, ready
supply, and self-service stores.

• Freight terminal division—Receives, ships,
delivers, and controls the movement of material.

Q1. What is the primary mission of the supply
system?

Q2. What organization(s) is responsible for the
management and control common items used
by all military branches?

Q3. What organization(s) provides management
policies and technical guidance for naval

material to activities of the Navy and Marine
Corps?

Q4. What organization(s) is responsible for the
inventory management of ship’s store stock?

Q5. When you are dealing with FISC, what
department(s) would an SH most commonly
use?

COMBAT LOGISTICS FORCES

Learning Objective: Identify the missions
and purpose of the combat logistics forces.

The purpose of the combat logistics forces (CLFs)
is to keep the fleet supplied with fuel, food, general
stores, repair parts, and ammunition. These materials
are resupplied through underway replenishment
(UNREP). UNREP refers to all methods of
transferring fuel, munitions, supplies, and personnel
from one vessel to another while ships are underway.
Replenishments are performed by either a connected
or vertical method, or a combination of both.

The connected replenishment (CONREP) method
uses lines rigged between ships to transfer personnel or
supplies. The vertical replenishment (VERTREP)
method uses helicopters to transfer personnel and
cargo (except fuel). The transfer of cargo underway is
called replenishment at sea (RAS). The ship’s store
aboard your ship will be resupplied using these
methods of replenishment while underway.

The types of ships that make up the CLF are as
follows:

• Combat store ships (T-AFS)—Carry general
stores, ship’s repair parts, electronic and aviation
repair parts, food items, and ship’s store stock.

• Oilers (AO / T-AO)—Carry Navy fuel oil and
other petroleum products. Designed to operate
with replenishment groups and deliver their
cargo to ships at sea.

• Ammunition ships (T-AE)—Operate with
replenishment groups and deliver ammunition
and missiles to the fleet at sea.

• Fast combat support ships (AOE)—Are the
largest and most powerful auxiliary ships in the
Navy. The AOE carry multiple products and can
transfer missiles, ammunition, fuel, and general
and refrigerated cargo to other ships at sea.
AOEs combine into one ship the functions of the
oiler, ammunition, and combat stores ships.
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Q6. What is the purpose of the Combat Logistics
Forces?

Q7. What does RAS mean?

Q8. What type of supplies does a T-AFS carry?

NAVY EXCHANGE SERVICE
COMMAND

Learning Object ive : Recognize the
organizational functions and responsibilities
of the Navy Exchange Service Command.

The central management office for the Navy
Exchange System is the Navy Exchange Service
Command (NEXCOM). NEXCOM headquarters is
located in Virginia Beach, Virginia. It provides
technical guidance, policies, and procedures,
management and acquisition support, and overall
assistance to the retail system. Its functions are similar
to those of corporate headquarters. Among the many
divisions that NEXCOM manages, the Ship’s Store
Program (Code A) is the one that an SH will have the
most contact with, and it will be in many different
forms. NEXCOM’s mission is to provide the
following:

• Support for resale services and clothing, afloat
and ashore

• Conduct clothing and textile research and
development

• Other services directed by the COMNAVSUP-
SYSCOM

Included in NEXCOM’s responsibilities is the
support of Navy ship’s stores and ship’s store activities
afloat. A Navy ship’s store is an activity ashore,
usually in a remote location that operates under afloat
ship’s store guidelines. NEXCOM provides technical
and management guidance to the naval uniform
program. It also commands the Navy Clothing and
Textile Research Facility (NCTRF) that conducts
clothing and textile research and development.

In managing the programs under its control,
NEXCOM is subject to the guidance provided in the
Armed Services Exchange Regulations, the Naval
Supply Systems Command Manual, and other official
publications.

NEXCOM’S SHIP’S STORE PROGRAM

The primary purpose of NEXCOM’s ship’s store
program division is to furnish technical direction and

guidance for the design of the Navy’s ship’s store
facilities and to assist type commanders in managing
ship’s store operations.

Functions of the Ship’s Store Program

The following are functions of the ship’s store
program division:

• Provide technical assistance guidance to
NAVSUP and fleet units for the design of ship’s
services spaces, equipment, and facilities aboard
Navy ships scheduled for new construction,
conversion, major modernization, and for those
vessels scheduled for ship al terat ions
(SHIPALTs).

• Develop ship’s store contracts, merchandise
offerings, and procurement resources.

• Develop and provide technical guidance and
assistance for laundry, dry-cleaning, vending,
and related services aboard ships.

• Administer Ship’s Store Profits, Navy, General
Fund, and the ship’s store participation in the
Defense Working Capital Fund.

• Develop program data to ensure adequate
logistics support to the fleet.

• Maintain up-to-date fleet load lists for ship’s
stores in the Consolidated Afloat Requisitioning
Guide Overseas (CARGO).

Organization of the Ship’s Store Program

SHs should be aware of three branches of the ship’s
store program. They are the operations branch (Code
A-1), the fleet assistance branch (Code A-2), and the
fleet habitability assistance branch (Code A-3). You
should familiarize yourself with each branch and its
functions. At some point in your career, you may need
the services offered by each branch.

OPERATIONS BRANCH (CODE A-1).—The
operations branch (Code A-1) provides guidance in the
design of ship’s store spaces and equipment. This
branch also conducts studies and surveys to establish
operational policies and procedures, develops
management and operational standards and goals, and
provides the results of the findings to fleet and type
commanders. In conjunction with other divisions, the
operations division develops ship’s store contracts and
merchandise offerings.
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Another important function of the operations
branch is the administration of Ship’s Store Profits,
Navy, General Fund. This is a fund to which all ship’s
stores contribute and is used to fund loans to ship’s
stores and cover the cost of grants and survey by

• authorizing, adjust ing, or cancel ing
commitments and expenditures from Ship’s
Store Profits, Navy, General Fund,

• preparing an annual budget for NEXCOM’s
ship’s store operations department, and

• maintaining a commitment file for ship’s store
loans and grants.

The operations branch also administers for the
Navy Working Capital Fund as follows:

• Issuing policies and procedures through
instructions, notices, NAVSUP P-487, and so on

• Monitoring financial operating results,
conduct ing ship’s s tore analysis , and
recommending corrective measures

FLEET ASSISTANCE BRANCH (CODE
A-2).—SHs may find the fleet assistance branch (Code
A-2) the most valuable resource available in operating
a ship’s store. Their mission is to provide technical
assistance and guidance to forces afloat and methods
for improving the performance of ship’s store
operations. This branch is staffed by master, senior,
and chief petty officers that are stationed in various
major naval ports, both in CONUS and overseas.
Assistance provided might be by telephone, by a visit
to the team’s office by ship’s store personnel, or by the
team’s visit to the ship. Visits are informal with no
formal report made upon completion of a visit. As set
forth in their mission, these teams are there to assist in
any area of the ship’s store operation. By using their
expertise, you are taking the right step toward meeting
the needs of your crew. The fleet assistance team will
analyze your operation and provide the following:

• Technical guidance and training in all phases of
the ship’s store operation

• Recommendations for changes to your ship’s
store policies and operating procedures

• Technical expertise and assistance in the
operation of the ship’s store retail operation
management (ROM) II system

FLEET HABITABILITY ASSISTANCE
BRANCH (CODE A-3).—The habitability branch
provides both technical and procedural guidance in the

operation of shipboard laundries, barber shops,
dry-cleaning services, self-service laundries and
consulting services regarding the design and layout of
those spaces. Civilian laundry specialists, an
architectural technician, and senior military personnel
staff this branch, providing on-site evaluation, training
of assigned personnel, and consulting services to meet
the needs identified by individual ships. Team
members may provide assistance by telephone, by
one-on-one to personnel visiting team offices, or by
team visits upon request of the ship. Habitability
assistance teams are the primary source of laundry
information available for operational and maintenance
personnel.

Habitability assistance teams in Norfolk or San
Diego provide specialty-consulting services on
INSURV procedures and inspections upon request.
Each team employs an INSURV inspector. Although
these individuals are assigned to the Board of
Inspection and Survey for stated inspections, they will
provide Pre-INSURV assistance to requesting ships, if
schedules permit. Information provided in all areas
will conform to all applicable Navy standards and
instructions.

In addition to technical assistance, the team
members evaluate new procedures and equipment as it
becomes available in the civilian marketplace to
determine applicability to fleet use.

The fol lowing out l ines the funct ions of
NEXCOM’s Ship’s Store Program Habitability
Assistance Teams (Code A-3):

• INSURV inspections

• Complete operational reviews or evaluations

• Ship’s Stores / Barbershop / Laundry renova-
tions or repair

• Visual merchandising of Ship’s Store

• Technical information assists

• Personnel training of all assigned areas

• MACALT or upgrade installation

• Architectural design and layout

Defense Finance and Accounting Service

The Defense Finance and Accounting Service
(DFAS) performs functions associated with ship’s
store operations. This includes auditing returns,
maintaining and reconciling documents for receipt
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from purchase and receipts from other supply officers,
reconciling cash reported in returns, and paying
dealer’s bills.

To provide further assistance in maintaining ship’s
store accountability, you can contact DFAS by
message or telephone and on occasion an assist visit is
arranged.

Q9. What is the primary purpose of NEXCOM’s
ship’s store program division?

Q10. What branch of NEXCOM’s ship’s store
program should you contact for an analysis of
your ship’s store operation?

Q11. What functions does DFAS perform that is
associated with ship’s store operations?

SUPPLY DEPARTMENT AFLOAT

Learning Objective: Recall the missions,
functions, and responsibilities of the supply
department afloat.

The supply department af loat has many
responsibilities that are broken down into two main
functions—material support and service. The material
support funct ions relate to operat ional and
maintenance requirements, while service functions
relate to the operation of service activities.

The overall mission of the supply department
afloat is to support the material and service needs of the
ship. To do this, supply procures, receives, inspects,
stores, issues, and accounts for general stores, repair

parts, equipage, equipment, ship’s store stock, and
subsistence items.

SUPPLY DEPARTMENT
ORGANIZATION

Listed in the following paragraphs are the job
titles, duties, and responsibilities of both the supply
divisions and their personnel. Job titles and job
assignments for divisions like S-1, S-8, and so on, may
vary from ship to ship. You should familiarize yourself
with the organizational structure in your command; it
will make your job easier. Figure 1-3 is an example of a
typical supply department organizational chart for a
smaller ship.

Supply Officer and Assistant

The supply officer (SUPPO) is the senior Supply
Corps officer on board the ship and is the head of the
supply department. The supply officer is responsible
to the commanding officer for the performance and
administration of all supply functions. The supply
officer prepares an organizational chart that identifies
the essential functions within the supply department
and defines channels of responsibility and authority.
The organizational chart is normally located in the
supply office and is updated as personnel are rotated.

The accountability for the ship’s store and other
areas may be assigned to a subordinate Supply Corps
officer. The supply officer assigns responsibilities to
other supply officers by written request routed to the
commanding officer for approval. Subordinate Supply
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Corps officers are responsible to the supply officer for
the efficient operation of the assigned areas of
responsibility as required by the governing NAVSUP
publication. These assignments are terminated upon
detachment of the supply officer or departure of the
individual to whom the responsibilities were assigned.

S-1 Division

Known as the General Stores Division, personnel
from the Storekeeper (SK) rating man this division.
Their duties vary according to the size of the ship and
unit requirements. On some ships, like an aircraft
carrier, as many as 100 SKs may be assigned; on other
ships, like a guided missile frigate, 5 may be aboard.

Regardless of their size, this division procures and
receives, s tores , expends, and accounts for
consumables, equipage, repair parts, and other
material as assigned. They also maintain records;
prepare correspondence, reports, and returns; and
perform required obligation recordings.

In s tock cont ro l , SKs determine s tock
requirements; prepare requisitions; process receipt and
expenditure documents and maintain related files and
records; perform financial accounting for material; and
maintain material catalogs, allowance lists, and
technical publications.

In addition, S-1 acts as the Hazardous Material
Control Division on smaller ships. (See S-13 Division
for a detailed description of their function and
responsibility.)

S-2 Division

Personnel from the Mess Management Specialist
(MS) rating man the Food Service Division. They
operate all phases of the general mess and make
authorized issues, sales, and transfers of food items.

They determine requi rements ; prepare
requisitions; and receive, store, expend, and maintain
related files and records for food items. They also
prepare and serve food to the crew, including the
operating of foodservice equipment, and are
responsible for the cleanliness and upkeep of assigned
spaces. Foodservice attendants from other divisions
aboard ship usually augment this division’s manpower.

S-3 Division

Personnel from the Ship’s Serviceman (SH) rating
man this division known as the Sales and Service

Division. They operate and maintain all resale and
service activities, such as the ship’s store, vending
machines, laundry, barbershop, and dry-cleaning
plant.

SHs also determine requirements for ship’s store
stock and operating supplies; prepare requisitions and
purchase orders; receive, store, and issue stock;
conduct inventory; operate the ROM II system
microcomputer; and maintain related records and files.
They also operate related service activity equipment,
office equipment, and are responsible for the
cleanliness and upkeep of assigned spaces.

S-4 Division

Personnel from the Disbursing Clerk (DK) rating
man the Disbursing Division. Their duties include
collecting and disbursing all public funds aboard ship
and performing all pay and allowance functions.

On smaller ships, Postal Division is included in
S-4 division. (See S-12 Division for a detailed
description of their function and responsibility.)

Organization of a Large Fleet Ship
(Aircraft Carrier)

As mentioned previously, the supply organization
may vary from ship to ship. The following paragraphs
give you an idea of the different functions of the
various supply divisions on an aircraft carrier as per the
NAVSUP P-485, Afloat Supply Procedures. Figure 1-4
shows the organizational structure.

S-5 Division

Known as the Wardroom Mess, personnel from the
Mess Management Specialist (MS) rating man S-5
division. Their duties are similar to those performed in
the S-2 division, except that their duties are performed
in officer country. These duties may include receiving,
storing, issuing, and accounting for foodservice and
other stores. They also prepare and serve all meals in
the wardroom and perform other jobs, such as
cleaning, delivery, and pickup of officer’s laundry.

S-6 Division

Known as Aviation Store Division, personnel from
the Aviation Storekeeper (AK) rating man S-6
division. They perform functions that are related to
procurement, receipt, storage, issue, and accounting
for aviation material. After the AK and SK rating
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merger is completed in January 2003, SKs will man
this division.

S-8 Division

Manned by personnel from the Storekeeper (SK)
rating, this division is known as the General

Stores/Material Division. They are responsible for the
receipt, stowage, issue, offload, and inventory of
material. They prepare and maintain the records,
reports, and correspondence associated with these
functions. In addition, they ensure the cleanliness,
upkeep, and security of the storerooms and cargo
holds.
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S-9 Division

Known as the Customer Service Division, they
process material requests and direct turnover (DTO)
receipts; conduct purchases; maintain material
catalogs and technical publications; provide technical
assistance to customers; perform material obligation
validations and COSAL maintenance; and maintain
files/records on all these functions. In addition, they
are respons ib le to prepare the requi red
correspondence, reports, and returns for the above
functions.

S-10 Division

The Supply Quality Assurance Division functions
include monitoring performance; review not in stock
(NIS) documents/warehouse refusals; maintain
files/records, and prepare reports, correspondence, and
returns for these functions.

S-11 Division

The CPO mess, S-11 division, has similar duties to
those performed in the S-2 and S-5 divisions. These
duties may include receiving, storing, issuing, and
accounting for foodservice and other stores. They also
prepare and serve all meals in the CPO mess and
perform other jobs, such as cleaning, delivery, and
pickup of the CPO’s laundry. The assigned mess
caterer is in charge of the operations of this division.

S-12 Division

Manned by Postal Clerks (PCs), the Postal
Division responsibilities include determining
transportation requirements for receipt and dispatch of
personal official mail. They perform customer service
financial transactions (i.e., money order sales, stamps,
and special services for personal mail); maintain
accountability of fixed stamp credit assigned to the
command; and safeguard official and personal mail.
Other responsibilities include maintaining postal
supplies, records, and inventories; ensuring the
cleanliness, upkeep, and security of assigned spaces.

S-13 Division

TAD personnel from other shipboard departments
man the Hazardous Material Division. They receive,
stow, and issue hazardous material. They are also
responsible to inventory and account for all hazardous
material and excess hazardous material onboard.

MATERIAL SUPPORT

Afloat supply functions are categorized into (1)
material support and (2) services. Material support
functions relate to the operational and maintenance
requirements. Aboard an aircraft carrier, the Principal
Assistant of Logistics (PAL) acts as the assistant to the
supply officer in the proper operation of the division
that performs material support. These divisions
include Stock Control, Aviation Stores, General
Stores/Material, Customer Service, Postal, and
Hazardous Material. These divisions report directly to
the PAL.

SERVICE FUNCTIONS

The second category entails operating a service
function. On an aircraft carrier, the Principle Assistant
of Services (PAS) acts as the assistant to the supply
officer in the proper operation of the divisions that
perform services. These divisions include Food
Service, Sales and Services, Disbursing, Wardroom,
and the CPO Mess. These divisions report directly to
the PAS.

Q12. What is the overall mission of the supply
department afloat?

Q13. What division’s duties include performing all
pay and allowance functions?

Q14. On an aircraft carrier, what division reviews
NIS documents?

Q15. For what division is the PAS responsible?

S-3 DIVISION ORGANIZATION

Learning Objective: Identify the mission and
functions of the S-3 division.

Usually a Supply Corps officer will be assigned by
the SUPPO as the Ship’s Store Officer. On rare
occasions, a senior enlisted may be assigned to that job
with approval of the type commander and Navy
Exchange Service Command. That officer may relieve
the supply officer from financial accountability and
responsibility for the procurement, receipt, storage,
custody, issue, transfer, maintenance of proper
records, and accounting for and submission of returns
for ship’s store material. The ship’s store officer
(accountable officer) will be assisted by personnel
provided by the commanding officer. The number of
personnel will depend on the size of the operation and
personnel available. Although each supply department
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organization will vary depending on the individual
ship, the Sales and Service Division will procure,
receive, store, issue, and sell ship’s store merchandise,
operate sales outlets and service activities, maintain
related records and prepare required reports, returns,
and correspondence.

The Sales and Service Division’s mission centers
around customer service. Its purpose is to provide services
to the crew. As an SH you will provide a convenient and
reliable source for personnel to obtain articles considered
necessary for their health, comfort, or convenience at a
savings. You will provide services necessary in day-to-day
living. Through the profits from sales, you will provide a
source of funds to be used for the recreation of naval
personnel assigned to the command. Most importantly,
your division’s mission is to promote good morale.

To accomplish the mission, you will perform many
different functions. These functions include the
following:

• Records and returns functions include
replenishment of the ship’s store stock operating
supplies, operation of the Resale Operations
Management II (ROM II) microcomputers,
maintenance of office records, and preparation
of related correspondence, reports, and returns.

• Storage functions include the receipt, storage,
security, and issue of ship’s store stock and
operating supplies, as well as maintenance of
related records and assigned spaces.

• Sales outlets functions include the operation of
retail stores, vending machines, amusement
machines, cash registers, electronic cash
recording devices, and the maintenance or
prescribed records and assigned spaces.

• Service activity functions include barbershops,
laundry, and dry-cleaning services, as well as the
maintenance of necessary records and assigned
spaces. Embroidery services may also be
included.

Q16. What is the mission of the Sales and Service
Division?

Q17. The barbershop is included under what
function of the Sales and Service Division?

ADMINISTRATION

Learning Objective: Recall the basic
administrative functions of a shipboard office.

Most administrative work will be conducted in the
sales office. ROM II microcomputer, ship’s store
files/records, and other correspondences are
maintained in the sales office. It is the central location
in the management of S-3 division. The sales office
may be used for a variety of functions, such as placing
an order with a sales vendor, performing customer
services, and assembling returns. To prevent the loss
of paperwork, keep the sales office neat and orderly.

OFFICE NEATNESS

The general appearance of an office can be greatly
affected by making sure articles used during the day
are put back where they belong. In securing the office
for the night, all gear and supplies must be properly
secured and stored to prevent damage to equipment or
injuries to personnel from flying objects should the
ship encounter heavy weather.

Do not leave any equipment on the desk that might
be damaged when the office is cleaned. Accumulation
of paper or other gear adrift may create fire hazards.
Daily dusting and swabbing will give your office a
positive outlook.

OFFICE LAYOUT

You may not be able to do much about the physical
condition of your office because of space or location.
However, you may have occasion to arrange the office
and its furnishings. Some advance planning will help
you create an efficient and comfortable work center.

• Desks should be placed so that those who work at
them will have enough light without having to
face the light.

• Desks should be arranged so that noone’s back is
to the reception area.

• Desks should be in a position to see and assist a
visitor.

• Proper ventilation is also important, but try to
keep desks away from drafts.

• Chairs should be adjusted so that typists’feet rest
firmly on the floor and chair seats are 12 inches
below the base of the keyboard. Think of the
work to be performed and use an arrangement
where work will flow in one direction, rather
than crisscross.
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• Tables or counters should be conveniently
placed for handling supplies or assembling
papers.

• File cabinets should be placed close to the person
using them but separated from office traffic.

OFFICE EFFICIENCY TIPS

Once the office layout is complete and manned,
several things should be kept in mind. The level of
noise should be kept at a minimum so as not to detract
others. For instance, radios and tape players should be
played at an acceptable level. Customers should not get
the impression that office personnel are too busy
listening to the radio to provide service.

OFFICE EQUIPMENT

In performing your job, you may be required to
operate typewriters and other types of office
equipment. You should know how to care properly for
the equipment you use. In some instances, you will be
required to make minor adjustments to office
equipment, such as your computer and associated
peripherals. Some equipment normally found in a
sales office includes typewriters, computers, printers,
copiers, coin counters, and bill counters. If you are
unfamiliar with any of the office equipment, read the
manufacturer’s directions and seek instructions from
your supervisor. General office maintenance includes
the following:

• Using covers to prevent dust from accumulating
on machines

• Refraining from drinking, eating, or smoking
near electrical or electronic equipment

• Turning equipment off when not actually in use

• Securing equipment to decks or bulkheads to
prevent shifting during periods at sea

• Keeping safety in mind when performing minor
repairs

This section will cover the various pieces of office
equipment. Generally, the procedures needed to
operate the equipment can be mastered by following
the basic operating and maintenance instructions that
accompany the equipment.

Typewriters

Typing is one of the basic functions of the SH
rating. Although the computer replaced most of the

typing we perform, there will be occasions where you
must use a typewriter. There are various brands of
typewriters in use throughout the Navy.

Treat your typewriter as a delicate instrument and
give it daily care. A typewriter that is dirty, has dirty
type font, and is out of repair produces dirty documents
and poor print quality.

At cer ta in commands, there are service
agreements between the Navy and the typewriter
company to repair equipment when it breaks down. In
most cases, however, you are expected to know how to
perform routine maintenance on your machine. Refer
to the manufacturer’s manual for regular care of your
typewriter and its proper use.

Calculator

One of the most useful and versatile pieces of
equipment in the sales office is the calculator. Capable
of adding, subtracting, multiplying, and dividing, its
use is a must in performing many calculations in the
sales office. We use it continuously to extend
documents, verify figures, balance cashbooks, and
perform many other tasks. Learn the details about the
calculator assigned to you from an experienced
operator or by studying the manufacturer’s instruction
booklet. Figure 1-5 illustrates one of the most common
models in use by most Navy supply offices.

Copying Machines

Another important piece of equipment is the
copying machine. Although not vital, these machines
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can definitely make your job easier. Again, refer to the
manufacturer’s manual for proper operation.
Remember that only qualified technicians should
make repairs on these machines.

Computers

The computer is one of the most important pieces
of equipment in a sales office. With few exceptions,
ship’s store records are created and maintained in the
computer. Whether it is to check stock levels or
conduct a complete inventory, being computer literate
has become increasingly important for an SH. The
importance of the computer in our rating cannot be
measured. Each year they aid in the increased
efficiency of operations and save untold hours in the
preparation of documents and accurate completion of
records and returns.

No matter what you may have heard in the past,
computers cannot think for themselves. They simply
follow a set of internally stored program instructions.
We provide the information and the computer
processes the data. In return, the computer will provide

us with something meaningful we can use; for
example, breakouts, purchase orders, and requisitions,
to name a few. Good input data produces good output
data. On the contrary, discrepant input information
produces discrepant output information or simply put
Garbage In, Garbage Out.

Generally, computers are comprised of three
principal components: a keyboard, the central
processing unit (CPU), and a monitor. Figure 1-6
illustrates the ROM II POS construction. The training
to operate one can be gained by applying yourself and
learning all that you can about the ROM II program
used by ship’s store operations or attending the ROM II
supervisor’s course at Norfolk, Virginia, or San Diego,
California. The greater your knowledge about the
computer and its equipment, the greater your
contribution to the office operation and its success. On
a personal side, you will be better equipped to handle
assigned responsibilities and provide lateral training.

Q18. Where are ship’s store returns assembled?

Q19. What are the three principal components of a
computer?
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ADMINISTRATIVE FILES

Learning Objective: Identify the purpose of
the files that are in a ship’s store operation.

Maintaining proper and accurate administrative
files is important to every ship’s store operation. With
the implementation of ROM II, the filing system we
used in the past has changed, but its importance has
not. Without these files the sales officer would be
unable to keep track of important documents and
transactions and would encounter problems when
preparing the financial returns.

As a Ship’s Serviceman you may be required to
maintain these administrative files. To maintain these
files properly, you will need to know what is contained
in each file and how to use them and keep them up to
date. In this section, we will discuss the administrative
files.

SALES OFFICER’S ACCOUNTABILITY
FILES

The sales officer will maintain these files. The
files will contain the ROM backup tapes, the
NAVCOMPT Form 153 Accountable Officer’s (AO)
files, the ROM Security Access Rights List and
Security Provisions for entry into the operating system
database. The ROM maintains all computer records,
which may be printed at any time.

SHIP’S STORE WORKING FILES

WF-1 through WF-5 will be established and
maintained by the recordskeeper in the sales office.
The recordskeeper will provide the file to the person
assigned to the specific job when required.

WF-1 Receipt Inspector File

The WF-1 Receipt Inspector File contains one
copy of each outstanding purchase order and
requisition to be used by the receipt inspector in the
receipt of the material. After the completion of the
receipt, this copy will be moved to B01 AO file.

WF-2 Bulk Custodian File

The WF-2 Bulk Custodian File contains one copy
of each outstanding purchase order and requisition to
be used by the bulk storeroom custodian in the receipt
of the material. This copy upon completion will be
moved to the file B01 Recordskeeper (RK) file.

WF-3 Correspondence File

The WF-3 Correspondence File contains letters of
assignments from the sales officer to the cash
collection agent and copies of correspondence from
military and commercial activities. Letters will be
removed when action noted in the letter is completed.

WF-4 Credit Memo and Cash Refund File

The WF-4 Credit Memo and Cash Refund File
contains a copy of each DD Form 1149 and related
credit memorandum and correspondence, which has
not been liquidated.

SHIP’S STORE AFLOAT FILES

With the implementation of ROM II these files
have changed. To assist in the assembling of the
original financial returns and the retained returns, the
files relate directly to the NAVCOMPT Form 153
caption lines. Each line item will have two files to
document the NAVCOMPT Form 153 caption lines.
The ship’s store officer will hold the Accountable
Officer (AO) file that will be used to send documents to
DFAS, such as monthly transmittal, and for
assembling the original returns at the end of the
accounting period. The recordskeeper will maintain
the RK file (Recordskeeper’s file) that will be used
both to document the figures on the NAVCOMPT
Form 153 and to assemble the retained returns. The
following sections give you a brief description of each
file, but you should refer to table 1-1 or the NAVSUP
P-487 for exact contents and distribution for the AO
and RK files.

• B01 file —Receipts from Purchase

Contains the documents that substantiate receipt
from a commercial source and credit memorandum
that has been liquidated. The AO file will be used to
assemble the monthly transmittal to send to DFAS.
The RK file will be used as an archive. There should be
10 purchase orders per folder. (For example, purchase
orders with serial numbers 9700-9709 will be placed in
one folder, serial numbers 9710-9719 in another, and
so on.) These folders will be maintained on board for 2
years.

• B05 file —Receipts from OSO

Contains the documents that substantiate receipts
from other supply officers. Again, the AO file will be
used to assemble the monthly transmittal to send to
DFAS. The RK will be used as an archive. As with the
purchase orders, 10 requisitions per folder, 9900-9909,
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File Name &
Number

AO Contents RK Contents

B01
Receipts from

Purchases

(a) One copy of the ROM receipt
1155 showing date of receipt of
material and cost and retail
extensions.
(b) The receipt inspector copy of
1155 showing quantities (no
extensions required).
(c) One copy of each credit
memorandum document (Form
1149) and dealer's credit invoice.

(a) One copy of the ROM receipt
1155 showing cost and retail
extensions.
(b) Vendor invoice that matches
ROM receipt for quantity and
dollar value.
Ten purchase orders will be
placed in numerical sequence in
separate folders. (For example,
purchase orders 9700 through
9709 will be placed in one folder,
purchase orders 9710-9719 in
another folder).

B05
Receipts from 0S0

One copy of the ROM receipt
document showing date of receipt of
material and cost and retail
extensions; e.g. ,one copy of each of
the Forms 1348-1 and 1149
documents from other supply
officers.

(a) 805
(b) For each requisition number
one copy of the ROM receipt
document and associated copy of
each completed Form 1348 or
1149. (Note: This file will be
maintained for a complete fiscal
year. Ten requisition documents
may be placed in numerical
sequence separate folders.)

B10
Issues to Other
Appropriation

(a) Signed DD Form 1149 Original
(b) One copy of 1149
(c) Two copies of 504/28/28A
expenditure documents

(a) B10 issues to Use Report
(b) One copy of each ROM
expenditure document (1149, 28,
28A, 504).

B12
Issues with

Reimbursement
(Bulk Sales)

Copy of liquidated ROM 1149
priced and extended

B12 Report and copy of each
ROM liquidated 1149.

B14
Loss or Gain by

Inventory

No file required. Nothing is sent to
DFAS

B14 report showing all gains and
losses to the operation.

B15
Surveys to NWCF

Signed Original of Form 200 B15 Report and a copy of each
Form 200

B19
Transfers to OSO

(a) Transfer to OSO report
(b) Form 176
(c) Original requesting document
from requesting ship attached to two
copies of the ROM Form 1149 or the
Navy 1348-1 transfer document.

(a) B19 report
(b) Copy of Form 176 and copy
of each requesting document
attached to the ROM transfer
document.

B21
Cost of Sales —

Retail

No file required. Nothing is sent to
DFAS

B21 report

B22
Cost of Operations

No file required. Nothing is sent to
DFAS

B22 report showing all changes
to cost of operations.

Table 1-1.—Table of SSA Files and Contents



and so on. This file will be maintained for a complete
fiscal year and then disposed of.

• B10 file —Issue to Other Appropriation

Contains the documents that substantiate issues
for health and comfort, general mess, ship’s use
(OPTAR), Marine Corp personnel, survivors of marine
and aircraft disasters, merchant ships in distress, and

burial of the dead. Refer to the NAVSUP P-487,
chapter 7, for the specific distribution required for the
various issues.

• B12 file —Issues with Reimbursement (Bulk
Sales)

Contains the document that substantiates the
liquidation of bulk sales.
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B23
Survey to Ship Store

Profits

Signed Original of Form 200

B25
Cost of Sales — Drink

Vending

No file required. Nothing is sent to
DFAS.

B25 report

B26
Cost of Operations

Vending

No file required. Nothing is sent to
DFAS

B26 report

B27
Survey to Profits —

Drink Vending

Signed Original Form 200 B27 report and copy of Form 200

B28
Closing inventory

No file required. Nothing is sent to
DFAS

(a) Signed copy of inventory count report
(b) Signed copy of inventory discrepancy list
(c) Profitability reports for all outlets
(d) Item scanned not found report

C02
C03
C04

Two copies of Memorandum Sales
Invoice

(a) Original copy of Memorandum Sales
Invoice and Collection Report
(b) 469 / 470 Books

C05
Loans

No file required. Nothing is sent to
DFAS

Letter from NEXCOM authorizing loan

C06
Grants

No file required. Nothing is sent to
DFAS

Letter from NEXCOM authorizing grants

Uncollectable
Checks

Nothing sent to DFAS. This is an
accountable holding file for any
"returned" check waiting for
reimbursement from the customer.

All uncollectable checks along with the
Memorandum Listing of checks.

C13
Laundry Claims and

other service

(a) C13 report
(b) Laundry Claims: Copy of
Standard Form 1034
(c) Service changes: Abstract Data
Report

(a) C13 Report
(b) Laundry: Copy of Form 1034 with claim
(c) Service: Copy of 1155, dealers bill and
copy of abstract data report

C18
Equipment Purchases

Original copy of Abstract Data
Report

(a) C18 Report
(b) If cost over $2,500 a copy of 1155, dealers
bill and copy of Abstract Data Report
(c) It cost under $2,500 a copy of the Abstract
Data Report

C19
Disbursement of

Amusement Machine
Contractor

Copy of Standard Form 1034 C19 Report with copy of Standard Form 1034.

C22
Funds Transferred to

Recreation Fund

Copy of Standard Form 1034 C22 Report with copies of Standard Form
1034.

Table 1-1.—Table of SSA Files and Contents—Continued



• B14 file —Loss or Gain by Inventory

Contains the Loss/Gain by Inventory report.

• B15 file —Surveys to the NWCF

Contains the documents that substantiate the
surveys charged against the Navy Working Capital
Fund.

• B19 file —Transfers to OSO

Contains the documents that substantiate the
transfer of merchandise to other supply officers.

• B21 file —Cost of Sales Retail

Contains the ROM II generated B21 report.

• B22 file —Cost of Operations

Contains the ROM II generated B22 report that
shows all cost of operations.

• B23 file —Survey to SSPN

Contains the documents that substantiate the
surveys charged against ship’s store profits except
surveys of drink vending machine items.

• B25 file —Cost of Sales-Drink Vending

Contains the ROM II generated B25 report.

• B26 file —Cost of Operation-Vending

Contains the ROM II generated B26 report.

• B27 file —Survey to Profits-Drink Vending

Contains the documents that substantiate the
surveys of canned drink vending machine items
charged against ship’s store profits.

• B28 file —Closing Inventory

Contains the inventory count report, discrepancy
list, profitability reports, and items scanned not found
report.

• C02/C03/C04 file —Cash Collected

This file contains the documents that substantiate
the cash collected from all retail activities.

• C05 file —Loans

Contains the letter authorizing a NEXCOM loan.

• C06 file —Grants

Contains the letter authorizing a NEXCOM grant.

• Uncollectible Checks

The AO file is an accountable holding file for any
returned checks waiting for reimbursement from the

customer. The actual checks are held in the RK file
along with the memorandum listing of the checks.

• C13 file —Laundry Claims and Other
Services

Holds the documents that substantiate laundry
claims, service charges for repairs to equipment (such
as vending machines), and/or laundry service
charges.

• C18 file —Equipment Purchases

Holds the documents that substantiate equipment
and/or modernization purchases as a direct charge to
the ship’s store profits.

• C19 file —Disbursement to Amusement
Machine Contractor

Holds the documents that substantiate the
remittances paid to the contractors for leased
amusement machines.

• C22 file —Funds Transferred to the
Recreation Fund

Holds the SF 1034 that substantiates the funds
transferred to the recreation fund.

RETAINED RETURNS

These files are maintained by the recordskeeper
and are kept in addition to the SSA files noted
above.

RR-1 Breakout Document File

The RR-1 Breakout Document File contains the
signed original of the NAVSUP Form 973 and the
ROM final breakout form.

RR-2 Ship’s Store Management
Report File

The RR-2 Ship’s Store Management Report
File contains a copy of the monthly report sent to
the commanding officer. In addition, it contains a
copy of the ROM system backup (SYSBACK) and
the last ROM daily backup (DAYBACK) of the
period.

Q20. Who should maintain the AO files?

Q21. As the bulk storeroom custodian, you are told
that there are stores on the pier. You should
find the receipt documents in what file?
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Q22. What file holds documents that substantiate

cash collected from the ship’s store?

Q23. When funds are transferred to the recreation

fund, you should file the SF1034 in what file?

ADMINISTRATIVE LOGS

Learning Objective: Identify the purpose of

the logs that are in a ship’s store operation.

As a Ship’s Serviceman, there are several
administrative logs you are required to keep on file.
This section will identify those administrative logs.
The purchase order, requisition, and expenditure log
are no longer required because ROM II maintains these
logs for you. However, you might find it beneficial to
keep a purchase order and requisition log as a reference
when reconciling the unmatched expenditures or
ship’s stores log listing.

PURCHASE ORDER LOG

The purchase order log (fig. 1-7) is used to record
purchases of ship’s store stock from commercial
vendors. You should guarantee that all purchases are
logged into this log. If a purchase order number is
given to a vendor without logging it in, you will find
yourself with a duplicate purchase order number. At
the time of the purchase, you should write the date of
the order, purchase order number (Julian date and the
serial number), the source, and the approximate dollar
value into the purchase order log. ROM II
automatically assigns the purchase order number. We
use serial numbers 9700-9899. Always start the fiscal
year with serial number 9700.

REQUISITION LOG

The requisition log provides a record of all
requisitions and is also shown in figure 1-7. This log is
very similar to the purchase order log, except serial
numbers are assigned in the 9900 through 9999 series.
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RECEIPTS FROM GENERAL STORES
AND GENERAL MESS ARE NOT
ASSIGNED A RECEIPT NUMBER

REQUISITION LOG

PURCHASE ORDER LOG

DATE REQN NO. SOURCE AMOUNT
RECEIPT

NO.
DATE

RECEIVED

10-3

11-23

12-12

12-29

1-13

-276/9900

-327/9901

-346/9902

-363/9903

-013/9904

FISC NORFOLK VA

FISC NORFOLK VA

FISC NORFOLK VA

$5,479.35 1 10-6

RECEIPT FROM
GENERAL STORES

$5.00 11-24

12-256

8

9

$3,813.01

$3,867.37

$8,689.31

USS WHITE PLAINS (AFS-4)

DATE P.O. NO. SOURCE AMOUNT
REC.
NO.

DATE
MAT'L
REC'D

DATE
FWD
PMT

PAY
ACT'Y

STOCK
OR

SPEC.
ORDER

10-17

10-22

10-30

11-15

12-21

1-12

1-22

STOCK

STOCK

STOCK

STOCK

SPECL
STOCK

STOCK

STOCK

FAADC

FAADC

FAADC

FAADC

FAADC

FAADC

FAADC

2

4

7

5

11

10

12

10-17 10-17

11-26 11-26

12-22 12-22

11-30 11-30

1-24 1-24

1-19 1-19

1-29 1-29

-287/9700

-295/9701

-303/9702

-319/9703

-355/9704

-012/9705

-022/9706

ADMIRAL EXCHANGE

EURPAC

C. LOYD JOHNSON

COCA-COLA CO.

ROBERT HALE CO.

STANLEY BROS.

MERIT MARKETING

$7,599.07

$8,406.11

$8,506.11

$6,220.44

$376.42

$5,478.46

$8,011.01

Figure 1-7.—Requisition and purchase order logs.



Again, ROM II automatically assigns these numbers.
The purchase order and requisition log will assist you
in tracking outstanding and completed orders.

EXPENDITURE LOG

ROM II automatically maintains the expenditure
invoice log. A series of numbers assigned by the
SUPPO will be entered into ROM II to be used as
expenditure serial numbers.

CAR SEAL NUMBER LOG

The car seal log is required. It provides a record of
the car seal number when a car seal is used. The sales
officer or a designated assistant should keep the car
seal log. When a car seal is used on a space, the sales
officer or the designated assistant should record the
number in this log, and the responsible custodian
should verify it.

OTHER LOGS

There are several other logs you should maintain.
These logs will be discussed in later chapters. These
logs are as follows:

Dry-Cleaning Work Log Chapter 3
Heat Stress Log Chapter 2
Laundry Bulk Work Log Chapter 2
Laundry Equipment Maintenance Log Chapter 2
Laundry Press Deck Log Chapter 2
Money Bag Log Chapter 6
Night Depository Safe Log Chapter 6
Vending Machine Daily Delivery Log Chapter 6
Vending Machine Money Box Log Chapter 6

Q24. An order from a commercial vendor should be
logged into what log?

Q25. Who is responsible for maintaining the car
seal log?

SECURITY

Learning Objective: Recall the procedures
used to establish and maintain security of
supply spaces and ship’s store operation.

Security is the most important aspect in both the
supply department and particularly of the ship’s store
division. The supply officer is responsible for the
security of the entire supply department. As a member
of the supply department, you will be performing

duties that will require a detailed knowledge of the
department’s security requirements, as well as ship’s
store operations.

Keeping the supply department spaces and offices
secure will be one of your responsibilities as a Ship’s
Serviceman. Following some basic guidelines and
rules will help assure that each area is kept secure and
free from pilfering.

SUPPLY DEPARTMENT SPACES

A few general rules you will need to remember to
keep supply department spaces secure are as follows:

• All stock should be kept under lock and key.

• Supply spaces should be locked when
unattended.

• Individual responsibility for security rests with
the person in charge of each space.

• The supply officer or a designated assistant is the
only person authorized to grant permission for
unauthorized personnel to enter a supply
department space.

• Spaces will be secured in a way that allows
access for damage control equipment during an
emergency.

• Keys to supply spaces will remain aboard ship in
a key locker.

• A key log will be maintained to identify the
holder of each key.

• Combinations to keyless locks will be recorded
as prescribed in the NAVSUP P-487.

• All keyless and key-type padlocks should meet
the standards prescribed by the NAVSUP P-487
or other authorized guidance.

SUPPLY DEPARTMENT OFFICE

The security of the supply office is important
because that is where the keys to supply department
spaces are located. Many important records,
documents, and files are also located there. The office
should be secured after work hours to prevent
unauthorized entry into other supply department
spaces and to prevent the disappearance of important
items.

The keys to the supply office are issued only to the
individual specified by the supply officer. After work
hours, the duty supply officer is responsible for making
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sure the office is secured. The duty supply officer is
normally an officer or senior petty officer representing
the supply department after normal working hours.
This person is directly responsible to the supply
officer.

SECURITY SPACE GROUPINGS

Supply department spaces are organized into
groups as prescribed by the NAVSUP P-485 to meet
the many different security requirements. These
groups are shown in figure 1-8.

Group I

Group I is made up of general store spaces,
including storerooms, special lockers, and related
spaces. Each Group I space must be secured by its own

lock whose original and duplicate keys will not open any
other Group I lock. The person in charge of that
particular space will draw the original key from the
general key locker in the morning. It will be returned at
the end of the workday to the general key locker in the
supply office. The supply officer will keep the duplicate
key in a duplicate key locker or safe. Master keys to
Group I spaces will be in the custody of the supply officer.
The supply officer may appoint, in writing, an officer or
petty officer to hold a duplicate of the master key.

Group II

This group includes all foodservice spaces. This
includes the galley, bakeshop, bread room, vegetable
preparation area, issue room, meat preparation area,
refrigerated spaces, and foodservice storerooms. Keys
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TYPICAL KEY CUSTODY CHART

GRAND MASTER KEY SUPPLY OFFICER
MASTER KEYS FOR GROUPS I, II AND IV WILL NOT PASS LOCKS IN GROUP III

GALLEY

GALLEY SUPERVISOR

GROUP II GROUP IV

FOOD SERVICE SPACES SERVICE ACTIVITIES

*MASTER KEY(DUPLICATE) *MASTER KEY(DUPLICATE)

FOOD SERVICE OFFICER SHIP'S SERVICE OFFICER
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AFTER WORKING HOURS.
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Figure 1-8.—Supply department security groupings.



to Group II spaces will be handled in the same manner
as Group I except original keys to the galley, bakeshop,
bread room, meat preparation area, and vegetable
preparation area will be passed between galley
supervisors as they relieve each other. The master and
duplicate master keys will be handled the same as
Group I.

Group III

Group III spaces sell or stow resale merchandise,
such as the ship’s store, vending machines, and bulk
storerooms. You may be the operator of one of these
spaces, so you must know the security requirements for
Group III spaces. This knowledge will improve your
on-the-job performance and help you recognize
potential problems so you can correct them before they
become real ones.

Working Keys and Dead Bolt Locks

All doors leading to Group III spaces should have
dead bolt locks installed. Sometimes this may be
impractical, so a high-security, key-type padlock with
a shrouded shackle and a high-security hasp may be
used as an alternative. The responsible custodian
keeps the working keys to these locks. They should be
secured at the end of the workday in a separate key
locker for the night. Figure 1-9 illustrates this key

locker that should be located in the sales office. This is
not the same key locker used for supply spaces.

Duplicate Keys

Duplicate keys are kept for emergency purposes or
when required by higher authority. These keys should
be handled in a manner to prevent unauthorized entry.
They will be placed in a sealed envelope, signed, and
dated across the flaps by the ship’s store officer and
responsible custodian. The flaps of the envelope will
then be sealed with cellophane tape placed over the
signature and any other openings and placed in the
ship’s store officer’s safe. This envelope will be
changed when the responsible custodian or ship’s store
officer is relieved.

Padlocks and Combinations

In addition to dead bolt locks, the keyless
combination lock listed in the NAVSUP P-487 will be
used for securing Group III spaces. If the keyless
combination lock is not available, then the key-type
padlock also listed in the NAVSUP P-487 may be used.
If the key-type lock is used, a numbered car seal will
also be used with it. The car seal number will be logged
by the ship’s store officer in the Car Seal Log. This
key-type lock should be replaced as soon as a
combination lock is available. While the key-type
locks are being used, secure the duplicate keys in a
sealed envelope and place in the ship’s store officer’s
safe.

Recording the Combination to Keyless Locks

The responsible custodian will set a combination
in the keyless combination lock. Each lock comes with
a setting-in key and instructions for setting the
combination. Perform the procedures in the order
listed below:

1. Set a combination in the lock.

2. Record the combination on a piece of paper.

3. Place the paper and the “setting-in key” in an
opaque letter-size envelope. If an opaque envelope is
not available, you can use a regular envelope, but wrap
the combination in carbon paper to prevent its
readability through the envelope.

4. Seal the envelope and sign your name over the
flap of the envelope with transparent tape in the
presence of the ship’s store officer.

5. Give the envelope to the ship’s store officer.
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The ship’s store officer should then do the
following:

6. Sign name and date over the other flap in the
presence of the custodian.

7. Place the sealed envelope in a safe.

CAUTION

Do not tell anyone the combination.  Do not
record the combination anywhere else, EXCEPT
for the piece of paper in the envelope.  Make sure
no one sees the combination you dial when you
open your space.

Changing Frequency of the Combination

The combination of the keyless padlock should be
changed upon the relief of the ship’s store officer,
responsible custodian, or every 6 months.

Hinges and Hasps

Hinges and hasps used on Group III spaces should
be of hard steel that cannot be cut with a bolt cutter or
hacksaw. When the hasp is installed, tamper-proof
bolts should be used since an individual using a wrench
or screwdriver cannot remove them. Pop rivets are
inadequate and should not be used in place of these
bolts. Hinges should be installed so that the hinge pin
is not exposed. Exposed hinged pins should be

tack-welded to prevent removal. Figure 1-10 is a
picture of a ship’s store storeroom properly secured.
Notice the deadbolt key-type lock installed in the door
and the hardened steel hasp with the keyless type
padlock with a car seal added for additional security.

Sales Windows and Visible Storerooms

Retail stores with removable sales windows should
be checked daily. Make sure the perimeter of the frame
is secured with a lock on the inside. The retail store
operator should keep the keys to the inside locks. The
duplicate key will be secured in a sealed envelope and
retained in the ship’s store officer’s safe. Do not use
bars that can be popped out. Storerooms that are
visible from the outside should have well-lit adjacent
passageways. High-cost, small-cube items, such as
watches and jewelry, should be consolidated out of
s ight in the re ta i l s tore and not s towed in
out-of-the-way bulk storerooms. Make sure the ship’s
security watches are checking your storeroom. The
bulk storeroom, retail store, and other Group III spaces
should be checked at varying intervals. Any security
discrepancy, however slight, should be immediately
reported to higher authority.

Security After Working Hours

The purpose of securing ship’s store spaces after
working hours is to prevent unauthorized entry. Before
you secure for the day, inspect your display cases,
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disp lay windows, doors , s tock rooms, and
merchandise. High cost items (any item over $50)
should be removed from the display cases after
working hours. You should be familiar with the way
you left the store so you can easily recognize
discrepancies when you inspect in the morning. If you
need to enter your ship’s store space after working
hours, you should first obtain permission from the
ship’s store officer.

Additional Security

There are other security measures the ship’s store
officer may take. The use of car seals is recommended
but not mandatory. Use of car seals may alert the ship’s
store officer of unauthorized entry. They are available
from SERVMART and can be placed on external locks
after working hours. The ship’s store officer or a
designated assistant may issue them. The numbers are
recorded in the Car Seal Log when applied and voided
in the log after the car seal is removed from the lock.
The ship’s store officer may also have roll-up grills or
scissor-type gates installed outside a retail store area.
An intrusion alarm system may be installed to protect
retail stores or storerooms. The alarm should be
connected so it sounds in an area that is manned 24
hours. In addition, merchandise security systems can
be installed. This system is located at the exit door of a

walk-in store, as shown in figure 1-11. It will sound if
ship’s store merchandise is removed from the ship’s
store illegally. On larger ships, you will commonly see
a security camera (fig. 1-12) that is monitored at
location that is manned 24-hours a day.

Vending Machines and Amusement  Machines

The vending and amusement machines aboard
ship are also considered Group III spaces. They are
secured a little differently. This is because these
machines do not always have a custodian watching
over the funds at all times. Certain security regulations
that are to be followed are discussed in the following
paragraphs.

VENDING MACHINES.—Vending machines
need to be secured outside and on the inside (fig. 1-13).
The lock inside secures the moneybox and may be
either a keyless or key-type padlock. The custodian of
the machine does not have access to the money in the
moneybox. Either the ship’s store officer or cash
collection agent keeps the key or combination to the
inside lock. The outsides of most machines are secured
with an installed lock. These locks are inadequate for
security purposes. Install a hasp and hinge of hardened
steel, using tamper-proof bolts, and secure with a
combination lock. Combinations to these locks are
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handled in the same manner as all other ship’s store
spaces. They will be sealed in an envelope and locked
in the ship’s store officer’s safe.

Moneyboxes.—Self-locking moneyboxes are
available for vending machines. Their installation is
highly encouraged. These moneyboxes are provided
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Figure 1-12.—Security camera.

Figure 1-13.—Properly secured vending machines.



with two sets of keys. One set of keys is for locking the
box inside the machine and the other set is for locking
the box itself. The vending machine operator keeps the
key that locks the box inside the machine. The ship’s
store officer or a designated cash collection agent
keeps the key that locks the moneybox itself.
Duplicate keys will be sealed in an envelope and kept in
the ship’s store officer’s safe.

Dollar Bill Acceptor.—When a dollar bill
acceptor is installed in vending machines, secure the
acceptor with a hasp and a padlock. The person
designated to make the collections will keep the key to
this lock.

AMUSEMENT MACHINES.—A meta l
restraining bar device is required for all amusement
machines. This device will lock in front of the coin
box. A combination padlock will be used to lock the
device in place. Only the person designated to make
the collections will know the combination to this lock.

Emergency Entry Procedures

Since the custodian may not always be aboard,
procedures for emergency entry should be in place for
Group III spaces. In an emergency the ship’s store
officer will enter the space in the absence of the
custodian. Two people should witness the entry. At
least one should be a commissioned officer. Once the
space is opened, the two witnesses should remain in the
space until it is secured. The space will be secured by
replacing the lock and sealing the space with a
numbered car seal. The ship’s store officer will log the
number into the car seal log and the two witnesses will
initial the log. Include emergency entry procedures in
the supply department instructions. Post a copy of
these instructions outside each Group III space.

In the absence of both the responsible custodian
and the ship’s store officer and when urgency dictates,
emergency entry can be obtained by the command duty
officer. He or she will follow the same procedures as
the ship’s store officer.

Group IV Spaces

Group IV spaces include all service activities, such
as the barbershop, laundry, and dry-cleaning areas.
Generally, there are no cash transactions in these
spaces. If cash transactions are made or ship’s store
stock is stowed in these spaces, then they will be
designated Group III for security purposes.

The person in charge of the space will sign for the
original keys in a key log and remove them from the
supply office’s general key locker. During working
hours, the person in charge of the space will keep the
keys. After work hours, the original keys will be turned
over to the duty supply officer. They will be secured in
the general key locker. Duplicate keys to Group IV
space will be kept in the supply officer’s safe. If the
lock to the space is part of a lockset, the ship’s store
officer will keep the original master. The duplicate
master to all Group IV spaces will be kept by the
supply officer in a special duplicate key locker or in the
supply officer’s safe.

The ROM System Security

The ROM system is an unclassified system that
does not store classified data. It should be located in an
area accessible only to those authorized to use the
system. For security and accountability purposes, the
ship’s store officer is the system administrator. The
ship’s store officer must make sure that the information
in the ROM system is protected from unauthorized
access. This is accomplished with the use of IDs,
passwords, and access codes. Before a person can
access the ROM system, the ship’s store officer must
provide a user ID and password. Password security
instructions are contained in the ROM Users Guide
that is distributed to the ship’s store officer when ROM
is installed on the ship. Everyone with access to the
ROM system should be listed on the ROM security
access rights list. Place the ROM security access rights
list in an opaque envelope, sealed, and tape affixed over
the flaps in the same manner discussed earlier in the
section “Recording the Combination to Keyless
Locks.” The ship’s store officer will retain the envelope
in the accountability file. The ship’s store officer is
required to review the ROM security access rights list
monthly.

Q26. Who is responsible for the security of supply
spaces?

Q27. Normally, what rating would be responsible
for Group II spaces?

Q28. Spaces with ship’s store merchandise should
be classified as what security grouping?

Q29. How often should the combination of a keyless
padlock to a Group III space be changed?

Q30. In the absence of the responsible custodian,
an emergency entry into a Group III space
should be made by what individual(s)?
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SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED

QUESTIONS

CHAPTER 1

A1. The supply system primary mission is to
provide responsive support to the operating
forces.

A2. Defense Logist ics Agency (DLA) is
responsible for the management and
control common items used by all military
branches.

A3. Naval Supply Systems Command
(NAVSUPSYSCOM) provides management
policies and technical guidance for naval
material to activities of the Navy and Marine
Corps.

A4. Navy Exchange Service Command
(NEXCOM) is responsible for the inventory
management of ship’s store stock.

A5. As an SH, the departments within FISC that
you will most commonly use are the Inventory
Control Department and Material
Department.

A6. The mission of the CLF is to keep the fleet
supplied with fuel, food, general stores, repair
parts, and ammunition.

A7. RAS stands for replenishment at sea, the
transfer of cargo underway.

A8. The T-AFS (Combat store ships) carries
general stores, ship’s repair parts, electronic
and aviation repair parts, food items, and
ship’s store stock.

A9. The primary purpose of NEXCOM’s ship’s
store program division is to furnish technical
direction and guidance for the design of the
Navy’s ship’s store facility and to assist type
commanders in managing ship’s store
operations.

A10. The fleet assistance branch will analyze your
ship’s store operation and provide guidance,
recommendations, and training.

A11. The Defense Finance and Accounting Service
(DFAS) audits returns, maintains and
reconciles documents for receipt from pur-
chase and receipts from other supply officers,
reconciles cash reported in returns, and pays
dealer’s bills for ship’s store operations.

A12. The overall mission of the supply department
afloat is to support the material and service
needs of the ship.

A13. S-4 division, Disbursing Division.

A14. S-10 division, Supply Quality Assurance
Division.

A15. PAS is responsible for Food Service, Sales and
Services, Disbursing, Wardroom, and the
CPO Mess.

A16. The Sales and Service Division’s mission is to
promote good morale.

A17. The barbershop functions as a service
activity.

A18. The sales office.

A19. A keyboard, the central processing unit
(CPU), and a monitor.

A20. The sales officer.

A21. WF-1 (Receipt Inspector File).

A22. C02/C03/C04 file (Cash Collected File).

A23. C22 file (Funds Transferred to the Recreation
Fund).

A24. Purchase Order Log.

A25. Sales officer or a designated assistant.

A26. Supply officer.

A27. MS.

A28. Group III.

A29. At least every six months.

A30. Ship’s store officer (Sales officer).
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CHAPTER 2

SHIP'S LAUNDRY

INTRODUCTION

One of the supply officer's responsibilities is to
provide laundry service to the ship's crew. This service
takes place in the ship's laundry, which is operated by
the Ship's Serviceman (SH). The laundry service
provided is directly in line with the overall mission of
the Navy. This service provides shipboard personnel
with clean clothing, which promotes morale and
enhances general health and comfort conditions.

The ship's laundry works on the assembly line
principle. Dirty laundry is routed from one workstation
to another until it is clean, dry, and ready for pickup.
The assembly line principle is used mainly because it
results in efficient production. As an SH working in the
laundry, you must be familiar with the different tasks
performed at each workstation.

This chapter provides ship's laundry personnel
with information about how a shipboard laundry
operates. It explains the tasks performed in the laundry
process. The process begins with the receipt of
personal or bulk bundles and proceeds through the
assembly line. It ends with the return of finished
laundry to the individual or division.

SAFETY

Learning Objective: Recognize the safety
requirements associated with ship’s laundry
operations and the use of hazardous material.

Safety is the most important aspect of the everyday
operation of the laundry; therefore, various safety
measures are discussed throughout this chapter. Before
we discuss laundry equipment and laundry operations,
however, we discuss some specific areas of safety with
which you will be involved. These are hazardous
materials and environmental protection, heat stress,
and sanitation.

OPNAVINST 5100.19 (volume 2, chapter C20)
contains the safety precautions for shipboard
laundries. The technical manual for each piece of
equipment lists the safety precautions as well as the
safety features for that equipment. The safety
precautions for each piece of equipment should be

posted near the equipment for the operators to read,
remember, and follow.

The laundry supervisor is responsible for making
sure all laundry personnel are aware of and follow
established safe working precautions. You are
responsible for making sure you observe all safety
requirements.

HAZARDOUS MATERIAL AND
ENVIRONMENTAL PROTECTION

The Environmental and Natural Resources
Program Manual, OPNAVINST 5090.1, contains
Navy policy and assigns responsibility for actions
necessary to ensure protection of the environment.
Commanding officers should coordinate and
cooperate with federal, state, and local pollution
control agencies and follow all standards and
regulations to control environmental pollution.

As an SH, you should be aware of how laundry
practices and detergents may affect the environment.
The water that drains from the laundry is considered
wastewater and is transported to the collection,
holding, and transfer (CHT) tanks. CHT tanks are
installed aboard ship for the purpose of handling
wastewater from showers, heads, laundries, galleys,
sculleries, and sinks. It is transported by the ship's
waste drain system. In port the wastewater is
transferred ashore for disposal. Under way, the ship
should be more than 50 miles from any shoreline when
discharging wastewater.

Before you dispose of any laundry detergent in
port or at sea, you should first determine if it is a
hazardous substance. Hazard classifications and
storage requirements for shipboard consumables are
contained in the Hazardous Material User's Guide
(HMUG), OPNAV P-45-110-91, or in the Material
Safety Data Sheet (MSDS) available from your
supervisor. If it is a new hazardous material, you may
also request a Material Safety Data Sheet from the
manufacturer. Information on the disposal of a
hazardous substance can be found in this publication or
from your supervisor.
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All of the laundry detergent, bleaches, and spot
removers are hazardous materials. All of these
materials are toxic and are health hazards. Bleaches are
oxidizers that can give off toxic gases if mixed with
greases, oils, or ammonia products. Material Safety
Data Sheets provide detailed information on the
precautions, hazards, and emergency responses if
hazardous materials are spilled. Laundry bins of
hazardous materials must be labeled with the name of
the product, the hazard, and the name/address of the
manufacturer. The corresponding MSDS must be
maintained within the space for which it is kept. It is
the supervisor’s responsibility to train all personnel
about hazardous materials. All personnel must heed all
required precautions.

HEAT STRESS

Heat stress is a dangerous condition that may affect
personnel as they work in the laundry. A combination
of airflow, humidity, work activity, air temperature,
and heat from the equipment can cause the laundry area
to reach high temperatures. Exposure to this heat can
cause your body temperature to increase. Heat stress
can lead to heat exhaustion or heatstroke and occurs as
your body tries to regulate its temperature. Heat
exhaustion can cause fatigue, severe headache, nausea,
and poor physical and mental performance. Heat
stroke can lead to life threatening injuries. You can
reduce the chances of heat injuries from high
temperatures in the laundry by taking the following
actions:

• Taking and recording temperatures in the heat
stress log as required

• Eliminating conditions in the laundry that would
increase the normal heat load (i.e., changing
primary and secondary lint traps)

• Reporting temperatures of 100 degrees or higher
as required to medical

• Following the do's and don'ts list included in the
following section

Prevention

To obtain accurate and reliable data on heat stress
conditions, you must obtain temperature readings.
Dry-bulb thermometers should be permanently
mounted in the wash and press deck areas. They should
be mounted so that the bulb of the thermometer is not
affected by nearby heat sources. For specific mounting
locations, laundry supervisors should check with a

medical representative. You should record the
temperature readings of the thermometer in the heat
stress log once every 4 hours. When temperatures are
100 degrees or higher, circle the temperature,
preferably with red ink, recorded in the heat stress log.
Once recorded, notify the ship's store officer and
medical officer.

If the temperature remains high, the medical
officer will provide a restricted work schedule for the
laundry personnel. The amount of time you may work
under a restricted schedule is referred to as your stay
time.

Each period of work under heat stress conditions is
followed by a recovery period. During the recovery
period, laundry personnel should go to a cool, dry
place to allow their body temperature to return to
normal. The recovery time is always twice the stay
time but should never exceed 4 hours if personnel show
no sign of fatigue.

Personnel working in a heat stress environment
should follow specific do's and don'ts:

DO'S

• Eat three adequate meals a day.

• Drink plenty of cool water.

• Get at least 6 hours of continuous sleep during
every 24-hour period.

• Wear clean clothing composed of at least 35
percent cotton.

DON'TS

• Take salt tablets.

• Wear starched clothing.

• Drink commercially prepared liquid electrolyte
supplements.

Conditions

Inspections conducted aboard various ships have
over a period of years identified many of the conditions
that may cause a heat stress environment. Some of the
conditions found were so severe that personnel
exposure had to be limited to avoid harm. These heat
stress conditions may be caused by any of the following
conditions:
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• Steam and hot water leaks

• Missing, deteriorated, or damaged insulation on
steam piping, valves, and machinery

• Ventilation system with missing or mutilated
ductwork, misdirected terminals, clogged
exhaust screens, closed or partially closed Circle
William dampers, dirty ducts, and inoperable fan
motors and controllers

• Ventilation design deficiencies, resulting in an
inadequate air supply or a decreased exhaust
capacity

Even though these conditions are identified and
corrected, heat stress conditions may still occur. Some
examples include times when personnel must work in
hot, humid climates and when they must do hard,
physical work. While working in the laundry, you
should be aware of conditions that may cause heat
stress conditions. You should report all problems to the
laundry supervisor so they can be corrected. You can
find the specific requirements of the Navy's Heat Stress
Program in OPNAVINST 5100.19, chapter B2.

SANITATION

The job of the ship's laundry operation is to
produce clean clothing using sanitary methods.
Sanitary or industrial hazards may occur at any point in
the process from delivery of contaminated clothing to
the finished product.

The laundry supervisor must stress the importance
of personal hygiene. It is mandatory that laundry
personnel should frequently wash their hands,
particularly after visiting the toilet or handling soiled
linen.

Requirements

Sanitary requirements are outlined in NAVMED
P-5010, chapter 2. The senior medical officer or
Hospital Corpsman (HM) aboard prepares the
regulations for your ship. These sanitation regulations
should be posted in the laundry for all personnel to read
and follow.

Some common sanitary requirements are as
follows:

• The laundry must be maintained in a clean and
sanitary condition, free from infestation by
rodents and insects.

• Floors must be cleaned at least once daily by
dustless methods. Paper and trash must be
placed in covered containers; lint must be
removed from bulkheads, overheads, and
structural supports.

• Plumbing fixtures and appliances must be
installed according to established standards,
maintained in good repair, and kept in sanitary
condition. These fixture and appliances must be
connected to prevent backflow or
cross-connection with the potable water supply.
Most shipboard washing machines have the
ability to use both freshwater and seawater
connections. These connections must be used
according to Naval Ships' Technical Manual,
chapter 655. Seawater may be used when the
ship is 25 miles from shore but never when it is in
polluted water.

• Sanitary angle jet-type fountains must be
provided to supply drinking water.

• Eating, cooking, and storage of food, drinks, or
smoking material are prohibited in rooms where
clothing is handled, sorted, marked, or washed.

• Laundries must have separate areas designated
for receiving and issue. Unwashed clothes must
never be received, marked, sorted, or handled in
close proximity to washed clothes.

• Rooms or spaces must be designed and machines
and equipment arranged so that a separate flow
of clean and soiled garments is maintained
throughout the laundry process. This flow
requires separate contact surfaces, such as
tables, carts, shelves, and so forth. Ventilation
must move air from clean to soiled areas to
prevent cross contamination.

• Vehicles and containers used to transport and
stow laundry must be kept clean and in a sanitary
condition.

Inspection

The ship's store officer should inspect the laundry
each workday to make sure operators are following
sanitation regulations. In addition, the ship’s
Preventive Medicine Technician (PMT), an HM
assigned to the medical department, will inspect the
laundry once a quarter. The inspection should be
unscheduled, and the findings are reported up the chain
of command to the commanding officer.
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Q1. What OPNAV instruction contains the safety
precautions for the ship’s laundry?

Q2. What is the water that drains from the
laundry’s washer extractor called?

Q3. How far offshore should the ship be before
discharging wastewater?

Q4. When the temperature in the ship’s laundry
reaches 100°F, what action should you take?

Q5. What technical manual covers shipboard
laundry operations and safety requirements?

LAUNDRY SECURITY

Learning Objective: Recall the security
classification and requirements for the ship’s
laundry.

Security of the laundry is the responsibility of all
laundry personnel. You must do everything you can to
protect the laundry from loss of personal clothing and
supplies, damage to equipment, and unauthorized use.

SPACE DESIGNATION

The ship's laundry is designated as a Group IV
space. The original key will be in the possession of the
laundry supervisor during working hours. After
working hours the key should be turned over to the duty
supply officer to be placed in a general key locker in the
supply office. Duplicate keys should be kept in a
special duplicate key locker in the supply office or in
the supply officer's safe. If a lockset is used, the
original master key (which accesses all Group IV
spaces) should be retained by the ship's store officer.
The duplicate master key should be kept in a special
duplicate key locker in the supply office or in the
supply officer's safe.

The ship's laundry should not be used after
working hours unless approved by the ship's store
officer. Untrained personnel should not use laundry
equipment because a variety of problems could occur,
including the following:

• Fires

• Injury

• Damage to equipment

• Loss of personal clothing and laundry supplies

A laundry fire can cause thousands of dollars in
damage. Damage to equipment causes loss of

production and longer working hours for laundry
personnel. Injury to personnel could range from a
burned hand from a hot laundry press to severe heat
stress injuries. Before operating laundry equipment,
your supervisor should help you complete the current
JQR.

WHEN DESIGNATED AS A GROUP III
SPACE

Anytime retail items intended for cash sale are
stored in a service activity, it will be considered a
Group III space and proper security measures should
apply as per NAVSUP P-487. This will normally occur
when you need extra storage space for pre-deployment
load outs.

Q6. What security grouping is the ship’s laundry?

Q7. The laundry’s duplicate key should be kept in
what location?

Q8. When, if ever, should the laundry be
considered a Group III space?

ASSIGNMENT OF DUTIES

Learning Objective: Select job assignments
for laundry personnel.

Personnel are assigned to the laundry from the SH
complement. The allowance of rated personnel is
based on the assumpt ion that a number of
non-designated Seaman will be required to operate the
laundry efficiently.

LAUNDRY MANAGEMENT

The leading chief or leading petty officer usually
manages the ship's laundry and is responsible to the
ship's store officer for its proper operation. The
organization of ship's laundry varies with the size of a
ship. On a large ship with more than one chief, the
ship's store officer may assign a chief petty officer as
the service activities manager. The chief petty officer
will ensure the laundry supervisor manages the
laundry operations comparable to those of a civilian
manager of a shore laundry.

LAUNDRY SUPERVISOR

The SH in charge of the laundry is generally
responsible to the leading chief or leading petty officer
for the entire operation. The laundry supervisor
supervises the daily operations of the entire laundry
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process. The SH supervising the laundry orders
supplies; sees that the laundry is kept clean; sees that
the equipment is maintained properly; assigns and
trains laundry personnel; maintains flow of work
through the laundry; investigates laundry claims; and
does whatever is necessary to ensure the laundry
operation is efficient. The laundry supervisor has
diverse responsibilities that are comparable to running
a civilian laundry. The many responsibilities involved
vary with the size of the laundry supervised.

LAUNDRY OPERATORS

Laundry personnel are responsible to the
supervisor for completing their assigned tasks. They
should be trained in all areas of the laundry and ready
to pick up any slack that may occur from a temporary
shortage in personnel. They should also follow safety
procedures and use all equipment according to the
manufacturer's instructions. In this chapter, the
importance of proper equipment operation is stressed
along with the consequences of not operating
equipment properly. Laundry personnel should
remember the following points about laundry
operations:

• Laundry equipment will not perform efficiently
unless operated correctly. It is easily damaged if
operated incorrectly.

• Equipment replacements are expensive and not
always available.

• An efficient laundry operation is vital to the
health, welfare, and morale of the ship's
company.

• The articles being laundered are valuable and

will not be easily replaced if damaged or

destroyed.

• Faulty or careless equipment operation can

injure operating personnel.

The organization of a ship's laundry varies with the
size of a ship. A small ship, for example, may have an
SH2 in charge of the laundry and two SH3s assigned as
laundry personnel. These three persons receive, wash,
and issue finished laundry and do everything necessary
to operate the laundry. A large ship, on the other hand,
would have a much larger laundry operation.

Figure 2-1 shows a basic laundry organization with
sections common to all shipboard laundries. This chart
gives you a basic idea of how a laundry is organized.

On a large ship, you will find more sections and
personnel, each section with their own personnel
assignments. To accommodate the workload or to
provide training and experience, rotate personnel in the
laundry from one job to another.

A small laundry performs the same tasks and
processes with fewer personnel and less working
space. The result is likely to be a simpler organization
chart with each person performing many different
tasks.

Regardless of where you work within the laundry,
you must complete the job qualification requirement
(JQR) for that particular workstation. JQRs are
available from the local NEXCOM fleet assistance
team.
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TEMPORARY ADDITIONAL DUTY
PERSONNEL

During deployments, temporary additional duty
(TAD) personnel may be assigned. On amphibious
platforms, these personnel may be sent from the
embarked Marines. On an aircraft carrier, they may
come from embarked squadrons. Regardless of where
they originate, they will need proper training at
different workstations. Before assigning a TAD
personnel to a workstation, they should complete the
JQR.

Q9. Who is responsible to the sales officer for the
proper operation of the laundry?

Q10. Before assigning someone to the wash decks,
you should ensure they complete what
requirement?

TRAINING LAUNDRY PERSONNEL

Learning Objective: Determine a training
program for the ship’s laundry personnel.

There are good laundrymen in the fleet today not
only because of their natural ability and previous
experience but because the Navy has given them good
laundry training. A trainee who is only mildly
interested often comes to take a real interest in learning
about his or her job and doing things the right way
because of the example and instruction of his or her
supervisor. On the other hand, even the best potential
laundry operator can be discouraged from using his or
her ability by careless training.

ON-THE-JOB TRAINING

With the c losure of the formal
Laundry/Dry-cleaning "C" school, on-the-job training
(OJT) is more important than ever. The importance of
correctly operating laundry equipment is stressed
throughout this chapter along with the consequences of
faulty operations. In the face of these facts, training
assumes a major importance among the duties of a
laundry supervisor. Nothing that he or she does is more
important than making sure that his or her personnel
know how to operate their laundry equipment
correctly, and form habits of doing work to protect the
machines, protect the articles laundered, and protect
their own safety.

The more time you spend on training, the less you
will have to spend on troubleshooting and the fewer
mistakes for which you will have to correct. If you

expect to meet your schedule and turn out
quality-finished work, it is to your advantage to have
your laundry personnel as well trained as possible.

Training assumes an especially important place
among your administrative duties when many of your
laundry operators are TAD personnel, as discussed
earlier in the chapter. Take the time to train your people
right.

ROTATION OF DUTIES

To keep your laundry running at its full potential,
you will need a versatile laundry crew. As personnel
transfer and take leave, you will need to replace them
with new ones. One certain way to accomplish this
without interrupting service to the ship is to ensure
personnel are cross-trained within the laundry. As
personnel become proficient at certain jobs, you
should use their expertise to help you train other
laundry operators in that area of the laundry operation.
Before long everyone will be capable of performing
every operation within the laundry with confidence
and proficiency.

Another advantage that will result from the
rotation of duties is motivation. Some jobs are simply
monotonous and fatiguing. Sometimes, a change of
pace will stimulate interest in your subordinates who
have been assigned boring jobs. However, you should
avoid the mistake of rotating your personnel too
frequently. Each individual should be assigned specific
tasks for a period of time that is long enough for that
person to become a proficient and productive worker
who contributes to the overall efficiency of the
operation. If you move your people around too much,
they could end up lacking a clear understanding of
what is being done and failing to develop a sense of
responsibility.

Q11. To improve the versatility of your laundry
crew, you should do what with your
personnel?

Q12. The most important thing a laundry
supervisor will do is to train their personnel.
(True or False)

LAYOUT OF A SHIP'S LAUNDRY

Learning Objective: Choose a layout plan for
the ship’s laundry.

The physical layout of your laundry is very
important in running an efficient operation. When
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planning the layout, you should give attention to such
things as mission, work flow, and use of personnel.
NEXCOM's Fleet Habitability Assistance Branch
(Code A-3) can assist you in planning the physical
layout for your laundry as well as any other ship's store
spaces.

DESIGNING A LAYOUT CHART

Layout analysis is a procedure designed for better
use of space, personnel, and equipment. It involves the
study of the physical facilities in a work area for the
purpose of improving the work flow and working
conditions.

A layout chart is the principal tool for this type of
analysis. The chart consists of a floor plan for the work
space, usually drawn to a scale of 1/4 inch to 1 foot.
Features that restrict usable space, such as doors,
windows, electrical outlets, stanchions, and radiators,
are then located on the chart and identified. Next,
templates of the movable equipment, drawn to the
same scale as the layout chart, are placed on the chart in
their present arrangements. The templates can be
fashioned from pieces of cardboard or plastic. Work
flow can be identified by arrowed lines for indicating
direction. After you have carefully analyzed the layout
chart, you can rearrange the templates to test new
layouts and work flows. See the "before" and "after"
layout charts for a laundry operation in figure 2-1.
(Note that obsolete equipment has been removed in the
"after" layout chart.)

THINGS TO CONSIDER IN PLANNING A
LAYOUT

Although layouts should be considered with broad
principles of layout analysis, each operation has its
own peculiarities that you must take into account.
Besides the nature and amount of equipment, you must
consider the number of people who will be working in
the area, the volume of business you expect, and the
amount of space that you will require for storing
incoming and outgoing work.

Where there is a series of operations to be
performed, the relative position of various pieces of
equipment will have an important bearing on the
efficiency of your operation. Not only should the
equipment be accessible, it should also be arranged to
save wasted motion and reduce walking distance.
Remember that a convenient arrangement will enable
your people to turn out more work in a shorter time.

People usually produce more when their equipment is
close at hand.

But a good layout goes farther than that.
Individuals have learned through experience that
operations should be planned to follow one another in a
logical sequence through the space. For example, the
space devoted to the area where the laundry comes in
should be close to the area where it is marked,
identified, and classified. The storage bins should be
located near the receiving and processing area.
Tumblers should be located close to the assembly and
flatwork section. Work must move smoothly from the
time it comes into the laundry until the customer picks
it up as a completed job.

Q13. Use of personnel should always be considered
when planning a layout for the laundry. (True
or False)

Q14. Who can assist you in planning a physical
layout of the laundry?

LAUNDRY SCHEDULE

Learning Object ive : Determine the
information needed to establish an efficient
laundry schedule.

The laundry supervisor prepares the laundry
schedule for the ship's store officer’s approval. As an
SH3, you must be familiar with factors that affect the
laundry schedule and the operating hours of the
laundry. These factors include the following:

• Amount of laundry that must be processed
weekly

• Capacity of laundry equipment

• Number and performance level of the laundry
crew

These factors may be overwhelming at times. To
eliminate problems and establish normal working
hours for personnel, operate the laundry generally in
shifts.

A laundry shift is usually 8 hours long. Your
laundry may operate one, two, or three shifts per day.
Each shift should have experienced personnel so that
laundry is processed in a satisfactory manner. A
shortage of experienced personnel requires that
strikers be used to assist SH personnel. Strikers should
be qualified on laundry equipment before they are
allowed to operate it.
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AMOUNT OF WORK PROCESSED

WEEKLY

Your ship's laundry facilities should be adequate to
process 24 pounds of laundry per accommodation per
week. If your ship is a surface ship with more than 100
accommodations (crew plus troops), then your ship
should be capable of meeting the following minimum
requirements within a 96-hour laundry operation
week:

1. Provide one change of working clothing,
underwear, socks, and one towel per day per
accommodation.

2. Provide one change of berth linen per
accommodation and one change of officer and CPO
dining facility linen per week.

3. Finish press three uniform shirts and trousers
per officer and CPO/SNCO (E7-E9) accommodation
per week.

4. Finish press one dress uniform shirt and trouser
per accommodation per crew (plus troops) per week.

To calculate the amount of laundry you should
process weekly, you should obtain the total number of
your ship's crew and multiply that by 24 (the average
number of pounds of laundry that may be expected to
be processed weekly for each member of a crew). For
example, if your ship has a 3,000-member officer and
enlisted crew assigned for duty, your laundry workload
for each week would be 72,000 pounds (3,000 X 24). In
addition, you can anticipate the following breakdown
of your total workload to the finished work:

• 80% will require tumble drying,

• 18% will require pressing, and

• 2% will need flatwork ironing.

These figures will give you a general idea of the
amount of laundry you should be processing weekly.

CAPACITY OF LAUNDRY EQUIPMENT

The capacity of your equipment determines how
much tumbled work, flatwork, and press work your
laundry operation can handle in 1 day. The capacity of
your equipment depends not only on the rated capacity
but also on the efficiency and size of the laundry crew.
For example, if you have five press stations and only
three personnel to operate these stations, then you will
have two stations that will be idle at any given time.

SIZE AND COMPETENCE OF THE
LAUNDRY PERSONNEL

Laundering is one of the shipboard jobs that must
be done whether you have sufficient personnel or not.
For the most part, your problem will be one of
scheduling. You need to make the best use of your
available personnel, and you should try to spread the
workload as fairly as possible. Keep in mind that
TRAINED PERSONNEL SHOULD SUPERVISE all
operations; however, your trained personnel need not
perform all the tasks.

BEST TYPE OF LAUNDRY SCHEDULE

The best type of laundry schedule is one that best
fulfills the laundry requirements of your ship. Some
ship's laundries have successfully used daily
schedules; that is, a portion of the laundry from each
division is delivered to the laundry each day for
processing instead of once or twice a week. Daily
scheduling of division laundry eliminates bad odors
and soiled laundry in berthing compartments, which
definitely improves morale. On the other hand, the
laundry workload on some ships may not justify a daily
schedule. The amount of water and detergents that
must be used can unnecessarily be heavy and
equipment must often run at less than full capacity.
There is no one correct laundry schedule. Just
remember, the best schedule is the one that fulfills your
ship's needs.

Q15. Name the factors that affect the laundry
schedule and the hours of operation.

Q16. How much laundry should be processed in a
week for each crew member?

Q17. During a one-week period, your laundry
should be able to process how many sets of
khakis for each officer and CPO?

LAUNDRY LOGS

Learning Objective: Determine the use and
maintenance of laundry logs.

To keep track of laundry operations, you will
maintain certain logs. As a laundry operator, you
should become familiar with these logs:

• Heat stress log—Used to record temperature in
the laundry

• Bulk work log—Used to log bulk laundry in and
out
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• Press deck log—Used to record officer and chief
petty officer lots received in the laundry

• Equipment maintenance log—Used to record
maintenance data on each piece of equipment

You should maintain these logs daily and ensure
they are always ready for inspection by the ship's store
officer. The ship's store officer reviews and initials
these logs weekly.

HEAT STRESS LOG

You should use the heat stress log to record
temperatures in the laundry every 4 hours or each
work shift. The number of readings taken will
depend on how many hours the laundry operates.
However, readings should be taken anytime the
laundry is manned. Table 2-1 is an example of a heat
stress log.

BULK WORK AND PRESS DECK LOGS

Figure 2-2 shows examples of bulk work and press
deck logs. As the receiving laundryman, you should
carefully log in all laundry. As you study figure 2-2,
notice the following columns shown in the bulk log:

• Berthing Div/Dept—Identifies the organization
element turning in the laundry

• Total No. of Bags—Indicates the number of bags
turned in

• Weight in (Whites, Colors)—Indicates the total
weight of bags

• Signature blocks—Used to acknowledge receipt
or delivery of the laundry

• Weight out (Whites, Colors)—Indicates the total
weight of bags

2-9

DATE OF
READING

TIME OF
READING

PRESS DECK WASH DECK REMARKS
INITIALS

10-5- 0800 96° 87°

10-5- 1200 102° 98° NOTIFY
MEDICAL
OFFICER

10-5- 1600 93° 88° SECURED AT
1600

10-6- N/A N/A N/A CLOSED

10-7- N/A N/A N/A CLOSED

10-8- 0800 92° 81°

10-8- 1200 96° 87°

Table 2-1.—Laundry Heat Stress Log

Figure 2-2.—Laundry bulk work and press deck logs.



• Date out—The date the laundry was issued to the
respective division or department representative

The press deck log records the individual officer
and chief petty officer lots received in the laundry. As
you study figure 2-2, notice the following columns
shown in the Officer and CPO log:

• Name/Rate—Used to establish laundry marks

• Laundry Mark—Identifies individual owners
using first letter of last name and last four social
security numbers

• No. of Shirts—Record total shirts received
(khaki or white)

• No. of Trousers—Record total trousers received
(khaki or white)

• Other items—Use these columns to record any
other items (i.e., laundry bag, sock bag, T-shirts,
socks, etc.)

• Weight—Total weight of laundry received

• Received and Delivered By—Laundryman
receiving and person who brings dirty laundry to
be washed to the laundry

• Checked Out By—Laundryman issuing the
finished product

• Picked Up By—This will be the person who
picks up the laundry

• Date out—The date laundry is returned to the
customer

Under the column marked "Other," you normally
list items other than shirts or trousers. If space does not
permit listing these items, keep a separate log. Modify
your logs as needed.

Each week, the laundry supervisor prepares a
locally prepared laundry summary sheet based on the
information contained in the bulk and press logs. The
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supervisor routes the summary sheet to the supply
officer for review and signature and files a copy in the
laundry for reference. Figure 2-3 shows an example of
a weekly laundry summary report.

EQUIPMENT MAINTENANCE LOG

You will use the equipment maintenance log to
record historical repair data. You should keep a
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separate log on each piece of laundry equipment
aboard your ship. Figure 2-4 shows an example of an
equipment main tenance log . The form is
self-explanatory—the headings tell what information
is needed.

Q18. Temperatures in the laundry should be taken
and recorded in (a) what log and (b) at what
frequency?

Q19. A record of officers’and chiefs’laundry is kept
in what log?

Q20. If your laundry has two washer extractors,
two tumbler dryers, and three presses, how
many equipment maintenance logs should be
maintained?

Q21. The equipment maintenance log is used for
what purpose?

LAUNDRY SUPPLIES

Learning Objective: Determine the safety
precautions that apply in the stowage and
handling of laundry supplies.

Standard stock laundry supplies are requisitioned
from supply activities ashore. Laundry personnel
should be familiar with the handling and storage
requirements of laundry supplies, especially those
used in the wash cycle.

STORAGE REQUIREMENTS

Proper storage and handling of laundry supplies
are essential to prevent health and safety hazards.
Storage space aboard ship is normally limited, and
some planning is required to make sure space is used
efficiently.

Laundry supplies, such as two-shot detergent, sour
blue, and starch, should be stored in a laundry
storeroom. Heavy containers of laundry supplies
should be stored close to the laundry. Rust and stain
removers should be s tored in a cool , dry
space—preferably a small HAZMAT storage locker
located in the space. Small items should be kept in bins
to prevent loss. Items, such as pins, laundry net bags, or
other items subject to theft, should be stored under lock
and key.

Laundry supplies kept in the laundry should be
stored in a metal bin lined with bin liners or plastic
bags. They should be stored in the order of their use and
limited to those amounts needed for a 1-week period.
For example, if the formula calls for using two-shot
detergent first, laundry sour second, and starch third,
store them in that order. The bins must be labeled
according to hazardous material labeling requirements
with the name of the material, hazard, and name and
address of the manufacturer. All laundry supplies, such
as detergent and sour, are hazardous materials. When
dispensing or using these products, avoid prolonged
skin or eye contact, and avoid inhaling any dust. Each
laundry must be equipped with an emergency eyewash
station, which should be installed near the laundry
supply handling area or the bins.

SOLID CAKE LAUNDRY SUPPLIES

The newest laundry chemical available for
shipboard use is the solid cake. It is packaged in
individual containers, commonly referred to as
capsules. The individual solid cake containers are
inserted into the associated laundry dispensers when in
use.
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Storage Requirements

There are three solid cake chemicals used that are
automatically dissolved and amounts precisely
dispensed from dispensers. These products come in
stackable plastic containers, making handling less
hazardous. These containers require 40 percent less
storage space than conventional detergent.

Because of the solid nature of the three products
used in the laundry, no special protective gear is
required under normal conditions to handle the
products. The solid form of the three cake laundry
products makes contact or exposure unlikely in normal
use. If containers are ruptured or broken open, then
special handling procedures are in place, as stated on
the Material Safety Data Sheets (MSDS).

Solid cake product containers (capsules) can be
stored in the received shipping box or as individual
product containers. The product should be stored in a
cool, dry space. In the unlikely event that a container
becomes punctured, do not use unless it is inserted
immediately into an associated dispenser. As long as
the capsules remain sealed, they have no special
storage or handling requirements.

Detergent (Solid Cake Capsule)

The solid cake detergent plus associated builders
within causes dirt and soil to be released from the
fabric. When ready to use, the operator opens the
capsule carefully and inverts it over the dispenser. The
operator then inserts the individual container into the
appropriate slot in the automatic dispenser.

Detergent Safety Requirements

Contact or exposure with the solid form of the
detergent is unlikely with normal use. Detergent may
cause chemical burns if it comes in contact with your
skin. Eye contact may cause blindness. Eye contact
requires that you immediately flush your eyes with
water for at least 15 minutes. Then contact medical
personnel for treatment. For skin contact, you should
flush with water. If swallowed, it causes chemical
burns to the mouth, throat, and stomach. Contact
medical personnel immediately. You should follow all
safety precautions according to the MSDS.

Oxygen Bleach (Solid Cake Capsule)

Oxygen bleach de-stains and is a brightening
agent. It comes in a container, making its handling less

hazardous. The oxygen bleach is safe to use on white
and colored linen. When ready to use, the operator
opens the capsule carefully and inverts it over the
dispenser. The operator then inserts the individual
container into the appropriate slot in the automatic
dispenser.

Oxygen Bleach Safety Requirements

The solid form of oxygen bleach makes exposure
unlikely in normal use. However, contact with skin or
eyes can cause irritation. If swallowed, large amounts
may cause irritation, nausea, or diarrhea. Follow all
safety precautions according to MSDS.

Sour (Solid Cake Capsule)

Sour neutralizes the acidic wash water. The solid
form comes in a container, making its handling less
hazardous. When ready to use, the operator opens the
capsule carefully and inverts it over the dispenser. The
operator then inserts the individual container into the
appropriate slot in the automatic dispenser.

Sour Safety Requirements

Sour comes in a solid cake capsule, making its
handling much less hazardous. As with the other solid
forms, contact or exposure is unlikely with normal use.
Sour may cause chemical burns if it comes in contact
with your eyes or skin or if you swallow it. Sour can
cause severe irritation and possible chemical burns if it
comes in contact with your eyes or skin. For skin
contact, you should flush with water. Eye contact
requires that you immediately flush your eyes with
water for at least 15 minutes. Then contact medical
personnel for treatment. If sour is swallowed, it can
cause chemical burns in the mouth, throat, and
stomach. If sour is swallowed, contact medical
personnel immediately. Follow all safety precautions
according to the MSDS.

Two-Shot Detergent

The Naval Exchange Service Command
(NEXCOM) authorized the use of two-shot detergent
for use in shipboard laundries. It is called two-shot
detergent because it includes a detergent and oxygen
bleach. This has become a backup to the solid cake
capsules.

A container of two-shot detergent, which weighs
40 pounds, should be stored in a cool space. The
container is made of heavy-duty plastic. The detergent
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is granular, non-dusting, and will not disperse into the

air. If the detergent is improperly covered, it may

develop cakes or lumps, but they can be broken up by

hand.

Handling Starch

Laundry starch is made from corn or wheat or a

mixture of both. It is considered the safest product used

in the laundry. Starch normally comes in boxes or bags.

Heavy items should not be stored on top of it. Always

store it in a cool and dry space. When starch comes in

contact with moisture or water, it cakes and cannot be

used.

Q22. For procedures in handling HAZMAT, you
should refer to what document?

Q23. If you have eye contact with a chemical, you
should take what action?

Q24. Solid cake laundry supplies require what, if
any, special s torage and handling
procedures?

Q25. Swallowing oxygen bleach can cause what
physical symptoms?

RECEIVING AREA OPERATION

Learning Objective: Recall the proper
procedures to follow in the operation of the
laundry receiving area.

The first step of the laundry operation is the receipt
of laundry. To perform the duties involved in laundry
receipt, the receiver should have a list of divisional
laundry petty officers. The laundry supervisor
provides the receiver with this list in case there is a
need to contact a division representative regarding
delivery and pickup of laundry or to resolve problems.

Articles to be laundered are delivered to the ship's
laundry either in bulk lots or in individual bundles.
Bulk lots include division laundry (the crew's personal
clothing and linen) and flatwork (towels and linen from
staterooms and tablecloths from officer wardrooms
and CPO messes). Also included are service lots
(clothing of cooks, food service attendants, barbers,
and medical personnel) and medical items from sick
bay. Individual lots consist of officer and chief petty
officer personal laundry delivered to the laundry in net
bags.

The work flow for bulk and individual lots is
shown in figure 2-5. The solid black line running from
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the Bulk Lots block, top left, to the Issuing block at the
bottom shows the steps in processing bulk laundry. The
broken line on the right side of the chart connects all
types of work accomplished on individual lots.

IDENTIFYING INDIVIDUAL LOTS

The main problem in the laundry is preventing the
loss of clothing. Therefore, a good system of
identifying laundry is needed since several different

persons may handle the clothing during the laundry
process. The Navy uses two identification systems:
laundry lists and laundry marks.

Steps to Identify Individual Lots

Ship's laundries ask customers sending individual
lots, usually officers and chiefs, to the laundry to list
the items on a Ship's Store Laundry List, NAVSUP
Form 233 (fig. 2-6). At the top of the laundry list,
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customers fill in personal identification information.
On the lower part of the list, they check the types and
number of articles to be laundered. Then they give the
list along with the laundry to the receiving clerk.

The first step in receiving a bundle should be to
review the laundry list information and ensure the
articles delivered contain a laundry mark. If any items
in the bundle do not contain a laundry mark, you must
create one. The mark consists of the first letter of the
last name and the last four numbers of the social
security number. For example, the laundry mark for
SHCM Paul T. Boat, 123-45-6789, would be B-6789.
This is the standard method used throughout the Navy
to create a laundry mark.

Location of Laundry Marks

The Navy Uniform Regulations Manual contains
guidance and procedures for stenciling various
articles. According to the Navy Uniform Regulations
Manual, stenciling is mandatory. With proper
stenciling, the receiving clerk can check in items easily

and quickly. The clerk can also check and assemble
finished articles without unfolding them. The
enforcement of the uniform stenciling requirement
should reduce the number of laundry claims paid from
the ship's store profits. Some common items you will
receive in the laundry are listed in table 2-2 along with
the proper location of their stencils. For a conclusive
list, refer to the Navy Uniform Regulations Manual.

IDENTIFYING BULK LOTS

Bulk lots are delivered to the laundry in large,
marked divisional laundry bags. Make sure the
division name is stenciled in large letters on divisional
laundry bags. If for some reason there is no stencil on
the bag, you can make your own markers or flags by
cutting and hemming pieces of cloth to form 8- to
12-inch squares. Then stencil one marker for each
division, service group, or activity that brings bulk
work to you.

Clothing in bulk lots should be stenciled before
delivery to the laundry. Each enlisted person is
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ITEM LOCATION OF MARKING
Belt Inside near the clip

Coveralls On the waistband inside front at the right of
center

Shirts, (ALL) Vertically, beginning 1 inch from the
bottom on the inner side of the front fold
on which the buttons are sewn

Skirt (All but formal) Inside right front pocket

Slacks, women (ALL) Inside right front pocket

Socks, (ALL) Secured in 10X15 net bag (bag should be
stenciled)

Towels Right corner on the hem, parallel to the end

Trousers, khaki On the waistband, inside front at the right
of center line

Trousers, white Turn inside out, fly down , waistband away
from you, on the left rear pocket between
the horizontal seams

Underpants(women) Center in the back below the elastic band

Undershirts On the outside front, one inch from the
bottom and at the right of center

Under shorts(men) On the outside right half of the waistband
or immediately underneath the elastic
waistband

Table 2-2.—Proper Stenciling Location for Common Items



responsible for stenciling his or her clothing. The
division laundry petty officer should accept only
clothing that is stenciled. As discussed under
individual lots, stencils are mandatory and should be
according to the Navy Uniform Regulations Manual.
Usually, both black-and-white stencil pens are
available in the retail store.

TYPES OF STENCIL EQUIPMENT

Shipboard laundries use several different methods
of marking laundry articles: marking machines,
marking pens and stencils, and cloth markers. The
method used depends on whether the articles are
received in bulk or individual lots. It also depends on
the type of article, the method of laundering, and the
availability of marking equipment.

Ribbon-Type Marking Machine

Some shipboard laundries are equipped with a
ribbon-type laundry-marking machine to mark all

clothing (fig. 2-7). The ribbon-type machine uses a
lever principle for setting the mark. The lever is
attached directly to the type wheels, each of which
contains all numerals and a complete alphabet. The
procedure for marking laundry is the same on most
types of marking machines:

1. Put the item to be marked underneath the tension
plate and over the platen. The tension plate holds the
item in place, so the laundry mark can be placed exactly
where you want it.

2. Raise the printing lever forward with both hands
to bring the item to be marked into contact with the type.
Use a steady push on the lever for best results.

3. Check the mark for clarity. If it is not clear,
repeat the process.

To preserve its proper operation and extend its
usefulness, you must give a certain amount of care and
maintenance to the laundry-marking machine. Ensure
you follow the manufacturer's guideline on the proper
care and maintenance.
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Laundry-Marking Pens

Ships' without a marking machine will mark
laundry items with a laundry-marking pen. The
laundry supervisor should obtain white-and-black
laundry markers and charge them as an "issue to ships
use (OPTAR)." These pens will serve the same purpose
as the laundry-marking machine.

When marking clothing with marking pens, make
sure the mark does not bleed through the fabric. It is
best to stencil on a semifirm surface, such as
cardboard. Do not press too hard. Be sure the ink from
the stencil is completely dry before placing the
clothing with the remainder of the lot.

RECEIVING INDIVIDUAL LOTS

After all items are properly marked, you should
count every item and enter the total on the laundry list.
When your count agrees with that indicated on the
laundry list, you can start on the next bundle. If your
count doesn't agree, the laundry supervisor should be
notified immediately. He or she should contact that
individual to inform him the count doesn't match the
laundry list submitted.

Individual bundles received during the day are
considered to be a single lot consisting of individually
marked bundles. If a lot consists of more bundles than
the number of available assembly bins, then break it
into two lots. Assemble the items in the first lot before
the second lot comes to the assembly bins. One lot of
20 bundles is easy to handle. Never put more than 50
bundles in one lot. The number of bundles you should
put in a lot depends on the classification of the items in
the bundles.

Classification is the process of separating laundry
according to color, fabric type, and degree of soil. The
classifications are white cottons, other white or
light-colored fabrics, light cottons with heavy stains,
dark-colored cottons, and so forth.

Net laundry bags should be used to keep roughdry
clothing together during the laundry process.
Roughdry clothing includes items like socks,
underwear, and handkerchiefs. These bags are made of
open mesh nylon and are very useful for separating
small items, such as handkerchiefs or socks, from the
larger articles.

Two general types of nylon net laundry bags are
available: woven and knitted. Woven net bags do not
stretch and thus retain their size. Knitted net bags have
a tendency to stretch and increase in size. The

following shows the size and weight capacity of
knitted net bags:

Net Sizes Capacity

10 x 15 inches 2 to 4 pounds

24 x 36 inches 8 to 12 pounds

You should never overload bags. When articles are
packed tightly in bags, water and detergent cannot flow
through them properly to remove the soil, and the
process of drying is delayed. In addition, these lots can
increase the potential of fires in the laundry.

RECEIVING BULK LOTS

After bulk lots are properly marked, they must be
checked in properly. Checking in bulk laundry is
different from individual lots in that you don't count
individual items; you simply weigh the bag. You
should have an area designated with a hanging scale to
weigh in bulk laundry bags. The weight of the bag
should be logged into the Bulk Work Log along with
the number of bags, color, and so forth. Figure 2-8
shows a laundryman weighing and logging in a
divisional laundry bag. Make sure that the delivering
laundry petty officer signs the log. Never accept
overstuffed laundry bags, as they cause handling
problems during the laundry process. Bags that exceed
the capacity of the laundry bags cause delays on the
wash deck because they must be split, thereby
increasing the chance of loss claims. You should also
ensure the bag is tied up with a rope. This will prevent
clothes from accidentally falling out.

Also, make sure blues and whites are not mixed in
the same bag. Mixed blues and whites delay the
laundry process because the laundry must be
separated.

Do not accept bulk laundry bags that have any of
the discrepancies noted above. To reduce or eliminate
these problems, the laundry supervisor should hold
periodic meetings with divisional laundry petty
officers to discuss laundry policy and policy changes.

An important note is to keep soiled bulk laundry
separate from clean laundry. In smaller laundries
where space is limited, an effort should be made to
have all clean laundry picked up after it is completed.

Q26. When del ivered, what form should
accompany the officer’s laundry?

Q27. What should be the laundry mark for LT
Boate, SSN 111-11-1111?
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Q28. To ensure proper laundering, what should the
maximum weight capacity be for a 24 x 36 net
bag?

Q29. Why do bulk bags that exceed the weight limit
tend to cause delays?

WASH DECKS

Learning Object ive : Recognize the
importance of washing clothes properly.

The next step in the laundry process happens on the
wash decks. The goal of the washing process is to
remove soil from the items being washed. This process
involves the use of washer extractors to loosen soil
from the fabric, suspend it in the water, and rinse it
away. There are five baths in the wash cycle—the break
suds, the flush suds, two rinse baths, and the sour bath.
During the first bath, the detergent removes and
loosens the soil so that it may be rinsed away.

Laundry personnel must be familiar with the
different fabric types. Most shipboard uniforms can be

washed in the ship's laundry without damage, provided
they are resistant to the detergent used. Make sure you
read and follow the clothing care labels to prevent
damage to uniform items.

To minimize the effects of detergent on fabrics,
separate laundry articles according to color, fiber
content, and degree of soiling. Wash lightly soiled
articles separately from heavily soiled items. This
reduces the chance of heavy soiled items causing
lightly soiled items to look gray or dull. Wash colored
fabrics separately from whites to avoid color transfer.

For maximum washing efficiency, do not exceed
the load limits of the equipment. This provides for
maximum mechanical action and cleaning efficiency
and prevents fabrics from wrinkling.

Synthetics or blends do not absorb water—water
gathers on the surface of the fiber only. The final
extract should be consistent with the Navy wash
formula.

Q30. What is the purpose for washing clothes?
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TYPES OF SOIL

Learning Objective: Recognize the different
types of soil and how they affect the various
fabrics when laundered.

In general, there are four types of soils:
chemical-soluble, water-soluble, insoluble, and
special. Some can be removed during the washing
process and some cannot. You need to be able to
identify them so that you can decide whether they
require special treatment.

CHEMICAL-SOLUBLE SOIL

Chemical-soluble soils dissolve in chemical
solvents. They include oils; greases; certain waxes;
fatty acids; and vegetable, mineral, and animal oils.
Since these soils usually are not soluble in water, they
may require special treatment.

WATER-SOLUBLE SOIL

Water-soluble soils dissolve in water. They include
substances, such as sugar, starch, gums, salt, flavoring
agents, and syrups. They also include a wide variety of
substances generally found in foods and beverages,
such as mustard, catsup, soups, and soft drinks.
Perspiration stains are also included in this category.
The normal laundering process will remove these types
of soils.

INSOLUBLE SOIL

Insoluble soils do not dissolve in water or chemical
solvents. They make up the bulk of the soils removed
from the laundry. They include dirt, sand, carbon,
ashes, concrete dust, lint, hair, cosmetics, and
dandruff. These soil types are usually less visible than
oils, greases, or food stains, but are damaging to the
fabric because of their abrasiveness.

Most insoluble soils are dispersed during the wash
cycle, but their complete removal may prove more

difficult. Such soils sometimes redeposit on the
garments during the laundry process, which causes
"graying" of the fabric.

SPECIAL SOIL

Special soils are insoluble in water or laundry
detergents. They include ink, paint, nail polish, and
various types of adhesives. They may be removed
partially or entirely by spotting operations. (Spotting
operations are discussed in more detail in the chapter
on dry cleaning.)

Q31. What are the four types of soil?

WASHER EXTRACTORS

Learning Objective: Recall the proper
procedures used to operate the washer
extractor.

The Naval Sea Sys tems Command
(NAVSEASYSCOM) publishes #S6152-B1-CAT-010—
a catalog of information about laundry and
dry-cleaning equipment. The Navy uses this catalog
to identify, select, and procure laundry and
dry-cleaning equipment. The catalog includes several
different types and sizes of washer extractors. Washer
extractors installed aboard ship differ mainly in load
capacity. Table 2-3 lists the washer extractors the Navy
uses.

EDRO (DYNA WASH) MODEL

DYNA WASH model is the most commonly found
onboard naval ships. The U.S. Navy uses EDRO
DynaWash® 60- to 200-pound capacity three pocket
washer extractors for shipboard laundries. These
applications range from a single 100-pound capacity
machine or two 60-pound capacity machines on small
surface combatants to one 60- pound, two 100-pound,
and six 200-pound capacity machines on aircraft
carriers.
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The equipment installed on aircraft carriers
provides laundry service for up to 6,000 personnel on a
daily basis. During a standard 6-month deployment,
aircraft carrier laundries will operate 16 to 20 hours per
day, 6 or 7 days a week, and process nearly 150,000
pounds of laundry a week. Since deployment
schedules may require naval ships to remain at sea for
sustained periods, it is imperative laundry operations
remains at 100 percent capacity. The inability to
provide efficient laundry service due to equipment
downtime has a severe detrimental effect on ship's
force morale.

Safety Features

Laundry personnel should know the safety
features and procedures to follow to prevent personal
injury and damage to the equipment. The following
safety features are generally true for all models;
however, check the technical manual for the specific
piece of equipment for any additional safety features:

• The washer extractor will stop if the outer shell
door is opened during the wash cycle.

• An interlock switch prevents the outer shell door
of the washer extractor from opening during the
extract cycle.

• Both hands must be used to operate the jog
switches on the control panel.

• The control switch or the master switch can be
used as emergency stops.

• The vibration switch will stop incorrectly loaded
machines during the extract cycle.

• The air pressure switch will not allow the
machine to operate on less than 80 pounds of air
pressure.

• The automatic brake engages during power loss
or an emergency stop.
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Item No. Description Requirements Manufacturer/Model Number

1 200-pound washer/
extractor

MIL-W-19044C Edro Corporation
DW2000MNSWE-13A

2 200-pound washer/
extractor

MIL-W-19044 Pellerin Milnor Corp
42044CP3

3 100-pound washer/
extractor

MIL-W-19044 Edro Corporation
DW1000CNSWE-22B

4 60-pound washer/
extractor

MIL-W-19044 Edro Corporation
DW600PNSWE-23B

5 60-pound washer/
extractor

MIL-W-19044 Pellerin Milnor Corp
36021CPE

6 20-pound washer/
extractor

MIL-W-23554 Hoyt Corporation
HD 2000

7 16-pound washer/
extractor (submarines only)

MIL-W-23554
Type I

Wascomat Corp.
WASCONAUTIC

Table 2-3.—List of Washer Extractors Used by the Navy



• The positioning interlock switch eliminates the
possibility of the wash motor activating while
the outer shell door is open.

General Safety Requirements

Before operating any laundry equipment, you
should observe the following general safety
requirements:

• Familiarize yourself with the location and
availability of emergency equipment, such as the
eyewash station (fig. 2-9) and first-aid box.

• Make sure that the work area around your
equipment is dry and clear of obstructions.

• Make sure all lights in the area work.

• Follow the posted operating instructions and
observe all safety precautions.

• Only qualified personnel should operate laundry
equipment.

• Make sure all safety guards, screens, and devices
are in place before starting.

• Always turn off power when loading and
unloading the washer extractor.

Specific Safety Requirements

You should pay close attention to the following
specific safety requirements:

• Never bypass or disconnect any safety feature.

• When operating a machine, keep a safe distance
away from moving parts.

• Keep your hands, body, and clothing away from
moving machine parts.

• Never use your hands or body to stop moving
parts even if the power has been turned off.

• Never leave machinery unattended.

• Don't clean or service a machine while it is in
operation.

Maintenance

The washer extractor is an important and
expensive piece of equipment. If it breaks down
because of a lack of maintenance or care, time and a lot
of money may have to be spent to make it operational.
The ship ' s crew may also be subjec ted to
inconveniences and unsanitary living conditions until
repairs are made. Too much emphasis cannot be placed
on the proper care and maintenance of the washing
machine.
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The senior laundry petty officer is responsible for
the care and maintenance of the laundry washer
extractors. The operators are responsible for
performing operator maintenance. The inside and
outside of the washer should be kept as clean as
possible. The soap solutions and hot water used in
washing clothes help to keep the inside clean and
sanitary. However, scum and other accumulations
should be removed daily from the exterior. To do this,
use an oxalic solution. The solution is made by
dissolving 1/2 pound of oxalic acid crystals in 1 gallon
of water.

WARNING

Wear goggles and protective gloves when
mixing and using the oxalic acid solution.
Dispose of the remaining solution as directed by
your supervisor.

Use a rag or brush to apply the solution. Apply the
solution and rub vigorously; then rinse with clean
water. A fine abrasive powder, such as pumice stone,
sprinkled on a damp cloth helps to remove grease and
film from the tub. Using scouring powder and a brush
also works quite well.

Operators should be alert for mechanical problems
that may occur between scheduled maintenance
checks. The problems may include, but may not be
limited to, the following:

• Loose latches on cylinder doors

• Leaky valves

• Improperly working extractor brake

• Improperly working thermostat

• Inoperable switches

• Improperly operating timer

• Improperly engaging extract

• Incorrect water levels

• Inoperable safety features

Only qualified shipboard maintenance personnel
should perform mechanical or electrical maintenance.
Laundry personnel should not perform this type of
maintenance or operate any equipment until cleared by
the maintenance personnel.

Washer-Extractor Controls

The control system on the Dyna-Wash machine is
simple and easy to understand. To improve laundry
quality, prevent mechanical failures, and increase life
expectancy of the washer extractor, use the
Programmable Logic Contro l le r (PLC) or
microprocessor for an automatic wash in shipboard
laundries. This system, in conjunction with the solid
system control pad, makes washing clothes
elementary. The PLC and chemical control pad are
shown in figure 2-10. With the addition of the PLC, you
can no longer use the washer in manual mode.

Programmable Logic Controller

The following is a description of the PLC controls:

1. Power switch—This switch controls power to
the machine.

2. Program select buttons—Selecting these
switches will activate the appropriate Navy wash
formula. There are three buttons that correspond to the
three Navy wash formulas.

3. Temperature sensor—This thermostat controls
the desired temperature of the water in the washer
extractor. An LCD reading shows the temperature of the
water in the machine. You can adjust the desired tempera-
ture. If the water is not hot enough, the electric coils or
steam coils will be engaged to increase the water tempera-
ture. NOTE: The wash cycle will not advance before the
water temperature reaches the desired temperature.
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4. Jog button—This button used in conjunction
with the reverse or forward button allows you to move
the washer cylinder. This is a safety feature.

5. Forward/Reverse button—This button moves
the cylinder in the appropriate direction when pressed
simultaneously with the jog button.

6. Emergency Stop button—When pressed it will
shut down the washer extractor. This is a safety feature.

7. Cycle indicator lights—The indicator lights
illuminates the washer extractor to inform the operator
what cycle the washer extractor is currently on.

8. Step number and program time window—LCD
readout.

Chemical Control Pad

A microcomputer, this control pad acts as the brain
for the solid cake dispensing system. Based on the
operator’s manual input or the PLC electronic signal,
the chemical control pad tells the dispensing machine
when, what, and how much chemical to release. The
laundry operator keys are in the desired cycle on the
control pad’s numeric keypad. Pressing number: “1”
activates the formula for washing whites and khakis;
“2” activates the formula for blues; and “3” activates
the formula for wools. This operation eliminates the
guesswork of measuring the proper chemicals and
ensuring they get into the wash at the appropriate time
during the wash cycle.

Washer-Extractor Operation

Washer extractors consist of two parts: the outer
shell and the cylinder. The shell holds the water
washing supplies. The cylinder holds the clothes.

The cylinder has holes in the bottom of the shell
that allows water and suds to enter and clean the
clothes during the wash cycle. Water is extracted from
the cylinder using centrifugal force. During the
extracting cycle, a separate extractor motor spins the
cylinder at a high speed.

The washer extractors manufactured for the Navy
comes in various sizes. They were designed to provide
an easy and safe method for washing clothes. Since
they are automatic, their operation is fairly simple. The
first step before operating the machine is loading it.

Figure 2-11 shows a laundryman loading a
Dyna-Wash. When loading the Dyna-Wash, you
should divide the wash load into three equal piles.
There should be no more than a 10 percent difference in

the weight of each pile. Overloading a washing
machine is one of the chief causes of breakdowns
because greater strain than the manufacturer intended
is placed on all moving parts, particularly the motor.
Overloading also results in poor washing because the
water and cleaning solution do not have adequate space
and sufficient agitation to remove the soil. Under
loading, on the other hand, results in a waste of water
and supplies. Once you understand the importance of
proper loading, safety features, and controls of the
washer, you are ready to operate the washer extractor
using the following procedures:

1. Verify the power is turned on and steam, water,
and air valves are opened as applicable.

2. Open the shell door. On multi-pocket machines,
jog the cylinder until the inner door is aligned with the
outer door. Open the inner door. Load the open pocket or
multi-pocket machine with the proper amount of
laundry. Do not exceed the maximum rating of the
machine or the individual pocket on multi-pocket
machines. Repeat the loading process for the remaining
pockets. Ensure the multi-pocket machines are evenly
loaded to prevent an out-of-balance condition.

3. Close and secure the inner pocket and main shell
door(s). Ensure the doors are properly latched and
secured.

4. Verify the proper temperature settings for the
selected formula and adjust accordingly.

5. Start the machine. For electro-mechanical
controlled machines, align the drum to the start of the
formula and set the switches for automatic operation.
Turn the timer on. For microprocessor or programmable
logic controlled (PLC) machines, select the desired
formula and begin automatic operation by depressing
the formula and/or run button as appropriate.
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6. Allow the machine to operate through the full
automatic operation. Periodically monitor the machine
operation and inform the laundry supervisor of any
abnormal operation.

7. Unload the machine following the cycle
completion and transfer the clothes to the dryer or press
station.

Be sure to use the technical manual for the washer
extractor aboard your ship when training your laundry
personnel. Different machines may have specific
safety and operating requirements that you should
follow.

Wash Water

Water is the most important item used in a laundry.
Not only is it needed in quantity but also the quality of
the water has an important effect on the washing
process.

At sea, quantities of suitable wash water are
subject to greater limitations than ashore. You may not
always have enough fresh water available. To conserve
fresh water, you may be required to use seawater.
Water that contains an appreciable quantity of salts is
hard water. Soft water is water that has not picked up
salts from the earth or has had these substances
removed or neutralized. Since seawater contains a
concentration of salts, it is the hardest of all wash
waters.

TYPES OF HARD WATER.—In the laundry,
hardness in water kills the power of soap. When soap is
added to hard water, the calcium and magnesium salts
in the water combine with the soap to form a sticky,
insoluble deposit known as lime. This reaction makes
soap useless for washing. The sticky deposit traps the
dirt and puts it back on the fabric in the form of scum. If
no dirt is present, the scum is seen as a white film on the
clothes.

There are two types of water hardness:

1. Temporary hardness—Water containing
calcium and magnesium bicarbonate is considered
temporarily hard because these elements can be
removed by boiling. The scale on the inside of steam
kettles is caused by the insoluble carbonates being
deposited as the water evaporates.

2. Permanent hardness—Water that contains
calcium and magnesium chlorides is not affected by
boiling and is permanently hard. Water requires special

treatment with chemicals or distillation to remove
permanent hardness.

WATER-SOFTENING METHODS.—The
base-exchange and distillation methods are generally
used to soften water. The base-exchange method
softens the water by exchanging calcium and
magnesium compounds in the water for sodium
compounds that do not cause hardness. The distillation
method softens the water by evaporating it and then
condensing the vapor back into the water to cool it. The
distillation method makes seawater usable for the
ship's boilers and other uses. Distilled seawater is not
pure, but it contains only about 1/20,000 of its original
concentration of salts.

Laundry Detergent

As discussed earlier in the chapter, the Navy uses
solid cake capsules throughout the fleet. These
capsules eliminate the guesswork. With the use of
these capsules, the proper mixtures of chemicals are
dispensed into the wash cycle depending on the type of
clothing you are washing. Figure 2-12 is a picture of a
solid cake capsule dispensing system.

Although we do not use two-shot detergent as a
primary chemical, it is used as a backup. Two-shot
detergent is intended for shipboard washing of cotton,
synthetic, and blended items using fresh water or
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seawater. Table 2-4 shows the wash sizes and the
amounts of two-shot detergent that should be used with
both fresh water and seawater.

Since bleach is an integral part of two-shot
detergent, its use eliminates the problem of damaging
colored fabrics with bleach. This detergent does not
require special handling and is safe for washing all
fabrics.

Sour is used in the last rinse cycle to neutralize
alkalinity and decompose any remaining traces of
detergent still in the fabric.

Q32. When, if ever, should you bypass a safety
feature on the washer extractor?

Q33. Who is responsible for the proper care and
maintenance of the washer extractor?

Q34. Which control ensures the washer extractor
operates at the correct temperature?

Q35. When softening hard water, what elements are
decreased or removed?

WASHING FORMULAS

Learning Objective: Identify the different
formulas used during the wash phase of the
laundry operation.

Three wash formulas were developed by the Navy
to produce whiter and brighter clothes, to conserve
energy, and to meet environmental regulations. They
are Navy wash formulas I, II, and III. These formulas
have been tested in laundries aboard ship and found
satisfactory. The PLC is programmed with these
formulas. They should be posted on the wash deck for

you to be familiar with. NEXCOM Pub 17 contains
them in their entirety.

RINSING

Rinsing removes soil and cleaning solutions from
the clothes. Poor rinsing results in grayness,
disagreeable odors, harsh finishes, and poor-quality
work.

The number of rinses used should always be
according to the Navy wash formula you are using and
should not be modified. Under normal conditions,
following the Navy wash formula will bring desirable
results. If heavily soiled clothes do not come clean in
the first wash, they should be washed again.

LAUNDRY SOUR

Sour is added to the last rinse cycle to neutralize
the remaining alkali and dissolve iron and other
metallic salts. If left in fabrics, these chemicals cause
odors and discoloration after drying.

Another reason for using sour in the last rinse is
that it removes sodium bicarbonate, which is normally
in the rinse water. Even though other chemicals may
have been rinsed out, sodium bicarbonate remains.
When subjected to the heat of flatwork ironers or
presses, sodium bicarbonate is converted to sodium
carbonate that is quite alkaline and can damage fabrics.

Sour also decomposes any bleach left in a load,
prevents discoloration, and helps to sterilize the
clothes. In addition, sour sets acid dyes often used in
bright-colored fabrics and preserves the tensile
strength of fibers. Sour also removes rust stains.
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Measurements

Wash Size
(Pounds)

Fresh Water
(Ounces)

Seawater
(Ounces)

16

20
35
60

100
135
150

200

2.6

3.2
5.6
9.6

16.0
21.6
24.0

32.0

3.2

4.0
7.0

12.0
20.0
27.0
30.0

40.0

Table 2-4.—Two-Shot Detergent Amounts



Many different laundry sours of varying strengths
are available. They include acetic acid, fluorosilicic
acid, hydrofluoric acid, and several types of fluoride
(ammonium, sodium acid, and sodium silico). The
Navy generally uses fluoride. As previously
mentioned, most Navy ships use the solid cake
dispens ing sys tem. The dispens ing sys tem
automatically adds the sour in the final bath.

STARCH

Starch is applied to clothing and linens to give
them body, smoothness, and an improved appearance.
Only cotton fabrics should be starched in the ship's
laundry. Do not starch synthetic and blended fabrics or
work clothes. Use only the amount of starch required
by the formula.

You starch laundry articles in the washer extractor
manually as follows:

1. In the final bath, add the proper amount of
starch, normally 12 ounces, through the chemical
supply pocket.

2. Allow the machine to complete the final bath of
4 minutes. This is long enough to allow the starch to
penetrate the fabric.

Q36. What chemical is used to neutralize alkalis?

Q37. In what bath of the wash cycle is starch
added?

DRY CYCLE

Learning Objective: Recall the parts and the
proper operation of a tumbler dryer.

Once clothes have completed the wash cycle, you
will process them through the dry cycle. This cycle is
important in achieving the desired finished work.
Although the Navy uses several types of tumbler
dryers, the 50-pound dryer is mainly used aboard ship
(fig. 2-13).

TUMBLER DRYERS

Figure 2-14 illustrates a group of tumbler dryers.
The Navy uses steam and electric dryers. In figure 2-15
the door of the tumbler dryer is open and part of the
perforated basket can be seen inside, while a laundry
operator unloads a load of Fire Fighting Ensembles
(FFE). Each dryer has an exhaust fan enclosed in the
bottom of the machine. This fan pulls outside air
through the heat coil box where it is heated by steam or
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Figure 2-13.—Diagram of an electric- and steam-heated
tumbler dryer.

Figure 2-14.—Set of tumbler dryers.

Figure 2-15.—Ship's Serviceman unloading the tumbler dryer.



electrical coils, depending on the type of dryer. It then
enters the basket through the perforations and dries the
clothes. The exhaust fan removes the air from the
basket and forces it out through an exhaust duct.

Controls and Indicators

Table 2-5 identifies the controls and functions of a
typical tumbler dryer. Most of these controls and their
operation are self-explanatory. However, check the
technical manual for the dryer on your ship to
determine the location and function of each control.

Primary Lint Trap

The primary lint trap is located in the bottom of the
machine. It is accessed through the lower lint trap on
the bottom of the dryer. Figure 2-16 shows the primary
lint trap open with the secondary lint screen leaning
against the front of the tumbler dryer. The primary lint
trap should be cleaned after every 2 hours of operation.
Cleaning the lint trap eliminates fire hazards and
restrictions that increase the drying time.

Secondary Lint Trap

Air that has gone through the primary lint trap and
left the dryer may still have lint in it. This lint builds up
in the exhaust ducts and blocks the air flow. Ducts with
long runs and elbows attract lint buildup, creating fire
hazards and back pressure. These vents and ducts
should be inspected and cleaned monthly.

Secondary lint traps help to cut down the buildup
of lint in ducting. Figure 2-17 shows a secondary lint
screen being removed from the exhaust system for
cleaning. The secondary lint trap on your ship may be

different than the one shown in the figure. Regardless
of what type, they are easy to install and remove and
should be cleaned once after every 4 hours of
operation.

Steam and Electric Coils

Steam and electric coils are located on the top of
the dryer. Using them as heat exchangers makes them
collectors of lint and dirt. This buildup slows the
transfer of heat and reduces air flow. Heating coils
should be checked for the presence of lint and cleaned
daily.

Q38. What type of tumbler dryers does the Navy
use?

Q39. At what minimum frequency are (a) primary
and (b) secondary lint traps cleaned?
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Item No. Control Function

1 Temperature gauge Indicates dryer temperature

2 Start button Starts dryer

3 Temperature range selector Regulates outlet temperature

4 On/Off power switch Turns power on or off

5 Cool-down cycle lamp Indicates cool-down cycle is on

6 Drying cycle lamp Indicates drying cycle is on

7 Drying cycle timer Regulates drying time

8 Lint trap access door Provides access to primary lint screen

9 Lint collector screen Collects lint

Table 2-5.—Tumbler Dryer Controls and Functions

Figure 2-16.—Primary lint trap open, ready to be cleaned.



PRESSING AND FINISHING

Learning Objective: Recognize the various
types of laundry presses, along with the
various parts, and the proper operation of the
presses.

The press deck processes laundry received from
washing or tumbling operations. By following the
washing and drying procedures outlined earlier, you
may successfully finish uniform items made of
synthetics or blended fabric by tumble-drying.
However, you must press cotton items.

To press clothing correctly, you must be sure that
laundry personnel on the press deck know how to
operate a press. This requires practice in the use of
standard press lays for shirts and trousers. It also
requires knowing how the laundry press operates and
following all safety precautions.

LAUNDRY PRESS

A laundry press is shown in figure 2-18. It consists
of a stationary, padded buck fastened to a rigid metal
frame. The head of the press is made of polished metal;
it is operated by compressed air and heated by live
steam or an electrical heating element. The press head
temperature should be set between 300 and 325
degrees. This should be a sufficient temperature to
allow for proper drying without scorching the fabric.
Speaking of scorching, high temperatures is not
necessarily the cause. Be sure the clothes are being
properly rinsed on the wash decks, because soap will
cause discoloration. A table for holding the items
being pressed is attached to the frame of the press
under the buck.

The buck of a press is your worktable. The buck
thermostat should be set between 260 and 275 degrees
for proper temperature to keep the padding dry. The
size and shape of the buck vary with the function that it
was designed to perform. The buck is padded in a
specific way for satisfactory pressing. This padding
must be in good condition at all times. It should be
changed when scorched, uneven, or worn. The amount
and condition of padding affects head pressure. You
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Figure 2-17.—Secondary lint trap installation.

Figure 2-18.—Utility laundry press basic parts.



should have the laundry maintenance personnel
readjust this pressure to get the amount required for
good pressing.

Table 2-6 contains the many different presses used
afloat. Even though there are several models (some
steam, some electric), the operation of each is basically
the same. The following types of presses are usually
installed aboard ship:

• Tapered head—For general pressing of wearing
apparel

• Rectangular head—For general pressing of
wearing apparel and flatwork items

You should use the spray guns attached to the press
units to dampen garments that are too dry to press with
cold water. You also may need to use a little spray to
compensate for the moisture lost while pressing other
parts of the garment.

Press Layouts

Two or more laundry presses placed together are
called a unit. This allows garments to be alternately
pressed on each machine by one operator.

The placement of presses within a unit, or units, in
the laundry is called the layout of equipment. The
layout of equipment on Navy ships is determined by
NAVSEASYSCOM and should not be changed
without prior approval.

Figure 2-19 shows a single-operator station
consisting of two utility presses and one pants topper

press. A large ship may have several of these stations,
as shown in figure 2-20.

Safety Features

The laundry press head will not close unless you
use both hands to push the two close buttons. This
keeps your hand from getting caught under the press
head. You only have to lift slightly on the control bar to
open the press head, which allows easy release in an
emergency. If the bar hits some obstruction on the
downstroke, the head will release. Also, press heads
will not close and lock if an object that is too thick is
placed between the press head and pad. To test this
safety feature, roll up a bed sheet, place it under the
press head, and then try to close the press head. If the
press head is adjusted properly, it will not lock shut.

Many laundry personnel have caught their hands
between the press head and the pad. If you follow a few
simple safety precautions, this should never happen:

• Never operate the press if any control buttons are
sticking.

• Never plug one of the buttons to increase speed.

• Do not allow anyone to stand near the press
while operating it.

• Make sure only one operator at a time is working
at a press station.

UTILITY PRESS

Utility presses are air-operated. They are
controlled by push buttons mounted on the front or
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Description Laundry Press
Manufacturer and Model

Utility press, 54-inch Ajax, Model 554-C

Pants topper press, 36-inch Ajax, Model 3612-C

Utility press, 54-inch Forenta, Model 53 VAN

Pants topper press, 36-inch Forenta, Model 3516 VSN

Pants topper press, 36-inch Forenta, Model 3516 VSNE

Utility press, 54-inch Hoffman/New Yorker, Model
ALU-53

Pants topper press, 36-inch Hoffman/New Yorker, Model
ALU-T14

Table 2-6.—Laundry Presses Used Aboard Ship



underneath the press table. The air buttons are used to
lower and lock the head. These two buttons must be
pressed at the same time. Around the exhaust hood,
there is a control bar. The head can be released by
lifting slightly on this bar.

Before heating and operating the press, examine
the cover padding. Check the head pressure by
inserting a bed sheet with a portion exposed and trying
to pull it out after the press is closed. The bed sheet

should resist all efforts to remove it and remain in
place.

If the padding is bad, do not use the press until it is
repadded. If the cover is unsatisfactory, replace it with
a new one.

For steam presses: When you heat the laundry
press, do it gradually. Turn the steam valve partially
open for 20 minutes, and then open it completely. The
press is then ready for use.
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Figure 2-19.—Laundry press single-operator station.

Figure 2-20.—Several single-operator stations.



For electric presses: Allow the press 15 to 20
minutes to heat up to the proper operating temperature.

The time required to press a garment depends upon
the following:

• Type of material

• Moisture in the material

• Head pressure

• Steam pressure (less than 100 psi will require
longer time) (steam presses only)

• Effectiveness of the steam trap in carrying away
the condensed steam to allow unrestricted flow
of live steam into the head chamber (steam
presses only)

An article with a roughdry appearance usually
requires more than normal pressing time. Be sure that
the article is damp enough when you start to press it. If
the article is not damp enough, spray it with the spray
gun. For normal pressing, keep the laundry press head
down for about 15 seconds. Experience in pressing
enables you to tell when to dampen a garment before
you press it and how long it will take to press that
particular type of material.

PRESS MAINTENANCE

Operators should perform only minor maintenance
on presses. However, they should see that repairs to
presses are recorded in the equipment maintenance
log. Check to see that steam pressure to the presses is
100 psi. Air pressure on presses should be from 75 to
95 psi.

Laundry personnel should not get into the
mechanics of the laundry press; however, they should
perform the following operator maintenance:

• Thoroughly clean presses (daily).

• Clean and wax press heads when needed.

• Change pads and covers when needed.

NOTE: These three operator maintenance tasks
are the same for both steam presses and the electric
presses.

• Dust off the entire press table of the laundry
press before starting pressing operations (daily).

• Wash off the press table with hot, soapy water
and dry it (daily).

Cleaning Press Heads

Press heads must be clean at all times so that
clothing does not pick up stains from the press head. To
clean the press head, you need press head cleaner, press
head wax, and press head mitts.

The purpose of the press head mitt is to keep you
from being burned. It has two sides: one side is smooth
and the other side is steel wool. Use the smooth side to
apply press head cleaner evenly to the press head. Then
scrub the press head with the steel wool side of the
press mitt.

Wipe the press head with clean rags, and wear the
press head mitt to prevent burns to your hand.

CAUTION

Never use rags that may have flammable
substances on them.

After excess press head cleaner is removed, apply
wax to the press head. Sprinkle wax on one side of the
wax cloth, and then fold it together. Use the press head
mitt to hold the wax cloth evenly against the press head
until all surfaces have been waxed. Use a clean rag to
wipe off any excess wax. Use old bed linen to test the
press head for excess cleaner or wax by lowering the
press head on the sheet. If no stains are noticed, you are
ready for regular pressing.

Changing Pads

Presses must be properly padded at all times.
Packed down pads produce poor-quality work, break
buttons, and transfer burn odors to clothing that is
pressed on burned-out padding. Change these pads as
required. The materials you will need to change pads
include the following (fig. 2-21):
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Figure 2-21.—Changing laundry press padding.



• One steel wool pad—replace every year

• Two flannel pads—every 2 months with normal
use

• One press cover—as required

The procedure for changing the padding on the
buck is simple. Unclamp or unhook the cover beneath
the buck and remove the old padding. The steel wool
pad on the bottom is very expensive. It should be
changed only when worn or rusted (about once a year).
On the top of the steel wool pad, place two flannel pads
with the press cover on top of them. Pull the drawstring
tight and tie it off. Connect the tension springs and
clamps under the buck of the press. The job is now
complete.

PRESS LAYS

In machine pressing, each garment is finished in a
series of lays. Each lay is a position of the garment on
the buck. The series of lays should cover the entire
garment. You can use a hand iron to smooth
out-of-the-way places that cannot be pressed with the
machine.

A sequence of lays for shirts and trousers are
described on the following pages. These are
considered the minimum for each article when
good-quality pressing is desired. These lays are not
standard with all pressers. For example, one press may
use two lays for pressing the front of a shirt—one with
the pocket flap up and the other with the flap down.
Other pressers may use one lay with the flap down and
still produce acceptable work.

When determining the sequence of lays for a
garment, consider the following:

• The minimum number of lays required to
produce satisfactory work

• The logical sequence of lays needed for easy and
quick handling

• The part of the garment to be pressed last to
prevent damage to the finish of the most
conspicuous parts of the garment

The lays discussed here are used in ships’
laundries. The following lays for shirts and trousers do
not include the use of a hand iron for touch-up work on
places difficult to reach with the press. However, use
hand irons as necessary to produce quality work. A
garment that is nearly finished should not require much
touch-up.

Shirts

Figures 2-22 through 2-24 give the sequence of
lays for a shirt using the presses available in shipboard
laundries. These press lays are considered the
minimum required to press a shirt properly. The first
lay shows the pressing of a shirt collar on a standard
press. This may be done on a collar/cuff press, if
available.
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Figure 2-22.—Lays for shirts (lays 1 through 6).

Figure 2-23.—Lays for shirts (lays 7 through 13).



Use spray guns when needed to keep shirts damp
during pressing. This also improves the finished
appearance of the shirt. Remove any wrinkles left by the
conventional press with a hand iron. As you become more
experienced at press operations, you should be able to
press two shirts at a time, as the Sailor in figure 2-25.

Trousers

Keep trousers in a damp box with a wet net over
them until you are ready to begin pressing. When you

remove the trousers from the damp box, straighten out
the trouser pockets. Shape the trousers with your hand
and dampen, if necessary. Press the pockets on the
smaller end of the buck. Start with left front pocket,
then rotate them clockwise around the buck. Next,
press the left rear pocket, then the right rear, and lastly
the right front. Now that the tops of the pants are
complete, you will switch to the larger side of the buck
to press the legs, as shown in figure 2-26.

If the steam pressure in the laundry is below 100
pounds of pressure, you may have to press the trousers
a bit longer to make sure dampness is gone, especially
for the inside pockets. Before you press the legs, you
must match the inseams. When matching the inseams,
be sure the outer seam matches the inner seam on both
legs. If they are not matched, the creases will run
uneven on the trousers. When you complete the press
lays, hang the trousers on a hanger equipped with a
trouser guard. This prevents lines from setting in the
legs of the trousers during storage.

Other Articles

To finish cap covers, you should use a regular iron
to press the band on the small end of a press.

Press garrison caps in two lays on any type of
press. Use one lay for each side. Do not press caps with
leather bands on a laundry press. The leather will not
withstand the temperature of the hot head.
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Figure 2-24.—Lays for shirts (lays 14 and 15).

Figure 2-25.—Sailor pressing two collars. Figure 2-26.—Press lays for trousers.



When you press ties, cut a cardboard form that will
fit inside to hold them straight. Then press with two
lays, one for each side. Do not press wool worsted ties
on a laundry press. Use a press with a covered head in
the dry-cleaning plant.

Take care when pressing tablecloths or napkins. If
a flatwork ironer is not available, use a conventional
press. Precondition the tablecloths and napkins in the
dryer before pressing (do not over-dry). If the
tablecloths and napkins are not preconditioned before
you press them, they may scorch. On the other hand, if
they are too wet, they will not be finished properly.
Tablecloths should be covered with a wet cloth until
you are ready to press them to keep them from drying
out.

Q40. What part of the press is considered the
worktable?

Q41. To change the layout of your press deck, you
should get approval from what organization?

Q42. The steel wool press pad should be changed at
what interval?

FLATWORK

Learning Object ive : Recognize the
components and recall the steps to operate the
flatwork ironer properly.

Items of flatwork are made from synthetic,
synthetic blend, and cotton blend fabrics. These items
can be successfully finished in a dryer without the need
for pressing, which reduces the press deck load.
However, using an ironer reduces the drying workload
and produces a better finish than rough-drying.

FLATWORK IRONER

You will probably serve at some time on a ship that
has a flatwork ironer. Flatwork ironers are normally
installed on larger ships. On this ironer (sometimes
called a mangle), flatwork is ironed as it comes from
the washer extractor. Most of the items processed
through the flatwork ironer aboard ship are bed linens
and tablecloths. Handkerchiefs, hand towels, aprons,
undershirts, and white trousers can also be finished on
the flatwork ironer.

On ships without flatwork ironers, flatwork, such
as table linen, may be pressed on a laundry press of the
type described in the previous section. The rest of the
work is roughdried.

Ironer Controls

The flatwork ironers used on Navy ships have
either 60-inch or 85-inch steam-heated cylinders. Each
ironer has three padded pressure rolls that press the
flatwork against the cylinder. The work is carried into
the ironer on feed ribbons that lead the work over the
cylinder. At the rear, an apron or ribbon presses the
work against the underside of the cylinder and returns
it to the front. Steam to heat the cylinder is provided by
the ship's steam line. The motor is electrically driven.

To give you a broad understanding of the flatwork
ironer, we will briefly describe its main components.

• Start button puts the rolls in operation.

• The return ribbons hold flatwork in contact with
the heated cylinder until discharge to the
delivery table.

• The delivery table catches all discharged
material.

• The finger guard prevents the hands of the
operator from getting near the padded pressure
rolls.

• The padded rolls smooth and flatten fabric as it is
fed to the heated cylinder.

• The feed ribbons feed flatwork.

• The feed ribbon drive roll turns the feed ribbons.

• The speed control lever controls the speed in
which flatwork is passed through the ironer.

• The foot pedal engages the compression roll.

• The speed control plate increases or decreases
the speed of the rolls.

• The round red emergency stop button, located
either on the front or back, left or right side,
immediately stops the machine in case of an
emergency.

Care and Maintenance

Maintenance of the flatwork ironer is the
responsibility of engineering personnel. Only trained
maintenance personnel should maintain the ironer.

Instructions for performing operator maintenance
are found in the manufacturer's technical manual. This
includes changing ribbons, aprons, pads and covers,
and friction material on drive rolls. Laundry personnel
should do this maintenance only after being trained in
the procedures for performing this work.
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WAXING THE IRONER.—Waxing produces a
smooth finish on flatwork, prolongs ribbon life, and
prevents linen from sticking to the heated cylinder.
Laundry personnel should wax the ironer each
morning or after every 6 to 8 hours of use. You should
use only the wax recommended by the manufacturer.

To wax the ironer, cut a strip of cloth about 3 feet
wide and as long as the cylinder. Sprinkle wax evenly
over half of the strip and fold the other half over it. Hold
the cloth tightly and feed the closed or folded end into
the ironer. Run the cloth through the ironer several
times. Be careful when doing this as the wax may
become very hot. Also, be careful not to over wax, as
this causes the return ribbon and drive material to
deteriorate. This cloth may be reused as long as the wax
lasts. Never sprinkle wax directly onto the ironer.

REPLACING IRONER RIBBONS.—Have
engineering personnel replace ironer ribbons when
they become worn, discolored, or torn. After they have
been replaced, you should wax the ironer.

REPLACING FRICTION MATERIAL ON
THE RETURN RIBBON DRIVE ROLL.—The
return ribbon drive roll operates the ironer return
ribbons. It is located at the front of the ironer under the
white canvas feed ribbons. For the ironer return
ribbons to be driven properly, the ribbon drive roll must
be properly covered with friction material. Special
6-inch-wide friction material wound around the drive
roll is used for this purpose.

When the frictional material becomes smooth or
worn, contact maintenance personnel to replace it with
new material. If this material is not replaced, the ironer
return ribbons will not be driven at the right speed.
Return ribbons should run faster than the heated and
padded compression rolls. Jamming or wrinkling of
linens under the return ribbons indicates the ribbons
are not running at the proper speed. This means the
friction material may need replacement.

CHANGING COMBINATION PADS AND
COVERS.—If the padding on the ironer pressure rolls
loses its resiliency or becomes scorched or burned, ask
experienced maintenance personnel to install new
padding. After the padding is installed, make sure all
safety guards are in place and working properly. Then
run a wax cloth through the ironer two or three times.

The padding at one end of an ironer may become
more compressed than at the other end. To fix this
condition, pass some heavy bath towels or other thick
work through the thicker end. This should compress

the padding so that it is the same diameter across the
width of the roll.

A minimum amount of pressure should be applied
on the padding. This allows maximum padding life. Do
not try to maximize the pressure that is put on the
padding. The ironer will not dry better because of
increased pressure. The padding will simply wear out
faster.

Safety Precautions

Before discussing operation of the flatwork ironer,
we need to discuss safety precautions that apply to this
equipment. Do not try to remove jammed linen or
material while the machine is running. Serious injury
to the operator or damage to the ironer may occur if you
try to reposition or unjam linen or try to service the
ironer while it is running. If something is jammed, shut
off the ironer at the power source before removing.
Never reach over, under, or behind the safety finger
guard or into any area near the heated roll or moving
parts without first shutting off the ironer at the power
source. If you break this rule, you risk getting caught in
the rolls or ribbons and being seriously injured from
the heat or pressure of the ironer. This rule should be
followed whether you are working at the front, side, or
rear of the ironer.

Check the operation of the safety finger guard at
the beginning of every shift. Touching the safety finger
guard should activate a switch that will stop the ironer.
If this safety feature is not working, shut off the ironer
at the power source and notify your supervisor. Do not
try to operate the ironer until the safety finger guard is
repaired. Always make sure other safety guards and
end panels are in place before operating the ironer.

Always make sure all ribbons and tapes are in
place and working properly. They are designed to
prevent jamming and to hold linen so that it is properly
ironed. Keeping the ironer well waxed also helps to
prevent jams. The ironer is designed for processing
flatwork only. Do not iron anything except flatwork,
because damage to the ironer or injury may result. Do
not stand, sit, or kneel on any shelf at the front or rear of
the ironer. These shelves are not designed to support a
person's weight.

Protect yourself by following these simple rules.
Read and follow all safety labels. Learn which parts are
hot and how the ironer works—including how to shut it
off in an emergency. If you see people breaking these
rules, remind them to follow the rules and shut the
ironer off first. Do not try to make mechanical repairs
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on this equipment. Only qualified personnel should
service this equipment. When in doubt, contact the
engineering department.

FLATWORK IRONER OPERATION

Before you start to operate the flatwork ironer,
make sure you fully understand the use of each control
and the equipment safety precautions. The compres-
sion roll should be disengaged (top position) and flat-
work ready to be fed into the machine. Follow these steps:

1. Start the ironer by pressing the green button.

2. Set the ironer to the lowest speed by adjusting
the speed control handle.

3. Open the steam supply valve slowly. Open the
valve one-half a turn at first and gradually allow steam
to enter the cylinder. Continue to open the valve slowly
until it is opened all the way. The steam pressure for the
ironer should be about 100 pounds per square inch (psi).
It normally takes about 30 minutes to heat the cylinder
fully.

4. Engage the compression roll and wax the ironer.

5. Start feeding the flatwork. You may increase the
speed to meet your needs. During normal operation, you
may stop the ironer by touching the red finger safety
guard or pressing the red emergency stop button.

6. To stop the ironer at the end of your work, close
the steam supply, raise the compression roll, and allow
the machine to run without steam for 20 to 30 minutes.
This allows the components to cool before the power is
shut off. This cool-down phase also prevents damage to
the return ribbons and protects the compression roll
padding from being flattened.

NOTE: Never change the speed of the ironer when
the ironer is on; doing so may damage the variable
speed mechanism.

The flatwork ironer is not designed to process
nylon or rubberized fabrics. To do so may result in fire
or damage to the ribbons or cylinder surface. Do not
leave the ironer for more than 5 minutes without
raising the compression roll. This keeps it from
overheating and burning the roll.

FLATWORK IRONER FEEDING

When feeding flatwork into the ironer, the
following steps will make your job easier:

1. Check on the dampness of the pieces before
feeding.

2. Adjust the extracting time as needed to ensure
each piece is dried properly when it comes out of the
ironer. If the pieces are not dry enough, they will come
out of the ironer damp. If too dry, they will come out
with a roughdry appearance.

3. Do not let flatwork sit in the laundry baskets
after removing the work from the extractor.

4. Iron flatwork immediately while it is at the right
amount of dampness, or cover it to retain the right
amount of moisture.

5. Shake out the work and lay it over the edge of the
laundry basket or on a table when feeding.

6. Feed flatwork into the ironer wrong side up, so
that the smooth or "right" side comes in contact with the
cylinder. This gives a smooth finish to the outside of the
flatwork. Fold the smooth side out as the work comes
from the machine.

Large Items

Two people should feed large items, as shown in
figure 2-27. To start the piece through the ironer, each
person grasps a top corner with the hand nearest the
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Figure 2-27.—Laundry personnel using the flatwork ironer.



ironer. They stretch the forward edge between them so
that it enters the machine straight and smooth. After the
feed roll ribbons pick up the item, they use both hands
to hold it firm and straight as it passes through the
ironer. As the item comes out, they fold it.

Small Items

Feed small articles into the flatwork ironer in more
than one or two areas along the length of the cylinder. If
you continually feed small items into the ironer at one
or two spots, the padding on the pressure rolls wears
more at these points and the quality of the work
becomes unsatisfactory. The only way to fix this
problem is to repad the rolls.

Q43. Why should you wax the ironer?

Q44. How often should the ironer be waxed?

FINISHED WORK

Learning Objective: Determine the proper
operation of the laundry issue room.

Individual and bulk lots of completed laundry have
different assembly and handling requirements.
Generally, you can load bulk lots directly into the
laundry bags in which they were brought to the
laundry. However, items in individual bundles require
(1) careful handling, (2) thorough inspections, and (3)
accurate counting.

Handle finished laundry with care. Collect it
promptly and place it in the right bin. Do not allow
unfolded clothes from the net bags to pile up around the
laundry. Do not allow clothing to fall to the deck. When
finished work is soiled or wrinkled by rough or careless
handling, reworking is the usual result.

ASSEMBLY OF INDIVIDUAL LOTS

Before you receive individual lots in the assembly
area, place each customer's laundry list (NAVSUP
Form 233) in the assembly bins in alphabetical order.
Then place the finished laundry in the correct bins.
Figure 2-28 shows this procedure being performed in
the assembly room.

Remove the items from the net bag. Then fold and
return them to the net bag, as you check off each item
on the laundry list. Once this is finished, pin the net bag
with a large laundry pin. Make sure the right sock bag
is attached to the bag with a small laundry pin. Make
sure the name or laundry mark is shown clearly on the

net when you wrap and pin the bundle. (It makes
issuing the bundles easier.) Then put the bag in the bin.

Check the laundry list and make sure you have all
the finished press work (shirts and trousers). Staple or
tape the laundry list to the hanger.

ASSEMBLY OF BULK LOTS

Bulk lots are tumble-dried and placed back in the
divisional laundry bags unfolded. Bulk items, such as
tablecloths, should be pressed and placed in even
stacks for return with the bag. Flatwork, such as sheets
and towels, should be folded and also returned with the
laundry bag. The following system may be used when
processing bulk lots:

• Weigh each laundry bag and note the weight in
the bulk lot laundry log.

• Make sure you and the division petty officer sign
the bulk work log. Acknowledge the delivery
weight in both the "Received By" and "Delivered
By" columns.

NOTE: Refer to the log should a division bring its
laundry back to the laundry issue room claiming loss of
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Figure 2-28.—Assembly room.



clothing. Compare both issue and receipt weights. A
1-pound loss in weight from a 50-pound bag of laundry
would indicate the loss may have occurred in the living
compartment, rather than the laundry.

QUALITY ASSURANCE

Quality assurance in the laundry starts in the
receiving area and ends with the return of clean,
satisfactorily washed laundry to an individual. As you
know, every individual expects the return of all articles
from the laundry done in a professional manner.

When you receive finished work in the assembly
room, check each piece for cleanliness, stains,
scratches, marks, or any other type of blemish. A shirt,
for example, should have a quality look; that is, it
should be thoroughly clean, free of blemishes,
smoothly ironed, and have the proper creases. What
applies to the inspection of shirts, of course, applies to
every article. Remember that you have final quality
control responsibility before returning a customer's
laundry.

Sendbacks are articles in individual bundles and
bulk lots that require reprocessing. Place articles sent
back for reprocessing in a net so that they can be
reworked immediately. Sendbacks should receive
special attention so that deliveries can be made on
schedule. Check on them occasionally to make certain
the desired work is being done.

Do not return articles to the owner unless they
represent the best quality of work and care you can give
them.

ISSUE

Issue laundry only to authorized persons, to those
designated on the schedule, or to individual owners. Be
sure to obtain signatures, and make sure the count
reflected is accurate. Taking these steps will establish
validity for laundry claims. Report to your supervisor
any problems encountered in issuing laundry to
officers, chiefs, mess management specialists, or other
personnel.

Q45. What are sendbacks?

Q46. What area in the ship’s laundry is responsible
for quality assurance of finished products?

CUSTOMER SERVICE

Learning Objective: Identify the elements
needed to improve customer satisfaction.

The success of any sales and service operation in
meeting its purpose and objectives is dependent to a
considerable degree on the face-to-face relationship
between the customer and the Ship’s Serviceman
serving them. Quality laundry and prompt service are
important; however, a conscientious, responsive
operator can only assure customer satisfaction. You
must understand the importance of your job to the
general morale of the ship’s crew.

Remember, you should always strive to improve
customer service. You should always be as responsive
and helpful to the customer as you yourself would
desire to be treated. If your customers are happy and
satisfied, you will seldom hear anything about it.
However, if there are any dissatisfactions or
complaints, you will usually hear about them very
quickly.

EVALUATING CUSTOMER SERVICE

As mentioned earlier, good indications of
troublespots are the complaints that you will receive.
Most of the complaints received aboard ship are
laundry related, and most of those complaints involve
lost, misplaced, or damaged clothing. You may want to
change your laundry procedures for logging in and out
of division laundry bags. You may want to institute
more training on the wash decks on sorting and the use
of identification markers. You should examine
carefully any improvements you can make to existing
procedures.

RESOLVING CUSTOMER COMPLAINTS

As a senior Ship’s Serviceman, you will be
expected to investigate complaints. As previously
mentioned, the most common complaint in the laundry
is missing or damaged clothing. You will first have to
determine if the clothes were actually deposited for
cleaning or repair. If they were, then you must
determine the circumstances of the loss or damage. If
the damage or loss was a result of the ship’s laundry,
use the following information to determine what the
proper reimbursement recommendation should be.

When losses of or damage to personal apparel
occur through the operation of a ship’s laundry or
dry-cleaning facility, a claim for reimbursement can be
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submitted to the commanding officer via the ship’s
store officer.

After a recommendation has been made from the
ship’s store officer, the commanding officer will
determine the amount to be paid as reimbursement for
the loss of or damage to personal clothing. The amount
is based on factors, such as the original cost, current
market value, length of time in use, and whether or not
the article is repairable. Articles that can be repaired
will be deleted from the claim and will be repaired
without charge.

You can refer to table 2-7 as a guide for
determining claim value for personal clothing. Use the
following steps to calculate the value:

1. Determine the life expectancy rating for the
article. Basically, life expectancy ratings are as follows:

a. All washable items—2 years

b. Clothing to be dry-cleaned only—4 years.

2. Find out the age of the article from the owner;
then read down the table under the applicable life
expectancy to the age of the article.

3. Determine the condition of the article either
from investigation or from a statement from the owner.
Three levels of condition are defined in relationship to
the amount of use and care the article has had.

a. Excel lent condi t ion—having the
appearance of an exceptionally well-cared-for article
that looks like new.

b. Average condition—having an appearance
expected of an article that has had reasonable use,
considering its age.

c. Poor condition—having the appearance of
extensive use, but not of abuse.

4. From the age of the article, read right to the
applicable Adjustment Values column and determine
the claim value by multiplying the replacement cost
(cost of acquiring a new article of comparable quality)
by the percentage figure.

EXAMPLE:

Summer white shirt: Replacement cost—$9.75

Life expectancy—2 years

Actual age—11 months

Condition—average

Adjustment value—60% of $9.75 = $5.85

Q47. What is the most common customer complaint
received in the ship’s laundry?

Q48. What is the life expectancy of an undershirt?

SHIP’S 3-M SYSTEM

Learning Object ive : Determine the
importance of the 3-M system and how it
relates to the ship’s laundry.

In the paragraphs that follow, we will discuss the
various work center personnel and their respective
duties.

GROUP SUPERVISOR

Ship’s divisions, such as S-3, may have chief petty
officers who are responsible for two or more work
centers. These chief petty officers shall be referred to
as “group supervisors.” Group supervisors are
responsible for the proper performance of the 3-M
Systems functions within their respective work
centers.
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Two Years Four Years Percentage of Replacement Cost Condition of clothing

Age of Article in Months Excellent Average Poor

0 through 4 0 through 4 100% 100% 100%

5 through 7 5 through 13 75% 75% 60%

8 through 13 14 through 25 70% 60% 45%

14 through 19 26 through 37 50% 40% 30%

20 through 25 38 through 49 30% 20% 15%

26 months
and older

50 months
and older

20% 15% 10%

Table 2-7.—Chart of Claims Adjustment Values



WORK CENTER SUPERVISOR

The senior enlisted person will be designated as
the work center supervisor, responsible for the
effective operation of the 3-M Systems within the work
center. The work center supervisor will assign the
maintenance personnel various PMS tasks.

MAINTENANCE PERSONNEL

Junior Ship’s Servicemen are the maintenance
personnel in the S-3 division and report to the work
center supervisor. Their 3-M Systems duties include,
but are not limited to, the following:

• Perform assigned scheduled maintenance
requirements using MRCs (Maintenance
Requirement Cards), TGLs (Tag Guide Lists),
and EGLs (Equipment Guide Lists), as indicated
by the weekly schedule of the division.

When performing PMS, maintenance personnel
will notify the work center supervisor when:

• Anything on an MRC is not fully understood,
appears to be incorrect , or cannot be
accomplished as written on the MRC.

• Tools, materials, and so forth, prescribed by the
MRC are not available.

• Any doubt exists about capability, training, or
experience to perform the MR (maintenance
required) properly.

• Factors exist that would make performance of
the MR unwise or dangerous.

• Equipment deficiencies or casualties (casualties

meaning down equipment) are discovered.

Maintenance personnel will inform the work
center supervisor when planned maintenance
requirements have been completed and sign the
accountability log. The work center supervisor must be
informed of any problems encountered under current
schedules and/or MRCs.

WORK CENTER PMS MANUAL

The Work Center PMS Manual reflects the portion
of the PMS Master File (maintained by 3-M Systems
coordinator) that contains only the planned
maintenance requirements applicable to a particular
work center. It will be retained in the working area near
the Weekly PMS Schedule. Maintenance personnel
will be familiar with the following information
contained in the Work Center PMS Manual:

• List of Effective Pages (LOEPs)

• Maintenance Index Pages (MIPs)

• Maintenance Requirement Cards (MRCs)

List of Effective Pages

The List of Effective Pages (LOEPs) provide a
listing of the Maintenance Index Pages (MIPs) and
system equipment not requiring PMS that is assigned
to each work center. Note that S-3 division falls under
one work center, SS03, as illustrated in figure 2-29.
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Maintenance Index Pages

Maintenance Index Pages (MIPs) are prepared and
issued for each installed system/equipment for which
PMS support has been established. MIPs are basic
PMS reference documents. Each is an index of a
complete set of Maintenance Requirement Cards
(MRCs) applicable to a ship’s system, subsystem, or
equipment. An MIP for a tumbler dryer is illustrated in
figure 2-30. Note that the equipment has six different
MRCs (identified by the box containing SYSCOM
MRC Control No.).

Maintenance Requirement Cards

Maintenance Requirement Cards (MRCs) provide
detailed procedures for performing maintenance
requirements and describes who, what, how, and with
what resources a specific requirement will be

accomplished. Personnel performing the maintenance
should always follow any safety precautions noted on
the MRCs and should become familiar with any
chemicals used during the PMS, including the correct
use of any personal protective equipment required
during the handling of chemicals or during the
maintenance procedures. An MRC for the tumbler
dryer is illustrated in figure 2-31. Note the periodicity
of the MRC in the illustration—S13; this means that
this is a semi-annual PMS check. The OPNAVINST
4790.4 provides guidance and requirements for all of
the blocks and codes listed on the MRC.

Q49. Who performs maintenance for the work
center supervisor?

Q50. To determine what tools are needed to ac-
complish a specific maintenance requirement,
you should refer to what document?

2-42

Figure 2-30.—An example of a Maintenance Index Page.



2-43

Figure 2-31.—An example of a Maintenance Requirement Card.



SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED

QUESTIONS

CHAPTER 2

A1. OPNAVINST 5100.19

A2. Wastewater

A3. 50 nautical miles

A4. Circle the temperature, preferably with red
ink, recorded in the heat stress log. Once
recorded, notify the ship's store officer and
medical officer.

A5. Naval Ships' Technical Manual, Chapter 655.

A6. Group IV

A7. Duplicate keys should be kept in a special
duplicate key locker in the supply office or in
the supply officer's safe.

A8. Any time retail items intended for cash sale
are stored in a service activity, it will be
considered a Group III space.

A9. Leading chief or leading petty officer

A10. The job qualification requirement (JQR) for
that particular workstation.

A11. Cross-trained within the laundry

A12. True

A13. True

A14. NEXCOM's Fleet Habitability Assistance
Branch (Code A-3)

A15. Amount of laundry that must be processed
weekly, capacity of laundry equipment,
number and performance level of the laundry
crew

A16. Twenty- four pounds of laundry per
accommodation per week

A17. Three

A18. (a) Heat Stress Log (b) every 4 hours

A19. Press deck logs

A20. Seven

A21. To record historical repair data

A22. Material Safety Data Sheets (MSDS)

A23. Use emergency eyewash station to flush eyes
for at least 15 minutes

A24. None

A25. May cause irritation, nausea, or diarrhea

A26. Ship's Store Laundry List, NAVSUP Form 233

A27. B-1.111

A28. 12 lb

A29. Cause delays on the wash deck because they
must be split

A30. Remove soil from the items being washed

A31. Chemical-soluble, water-soluble, insoluble,
and special

A32. Never

A33. Senior laundry petty officer (laundry
supervisor)

A34. Temperature sensor

A35. Calcium and magnesium bicarbonate

A36. Laundry sour

A37. Final bath

A38. Steam and electric

A39. (a) Every 2 hours and (b) every 4 hours

A40. Buck

A41. NAVSEA

A42. Annually (once per year)

A43. Produces a smooth finish on flatwork,
prolongs ribbon life, and prevents linen from
sticking to the heated cylinder.

A44. Each morning or after every 6 to 8 hours of
use

A45. Sendbacks are articles in individual bundles
and bulk lots that require reprocessing.

A46. The assembly room

A47. The most common complaint in the laundry is
missing or damaged clothing.

A48. Two years

A49. Maintenance personnel

A50. Maintenance Requirement Cards (MRCs)
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CHAPTER 3

DRY-CLEANING PLANT

INTRODUCTION

The dry-cleaning operation is a service activity of
the supply department. The supply officer is
responsible for providing dry-cleaning service. This
service is normally provided on ships with over 500
personnel. Direct responsibility for dry-cleaning
service is usually delegated to the junior Supply Corps
officer on board.

Since water damages certain fabrics, some
clothing must be dry-cleaned. Dry cleaning is the
process where soiled or stained garments are immersed
in a solvent in a dry-cleaning machine, similar to a
washing machine.

SAFETY

Learning Objective: Recall the safety
requirements in the dry-cleaning plant.

Safety hazards that you will encounter in the
dry-cleaning plant include mechanical equipment,
hazardous material, electric power, and heat. You must
comply with the general safety precautions contained
in OPNAVINST 5100.19 (series) at all times. The
technical manual for dry-cleaning equipment contains
both safety precautions and safety features for each
piece of equipment. The safety precautions for each
piece of equipment should be posted near the
equipment for you to read, remember, and follow. For
your own safety, don’t ignore them.

GENERAL SAFETY REQUIREMENTS

Before operating any laundry dry-cleaning
equipment, observe the following general safety
requirements:

• Search clothes for objects, such as matches, ink
pens, and metallic objects. If you find any,
remove them.

• Do not exceed the capacity of the machine.

• Use approved dry-cleaning solvent.

Familiarize yourself with the location of
emergency equipment. Always refer to the technical
manual for the specific equipment aboard your ship.

• Make sure the work area around your equipment
is dry and clear of obstructions.

• Make sure all lights in the area work.

• Follow the posted operating instructions and
observe all safety precautions.

• Do not allow unauthorized personnel to operate
dry-cleaning equipment.

• Make sure all safety guards, screens, and devices
are in place before starting work.

SPECIFIC SAFETY REQUIREMENTS

You should always observe the specific safety
requirements below. Remember, refer to the technical
manual for the specific equipment on your ship.

• When operating a machine, keep a safe distance
away from moving parts.

• Keep your hands, body, and clothing away from
moving machine parts.

• Never use your hands or body to stop moving
parts even if the power has been turned off.

• Never leave machinery unattended.

• Don’t clean or service a machine while it is
operating.

Q1. You can find the dry-cleaning safety
instructions in what publication?

Q2. When, if ever, should you exceed the capacity
of the dry-cleaning machine?

SANITATION

Learning Objective: Recall sanitation
requirements in the dry-cleaning plant.

If you are working in the dry-cleaning plant where
you are exposed to dry-cleaning solvents, you will
receive periodic physical examinations by the medical
officer. Dry-cleaning personnel should wear clean
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uniforms, maintain good personal hygiene, and wash
hands frequently, especially after visiting head
facilities or handling soiled clothing. Dry-cleaning
facilities should be kept in a clean and sanitary
condition at all times. The medical officer should
provide the sanitation instructions to be posted in plain
view in the dry-cleaning area. The dry-cleaning areas
should be inspected frequently by medical. In addition,
the sales officer and/or senior SH should do daily
sanitation inspections of all sales and service activities.

Q3. Who should provide sanitation instructions
for the dry-cleaning plant?

Q4. When working with dry-cleaning solvent, you
should receive a physical examination
periodically. (True/False)

DRY-CLEANING PERSONNEL

Learning Object ive: Ident i fy the
organizational structure in the dry-cleaning
plant.

The number of people assigned to the dry-cleaning
operation depends on workload and amount of
equipment. On carriers where the plant is large, there
may be a supervisor, an assistant supervisor, and 6 to
10 workers.

DRY-CLEANING SUPERVISOR

The supervisor is responsible for preparing the
dry-cleaning schedule, getting supplies, training
workers, operating the plant, and coordinating with
engineering personnel for equipment maintenance.
The supervisor assigns work and rotates the workers so
they can get experience in every aspect of operating the
plant. The supervisor makes sure that all dry-cleaning
plant workers are aware of and follow established safe
working precautions. You are responsible to follow all
safety precautions and observe all safety requirements.

DRY-CLEANING OPERATORS

Dry-cleaning operators operate the various pieces
of equipment located in the plant. As a dry-cleaning
operator, you are responsible to the dry-cleaning
supervisor for the safe and proper operation of your
assigned equipment. Before you operate dry-cleaning
equipment, you will complete the current JOB
QUALIFICATION REQUIREMENT (JQR). It
contains the qualification requirements for operating

dry-cleaning equipment. Your supervisor will assist in
the completion of JQRs.

THE SPOTTER

The person who does the actual spotting for the
garments turned in to the dry-cleaning facility is called
the spotter. The spotter’s job is to identify the
substance that caused the spot or stain and apply the
right cleaning agent and type of treatment to remove it.
Many of the fabrics handled by the spotter are
expensive. Damage to them can be a financial loss as
well as an inconvenience to the owner. Before trying to
remove a spot, or stain, the spotter should be sure that
the substance and method to be used would not damage
the fabric or ruin its appearance. When in doubt about a
spot or stain, the spotter should contact the supervisor
for advice before starting. Remember identification
and treatment of some spots is necessary to keep them
from becoming stains. This is not always possible
because of heavy workloads and lack of time to check
clothing items. In this case a note should be placed in
the plan of the day (POD) by the supply officer asking
the owners of articles requiring spotting to tag the
articles with a note identifying the spots. This
information makes the spotter’s job easier, faster, and
more accurate.

Q5. What are the prerequisites for operating the
dry-cleaning press?

Q6. Who is the spotter?

DRY-CLEANING PLANT SECURITY

Learning Objective: Determine the security
requirements for the dry-cleaning plant.

All dry-cleaning workers are responsible for
security in the dry-cleaning plant. Security of the
dry-cleaning plant is designed to prevent the loss of
clothing, the damage to equipment, and the
unauthorized use of the equipment and facilities. The
dry-cleaning plant is a Group IV space. Keys should be
handled as outlined in NAVSUP P-487. Any work done
in the dry-cleaning plant after normal working hours
should be authorized by the supervisor and leading SH.

Q7. The dry-cleaning plant belongs to what
security group?
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RECEIVING AND IDENTIFYING

Learning Objective: Recall the procedures
for receiving and identifying clothing
delivered to the dry-cleaning plant.

The proper receiving and identifying of
dry-cleaning articles is essential in preventing items
from being misplaced. There are two methods for
receiving and identifying dry-cleaning articles. Use
the method that best fulfills your needs.

• Method A—Each piece of dry-cleaning work is
logged in and out using a dry-cleaning work log.
The log is maintained by the receiving clerk in a
standard ruled book or lined pad of paper. If
dry-cleaning tags are used as stated in method B

below, this logbook does not need to be used. If
your dry-cleaning plant is using dry-cleaning
lists without tags, use this log in conjunction
with the dry-cleaning list.

• Method B—Each patron fills out the list,
removes the receipt stub at the bottom, and
attaches the list to the bundle. The receiving
clerk then tags each article in the bundle with a
section of the premarked tag and staples the
master(s) of the tag set and unused tags to the
patron’s dry-cleaning list.

DRY-CLEANING LIST AND TAGS

A dry-cleaning list (fig. 3-1) is a record of dry
cleaning processed for an individual. This list saves
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time and work in receiving and issuing and also
reduces the risk of misplacing articles. You can obtain
these lists from a commercial source or the supply
system. You may use it to check off finished work
returned to the assembly room. The list provides for
plant control, customer receipt, financial control, and
furnishes eight tags for identifying the items that are
going to be dry-cleaned. The procedure for using the
marking tags that are part of the dry-cleaning list is as
follows:

1. Detach and safety pin or staple one tag to each
article. If a customer has three articles, fasten a tag to
each item. Leave the remaining tags attached to the
master dry-cleaning list.

2. When you assemble the items that have been
dry-cleaned, the count of the remaining tags confirms
the number of articles belonging to that customer. If five
tags remain, then the customer brought in three articles.

Cost columns that are located on the right side of
the list are used only when a charge is made for dry
cleaning.

INSPECTION

Each article should be inspected for detachable
uniform insignia and items inside the pockets. You can
reduce the risk of damaging a whole load by removing
ball-point pens, grease pencils, or other items found.
These items should be put in an envelope and attached
to a customer’s dry-cleaning list. Button the pockets
before processing. If a garment has spots on it, forward
it to the spotter for removal.

Make a note on the list if the article has a belt. Also,
check for tears, marks, or missing buttons or buckles.

CLASSIFYING

Items are classified for dry cleaning by the color
and lint quality of the material. Generally, all types of
fabrics can be safely dry-cleaned. They should be
resistant to the dry-cleaning solvent, the frictional
activity of the dry-cleaning machine, and the stress of
steam pressing and finishing. Military uniforms can be
safely dry-cleaned aboard ship with ease as long as the
equipment is used properly and the right procedures
and solvent are used. The solvent used should be those
approved for use by the supply system. There are
health hazards and safety precautions applicable with
dry-cleaning solvent and its use. Later in this chapter
they will be discussed in detail. Remember to classify
similar items together for washing purposes. If your

dry-cleaning plant is processing civilian clothing,
determine the type of fabric being cleaned and then
check the permanent care label for the manufacturer’s
recommendations for cleaning. If you are on a ship
with Marines embarked on board, you may on
occasion dry-clean their uniforms. Sort them together
but dry-clean them separately.

Classify table covers, drapes, flags, and so on,
according to color, material, and lint quality. (Put ties
into separate bags and clean them with the blue
uniform.)

Foul weather jackets, face masks, winter helmets,
and trousers may be cleaned together.

Although they may be of different colors, signal
flags can be cleaned together. The transfer of lint
among flags does not affect their use.

When articles are classified, divide them into piles
of about the same size before loading the dry-cleaning
machine. The weight of each pile should be within the
manufacturer’s capacity recommendations.

A daily record of the weight and the number of
loads cleaned should be kept. This helps determine the
numbers of pounds cleaned per gallon of solvent and
the cost per pound. One gallon of dry-cleaning solvent
cleaning 200 pounds of clothes is considered good
usage.

PRESPOTTING

All articles should be examined for spots before
dry cleaning. Inspect spots to determine what caused
them and what methods you should use to remove
them. Sometimes treating the spot may not remove it
entirely. The remainder usually comes out completely
during the dry-cleaning process.

The flow chart in figure 3-2 shows prespotting and
postspotting steps. Postspotting may be needed if a
spot was missed. If it is necessary to postspot an article,
it should be dry-cleaned again to remove the chemical
used in spotting.

Q8. If your dry-cleaning plant uses a dry-cleaning
list without tags, you should NOT use a
logbook to log items in. (True/False)

Q9. While receiving clothing, you find a ball-point
pen in a shirt pocket. What should you do with
the pen?

Q10. Clothing delivered for dry cleaning is
classified in what manner?
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Q11. You should process how many pounds of
clothing with one gallon of dry-cleaning
solvent?

DRY-CLEANING SOLVENT

Learning Objectives: Identify the hazards
associated with the use of dry-cleaning
solvent. Recall the safe handling procedures
for dry-cleaning solvent.

The dry-cleaning process centers on the
dry-cleaning solvent that distinguishes dry cleaning
from simple clothes laundering. The removal of stains
and soils is dependent upon the following:

• Solubility

• Age and extent of soil

• Size of wash load

• Type of fabric

• Level and temperature of the solvent

Only the synthetic solvents discussed in this
chapter are authorized for use in dry-cleaning plants

aboard Navy ships. Tetrachloroethylene and
perchloroethylene are the most commonly used
solvents available in the supply system.

Occasionally, check the amounts of solvent in the
storage tank and refill when necessary. This prevents
the solvent from getting too low for operation.

SAFE HANDLING AND USE OF
DRY-CLEANING SOLVENT

Dry-cleaning solvent is a toxic substance used
safely for many years in dry-cleaning plants aboard
ship. Like other chlorinated solvents, it must be
regarded as a hazardous material (HAZMAT). If
misused or improperly handled, it can cause serious
injury or death. It is essential that perchloroethylene be
handled only by knowledgeable and experienced
individuals familiar with the hazards associated with
its use. The safety hazards and handling requirements
of perchloroethylene are found in HMIS (Hazardous
Material Information System), DOD 6050.5; HMUG
(Hazardous Material Users Guide) , OPNAV
P-45-110-91; and on the MSDS (Material Safety Data
Sheet). Always comply with the special handling
precautions provided in the HMUG and MSDS. The
HMUG has been developed by the Navy to provide the
deck plate Sailor with safety data for hazardous
materials commonly used on ships. The HMUG gives
control measures, safety precautions, health hazards,
spill control, and disposal guidelines for 20 hazardous
material groups. The information contained in the
HMUG and MSDS is provided to protect yourself and
your shipmates. MSDS must be posted in an area
where they are readily available to all personnel using
hazardous material (HAZMAT) . Work center
supervisors must ensure that, prior to handling any
HAZMAT, persons are trained on the proper use and
handling, including the use of an MSDS. It will help
you to reduce the risk of injury and long-term health
effects. This information is vitally important and not to
be ignored.

There have been incidents in which Ship’s
Servicemen were overcome by vapors from the
dry-cleaning solvent. To prevent and minimize the
hazards of handling dry-cleaning solvent, you must
follow these precautions:

• Do not eat, drink, smoke, or store food in areas
where the dry-cleaning solvent is handled.

• Use solvent only in well-ventilated spaces.
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• Avoid prolonged or repeated breathing of
vapors.

• Ventilate stowage areas well.

• Free exhaust ducts, fans, and ventilation shafts
free of dirt, lint, or other debris.

• Vent vapor recovery units to the outside air.

• Always wear approved Personnel Protective
Equipment when handling dry-cleaning solvent.

• Always consult the Material Safety Data Sheet
(MSDS) for specific precautions to be taken
when handling this material.

In addition to the above precautions, you should
inspect your equipment daily for loose or leaky joints,
couplings, connections, valves, covers, or doors and
promptly report all discrepancies to maintenance
personnel.

Any liquid solvent that comes in contact with the
atmosphere presents a potential hazard to personnel. If
a spill occurs, it should be cleaned up promptly.
Personnel who clean spills should wear rubber gloves
and an approved respiratory protection device
equipped with a canister or filter suitable for use with
chlorinated vapors. Personnel not so equipped should
remain clear of areas where spills have occurred. Open
all doors and turn on exhaust fans to ventilate the area.

You should use an absorbent to clean up small
spills. Allow it to stay in place until it has completely
absorbed the solvent and then shovel the solvent-laden
material into an airtight container and dispose of it
properly. If a large spill occurs, it should be drained and
then pumped into an airtight container for disposal.
The dry-cleaning solvent should not be dumped into
sewers, placed near water supplies, or drained into the
bilges. It should be placed in a suitable container and
disposed of according to current regulations.

No one should be allowed to return to an area
where a spill has occurred until

• all the vapors are gone, and

• the area has been cleared for re-entry by the
safety officer or gas free engineer.

HEALTH HAZARDS

Perchloroethylene can be used safely when safety
precautions are taken; the user however, must guard
against

• inhalation of perchloroethylene vapors,

• prolonged or repeated skin contact with the
solvent,

• swallowing the liquid, and

• splashing the solvent into the eyes.

Manufacturers of dry-cleaning equipment design
and build their dry-cleaning systems with these points
in mind. When such equipment is operated and
maintained according to the manufacturer’s
instructions, using dry-cleaning solvent should not
become a health hazard.

Because of the potential hazards involved, you
should be alert for the signs of overexposure or illness
caused by the dry-cleaning solvent which include

• loss of inhibitions, lightheadedness, giddiness,
or drunkenness;

• loss of coordination;

• stinging sensation in the eyes, nose, or throat;
and

• headache, nausea, or dizziness.

FIRST AID

Everyone that works in areas where exposure to
perchloroethylene may occur should be thoroughly
trained in administering the appropriate emergency
first aid. Experience has shown that administering first
aid promptly can help to reduce the possible adverse
effects of accidental exposure. You must realize,
however, that first aid is only for emergency treatment
and medical attention should be obtained promptly.

Inhalation

The initial effects of overexposure because of
inhaling the solvent will be nose and eye irritation,
lightheadedness, dizziness, mental dullness, and loss
of coordination. If these symptoms are present, the
affected person shall be removed from the area to fresh
air. Once the person is removed to an area where there
is fresh air, recovery is usually rapid. If symptoms
worsen or breathing has stopped, start CPR and obtain
medical attention at once.

Skin Contact

Perchloroethylene is an excellent solvent and will
remove natural oils from the skin. Prolonged or
repeated contact with the liquid may produce rough
and dry skin, which is more susceptible to infection.
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Although perchloroethylene can penetrate the skin
in toxic quantities following massive or prolonged
exposure, there is little absorption through the skin
under normal conditions of use.

Anyone whose skin comes in contact with the
solvent should wash the affected area with large
amounts of warm water and soap. Contaminated
clothing should be removed and dry- cleaned. Always
wear the appropriate gloves when handling this
material to reduce or eliminate the potential for skin
contact or absorption.

Eye Contact

Contact with the eyes can cause discomfort and
irritation. If perchloroethylene is splashed into the
eyes, immediately flush the eyes including under the
eyelids with water for 15 minutes. Medical attention
should be obtained immediately. A great deal of pain
and redness may result. Chemical splash goggles and a
face shield should be worn when handling this
material.

Storage

Do not store perchloethylene near a heat source
nor allow contact with hot surfaces. Do not smoke in
areas where dry-cleaning solvent is stored or used.
Dry-cleaning solvent should only be stored in an area
designated by the ship’s HAZMAT coordinator. All
stowage areas should be well ventilated and checked
regularly by the gas free engineer. Do not stow
dry-cleaning solvent near any substance not
compatible with solvent, including strong alkalis, such
as sodium hydroxide; oxidizers, such as calcium
hypochlorite and sodium nitrate; or powdered metals,
such as aluminum. Storage areas should be properly
marked according to the OPNAVINST 5100.19 series.

Q12. What type of dry-cleaning solvents are
authorized aboard Navy ships?

Q13. If someone experiences lightheadedness in
the dry-cleaning plant, you should take what
action?

Q14. To prevent eye injuries when working with
solvents, you should wear what protective
gear?

Q15. Dry-cleaning solvent should be stored in
aluminum containers. (True/False)

DRY-CLEANING EQUIPMENT

Learning Objective: Recall the steps and
procedures in the operation, maintenance, and
care of dry-cleaning equipment.

Dry cleaning, in spite of its name, is really a
washing process. The steps in the process are similar to
those for washing with water and detergent, but the
differences are important. The big difference is that a
reusable solvent cleans clothes instead of water. The
equipment used for dry-cleaning is listed in the
Shipboard Laundry and Dry-Cleaning Equipment
Catalog, S6152-B1-CAT-010, published by the Naval
Sea Systems Command.

DRY-CLEANING MACHINE

The dry-cleaning machines shown in figures 3-3
and 3-4 are used on most Navy ships. Although they
look different, they operate on the same principle.

Today’s dry-cleaning machines are much easier
and safer to operate than older machines. They
eliminate the need to move solvent-laden clothes from
one machine to another. You simply load the machine
and when the cycle is complete, clothes are dry and
ready to press. This reduces your exposure to the
solvent. The steps listed below illustrate a complete
dry-cleaning cycle:

1. The load is placed in the washer basket, where
solvent and soap, with the motion of the machine, carry
on the initial washing process.

2. The solvent is filtered where much of the dirt it
has collected is removed. It is cycled back into the
washer, where the load is rinsed.

3. After it is filtered, some of the solvent enters the
distilling unit, where it is purified. Once distilled, the
solvent reenters the washing cycle. This process keeps
the solvent in the machine at an acceptable level of
purity for a long time.

4. At the end of the washing-rinsing period, the
flow of solvent is stopped and the machine spins to
extract the solvent from the load.

5. After extraction, the remaining solvent is
reclaimed during the drying process. This is done by
tumbling the garments in a stream of warm air that
vaporizes the solvent. The solvent-laden air is
condensed and returned to the stowage tank for reuse.
The length of the drying cycle depends on the
temperature set on the thermostat. Until the temperature
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Figure 3-3.—Typical dry-cleaning machine.

Figure 3-4.—Dry-cleaning machine components.



setting is reached (about 140° to 160°), the drying cycle
continues (normally about 12 minutes).

6. Once the desired temperature is reached, the
clothes are treated with a stream of fresh air. This is
called the deodorizing cycle. It strips away any
remaining solvent odor or vapor that may still be left in
the clothes.

Keep the surfaces of machines in the dry-cleaning
unit free of dust. Wash them with hot water and soap or
a safe solvent. Apply a light coat of wax to the surfaces
of new machines to help keep dirt from adhering to
them. Clean the foam filter located in the lint housing
daily by removing excess lint and washing with clear
water and squeezing it dry. Do not reinstall the filter
when it is wet or use soaps or solvents when you clean
it.

Check for lint on coils when you remove the lint
bag in the evening. Clean the pump lint strainer once
each week or more often under heavy use. Never
remove this strainer for cleaning while the machine is
running. Be on the alert for solvent and grease leaks.
Occasionally, check the timer with a watch. Make sure
maintenance and lubrication charts are followed.
Report requirements for maintenance to your
supervisor.

DRY-CLEANING PRESSES

Dry-cleaning presses have perforated metal heads
and bucks through which the operator injects steam.
The heads are normally covered with a thin perforated,
metal mask, which may be covered with a moleskin
type of fabric that prevents a gloss on pressed articles.

Safety Precautions

Observe the following safety precautions when
operating a dry-cleaning press:

1. Never operate a press with a defective push
button or if the press will close using one push button.

2. Do not bypass or leave permanently open push
button operated valves.

3. Shut off air and steam valves and bleed down
systems before attempting any repair or adjustment.
Use safety tag-out procedures as required by PMS and
the tag-out program.

Presses used for dry cleaning aboard ship are listed
in the NAVSEA S6152-B1-CAT-010. Several utility
dry-cleaning presses are listed; one is shown in figure
3-5.

NOTE: Refer to the technical manual for specific
equipment on your ship.

Pressing Considerations

Synthetic uniforms should not be pressed on HOT
HEAD presses (uncovered polished steel). Synthetics
cannot withstand high temperatures and, therefore,
should be done on a dry-cleaning press.

CAUTION is required when pressing fabrics
containing high percentages of either polyester fibers
or acrylic fibers. Control of temperature, pressure, and
time is important when pressing this type of fabric. For
best results 100 percent polyester fibers and acrylic
fibers should be pressed at temperatures around 275°F
with low mechanical pressure and short intervals of
time. In blends of polyester with wool, higher
temperatures may be used provided the mechanical
pressure and contact time are kept at a minimum.
Improper pressing techniques may give the garment a
shiny, watered, clouded, or frosted appearance, or
needle holes. This will make alterations difficult if they
are needed later. If high steam pressures are used, it is
doubtful that pressed seams can subsequently be
altered. Permanent damage results from the defects
discussed above because they cannot be removed by
sponging or other treatment.
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Maintenance of Dry-Cleaning Presses

The maintenance of dry-cleaning presses is similar
to laundry presses. Clean them daily and change the
pads and covers as required. The presses are padded in
the same manner as conventional presses: one steel
wool pad changed once a year; and two flannel pads,
the oldest changed weekly or as required; and a cover
changed when it shows signs of wear or washed once a
week. Qualified maintenance personnel should do all
other press maintenance. Dry-cleaning personnel
should not attempt maintenance on the presses they are
not qualified to perform.

NOTE: Refer to the technical manual for the
equipment installed aboard your ship for preventive
procedures that you are responsible to perform.

PRESSING OPERATIONS

In the following paragraphs, we discuss the
various pieces of equipment that will ensure
well-pressed garments.

Automatic Pants Topper

When installed, the automatic pants topper, as
shown in figure 3-6, may be used to speed up

production of trouser tops. The automatic pants topper
is quicker and eliminates the several lays required to
finish trouser tops on a conventional press by using air
and steam. Steam and air are set automatically and then
released into the air bag for a desired period of time in
which the trouser tops are finished. The pants topper
can be run manually or automatically. Refer to your
technical manual for detailed operating procedures.

Press Lays

When machine pressing, each garment is finished
by a series of lays. Each lay is a different position of the
garment on the buck. The series of lays should
completely press the entire garment. Areas of the
garment that cannot be pressed by machine may be
smoothed using a puff (pad) and pressing the spot
against the head of the press. A hand iron may also be
used.

Pressers may not follow the same pattern of
pressing the same type of clothing. Generally, there is
not much variation in different lays. Sequences of lays
for trouser tops and legs, jumpers, and uniform coats,
as described here, are considered the minimum needed
for an adequate pressing job.

3-10

1.  Foot pedal
2.  Buck and padding
3.  Pleat pressure plate
4.  Waist clamp
5.  Programmer
6.  Pleat plate pressure gauge

7.  Pleat plate pressure regulator
8.  Water gun and hose
9.  Damper control

10.  Data plate
11.  Expander pressure regulator
12.  Expander pressure gauge

13.  Steam supply connection
14.  Steam outlet connection
15.  Air supply connection and strainer
16.  Electrical connection box

Figure 3-6.—Front and rear view of automatic pants topper.



Trouser Tops

Figure 3-7 shows the sequence of lays for pressing
trouser tops. With the fly open (lay No. 1), draw the left
trouser top over the small end of the buck, having the
fly front almost even with the front edge of the buck.
Steam by using the head and applying light pressure,
then dry thoroughly with the vacuum.

Again place the left trouser top on the small end of
the buck, as shown in lay No. 2. The pocket should be
in the center of the buck. Straighten the pocket and
make certain that the outer edge is even and drawn
together. Steam, press, and dry the lay.

In lay No. 3, the left side pocket is even with the
front edge of the machine and the back center seam is
even with the rear edge of the buck. The left hip pocket
lies in the center of the buck. Steam the material lightly
and pull the pocket together.

In making lay No. 4, draw the trouser top over the
small end of the buck so that the end of the buck fits
well down into the seat of the trousers and the back

seam is directly in the center of the buck. Apply steam
and light pressure and vacuum dry.

In making lay Nos. 5, 6, and 7, continue on around
the trouser top, pressing the right side. These lays are
not shown as they correspond closely to lays 3, 2,
and 1.

When available, the automatic topper press may be
used to press trouser tops. The topper press eliminates
the need for lays discussed above and also speeds up
production. This type of press is discussed later.

Trouser Legs

Lays for pressing trouser legs are shown in figure
3-8. The first step is to place the front portion of the left
leg on the buck—crotch at the large end, the inside of
the leg facing upward, and the seams lying on the
center of the buck (see lay No. 1). Make sure that one
seam rests upon the other for the entire length of the
leg. Apply steam to soften the material and straighten
the knee.
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Lay the left leg, as shown in lay No. 2, on the front
of the buck so that the front crease is in the center of the
buck and the top of the trouser is at the large end of the
buck in a line with the second or third button of the fly
(or, if zippered, 2 or 3 inches from the bottom) in
position so the crease will extend upward as far as
possible.

In lay No. 3, move the trouser leg to the rear of the
buck so that the back crease is lying on the center of the
buck. The leg should be placed so that at least 4 inches
of the seat will be creased. Extend the crease as high as
possible without wrinkling the crotch.

Lay Nos. 4 (right leg, front portion), 5 (right leg,
front crease), and 6 (right leg, rear crease) are
substantially the same as lays 1, 2, and 3 of figure 3-8.

Uniform Coats

Check figure 3-9 (lays 1 through 6) and figure 3-10
(lays 7, 11 and 13) for lays used for pressing uniforms
coats. Place the left side of the coat collar and the left
lapel on the rear of the large end of the buck and press,
as shown in lay No. 1. This operation shrinks the collar
at the gorge seam, restoring the shape of the garment
where it tends to stretch, from the seam at the shoulder
down to about 5 inches below the gorge seam. Lay No.
2 is similar to lay No. 1 except that the right side of the
collar and the right lapel are pressed. Make this lay on
the front of the large end of the buck. Lays No. 1 and 2
serve to restore the balance of the coat so that the left
front and right front hang evenly.

After creasing the two sides of the collar, place the
collar on the large end of the buck (see lay No. 3) so that
the center is on the centerline of the buck. In most cases
the collar is stretched while being worn. Distribute the
extra fullness over the length of the length of the collar
and steam freely.

In lay No. 4, place the right front of the coat at an
angle to bring out the chest. Never stretch the front of
the coat; gather in the front slightly and shrink it to the
proper length. Steam well before applying pressure,
then vacuum dry.

See that the pocket is smooth. Move the coat
forward on the buck for lay No. 5. The small end of the
buck fits into the chest about 1 inch below the armhole
pit and within 2 or 3 inches of the side seam. Any
fullness on the dart seam should be taken in between
the pocket and the armhole pit.

In lay No. 6, place the right half of the back on the
buck so that the lay is about 1 inch from the right
armhole and about 2 inches below the collar. The side
seam slants in from the armhole; the bottom of the
seam is about 4 inches from the front edge of the buck.

The center seam in the back of the coat should be
placed in the centerline of the buck for lay No. 7, figure
3-10. See that the bottom edge of the under collar is
placed even with the edge of the buck. Any fullness in
the center seam between the shoulders should be taken
in.

Continue on around the coat, making lay No. 8 (left
half of coat back), lay No. 9 (left side and pocket), and
lay No. 10 (left front edge) to correspond to lays 6, 5,
and 4.

Place the right facing of the coat front on the buck,
facing up, as shown in lay No. 11. This lay takes in the
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Figure 3-9.—Lays 1 through 6 for pressing uniform coats.

Figure 3-10.—Lays 7, 11, and 13 for pressing uniform coats.



coat edge from the bottom of the coat to a point below
the gorge seam. Lay No. 12, for the left facing, is the
same as No. 11.

Insert the sleeve former, as shown in lay No. 13,
and place it on the buck of the press. Bring the press
head down for light contact only, steam from the head
and the buck, and then apply vacuum until dry. Turn the
sleeve over without removing the former and repeat on
the other side. The same methods are applied for the
right sleeve. Visible creases from previous pressing
can be removed by rubbing on the buck and steaming
with the former still in the sleeve. For stubborn creases,
wet with a damp cloth, allow to dry, and press as above.

Fit the shoulder pad into the sleeve head at the back
seam. After spreading the fullness evenly, apply steam

and then hold lightly against the head allowing the heat
to press out the fullness. Next follow around to the
front of the sleeve, getting in far enough to take care of
the wrinkles. Work out the wrinkles in the other
shoulder.

Dry-cleaning plants on board some Navy ships are
equipped with a steam-air finisher. This equipment can
be used to do suit coats and increase work output. This
equipment is discussed later in this chapter.

Enlisted Trousers

Figure 3-11 shows the sequence of lays for
pressing enlisted trousers. The procedure is the same
for both blues and whites.
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Turn the trousers inside out for the entire pressing
operation. Place the left front of the trousers on the
small end of the buck, smooth out the flap, and then
apply steam and vacuum dry. See lay No. 1.

In lay No. 2, the left side back is placed on the
small end of the buck, even with the side crease.
Smooth out all wrinkles, apply steam freely, and
vacuum dry.

In making lay No. 3, draw the trouser top over the
small end of the buck so that the end of the buck fits
well into the seat of the trousers and the back seam is
directly in the center of the buck. Apply steam and light
pressure and vacuum dry.

In making lay No. 4 and lay No. 5, continue on
around the trouser top. These lays are not shown as
they correspond closely to lay Nos. 2 and 1.

In lay No. 6, place the front portion of the left leg
on the buck, crotch at the large end. With the seam
facing up, running parallel to inside crease, apply light
pressure and vacuum dry.

Lay the left leg, as shown in lay No. 7, at the rear of
the buck, so the outside crease is in the center of the
buck in line with the bottom of flap to avoid crushing

buttons. Apply steam fully to take out fullness of the
knee and vacuum dry.

Lay No. 8 (right leg, front portion) and lay No. 9
(right leg, outside crease) are substantially the same as
lays Nos. 7 and 6.

Enlisted Jumpers

Figures 3-12 and 3-13 show the sequence of lays
for pressing enlisted jumpers. The procedure is the
same for both blues and whites.

Turn the jumper inside out for the entire pressing
operation. Place the body of the jumper on the center of
the buck. Apply light pressure, steam, and vacuum dry.
See lay No. 1. Place the right side of the jumper on the
small end of the buck (lay No. 2), extending from
shoulder to bottom. Insert your right hand into the
shoulder seam, smoothing out the wrinkles. Apply
steam and vacuum dry.

In lay No. 3, place the center of the jumper on the
small end of the buck about 6 inches above the vee.
Apply light pressure, steam, and vacuum dry.
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Figure 3-12.—Lays 1, 2, 3, and 5 for pressing enlisted jumpers.



Lay No. 4 is pressed in the same manner as lay
No. 2.

Place the sleeve in the center of the small end of the
buck, as shown in lay No. 5, making sure creases
correspond with the body crease and the shoulder
crease. Smooth out all the wrinkles by applying light
pressure to avoid crushing buttons on cuffs.

Lay No. 6 is pressed in the same manner as lay
No. 5.

In lay No. 7, place the collar in the center of the
buck and fold the sides to meet in the center, as shown
in lay No. 7. Apply plenty of pressure. Then fold the
collar again so that the two outside creases are matched
evenly. Place on the center of the buck and apply plenty
of pressure. See lay No. 8.

In lay No. 9, fold the jumper in the center so that
both sides of the jumper match. Place the center fold on
the buck, apply light pressure, steam freely, and
vacuum dry.

STEAM-AIR FINISHER

When available, use the steam-air finisher to finish
outer garments, such as coats and jackets. There are
three styles of air finishers installed aboard Navy
vessels. The Ajax model is illustrated in figure 3-14.
These air finishers make jobs in large dry-cleaning
plants quicker and more efficient.

Controls and Indicators

Controls and indicators vary between models;
however, the operating principle is the same. Always
refer to your technical manual for correct operating
procedures and safety precautions.
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Figure 3-13.—Lays 7, 8, and 9 for pressing enlisted jumpers.

Figure 3-14.—Steam-air finisher.



Operation of the Steam-Air Finisher

To eliminate problems, you should always operate
the air finisher in the automatic mode. During
automatic operation, the duration of the steam and hot
air cycles is controlled by the steam timer and air timer
settings. The amount of time to set each control
depends on the type of material. For most clothing
items, set the steam timer for 12 seconds and the air
timer for 15 seconds. If the finisher is set at 0 or above
30 on either timer, it will not operate.

Loading the Steam-Air Finisher

The following are basic procedures for loading a
coat onto a steam-air finisher. Overcoats, pea coats,
and foul weather jackets are finished in basically the
same way.

1. With shoulder expanders in and collar form in
the down position, place the coat on the form. Adjust the
shoulder of the form to fit the garment by pushing down
on the knob at the top of the form. Insert your hands in
the pockets to straighten the linings and the pocket flaps.

2. Overlap the front of the jacket with the buttons
outside and hold the coat firmly, closing the front flap
with the knee.

3. Check and correct the back collar, making sure
there is no exposed facing and snap the collar form back.

4. Close the vents using the hand vent clamps, one
clamp for each vent.

5. Start the steam before you insert the sleeves by
releasing the foot switch. Once the steam is discharging
freely from the sleeves, stop the steam by pressing down
on the foot switch. This automatically resets the steam
cycle timer.

6. Keeping your foot on the switch, insert the wood
bars in the sleeves along the seam to within 2 inches of
the armpit.

7. Release the foot switch to start the automatic
cycle. The automatic cycle can be stopped anytime by
stepping on the foot switch.

8. When the automatic cycle is complete, the red
light goes off. Remove the vent clamps, release the foot
clamp, remove the sleeves, and remove the coat.

The operating procedures above may vary slightly
between models, but you should always consult your
manufacturer’s technical manual for the correct
operating procedures.

Q16. What is the desired temperature setting for the
dry-cleaning machine?

Q17. What part of the dry-cleaning cycle removes
any remaining solvent vapors that may still be
in the clothing?

Q18. Synthetic uniforms should be pressed on hot
head presses. (True/False)

Q19. Steam-air finishers are used to press what
articles of clothing?

ASSEMBLING AND ISSUING

Learning Objective: Recall the proper
procedure for assembling and issuing
clothing.

When you finish pressing the clothes, you get them
ready for issuing. Use the dry-cleaning lists to
assemble articles into customer groups. The number
on each master tag attached to the dry-cleaning list
corresponds to the number of articles in a customer’s
bundle. Put the tags in numerical order and collect the
articles belonging to each master tag. Be sure that the
articles listed on the customer’s dry-cleaning list are
there. Then check to see that all buttons are intact and
that belts and buckles are present. Missing buttons
should be replaced, and all belts and buckles presented
to the laundry should be returned with the cleaned
article or replaced when lost.

After you collect and check all items that belong in
a customer’s bundle, attach the dry-cleaning list, and
put the items on the assembly and/or issue rack in
numerical order.

As stated before, the time for pickup by authorized
persons is shown on the dry-cleaning schedule. The
hours are stated by divisions and activities and
staggered to prevent congestion in the pickup line.
Delivery periods should not interfere with ongoing
dry-cleaning operations.

SPOTS AND STAINS

Learning Objective: Differentiate various
types of spots and stains.

Spots on clothing are caused by foods, blood,
grease, and other things. When spots are set in the
material, they are considered a stain. The setting is
usually caused by heat or chemical action. Once set,
stains cannot be removed without damage to the fabric.
In many cases though, damage is so small that removal
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is still worthwhile. In other instances, the risk of
damage to the fabric may be so great that it is better to
leave the stain in the fabric. Therefore, as you will
learn, it is very important that you identify and treat
spots before they become stains.

SPOTTING

A process known as spotting can usually remove
stains that resist the dry-cleaning process. Spotting is
an art in which a spot or stain is identified and removed,
using the right chemical agent without damaging or
affecting the clothing.

To remove spots or stains, follow the procedures
found in Naval Ship’s Technical Manual
(S9086-V4-STM-000), chapter 655, “Laundry.”

IDENTIFYING SPOTS AND STAINS

Through experience you will learn to identify
spots and stains easily. Until you learn, you must be
careful because if you try to remove a spot or stain
without accurately identifying it, you may damage the
clothing by using the wrong spotting agent or
technique. Listed below are several ways to identify a
spot:

Sight—Sight is the easiest method to use to
identify spots and stains. Is the spot built up, built up
and absorbed, or absorbed and visible on the backside?
What is its shape? Is it dull or shiny, smooth or rough,
or is it rugged with uneven edges? What is the color?

Feeling—Is the spot hard, soft, sticky, or brittle?
Does it become white when scratched?

Odor—Sometimes the odor is so prominent that
positive identification is possible without the use of
other guides. Sometimes a drop of water or a feather of
steam will intensify the odor so you can positively
identify the stain or spot.

Location—Food stains or spots are usually found
on the front of the garment and on the underside of
cuffs and sleeves. Perspiration stains are found under
arms, across the back and shoulders, knees, and the
seat of trousers. Leg makeup, mud, and shoe polish are
found on the lower part of the skirt and coats or legs and
cuffs of trousers.

Solvent test—Solvent tests are used to determine if
the spot or stain should be removed by water or solvent.
If the appearance indicates the spot or stain was spread
by oil, solvent may remove the spot or stain. An ink
spot may be tested as follows:

• Add a drop of water to the spot. If it bleeds easily,
then it is water-soluble.

• Add a drop of ammonia to the spot. More color
should bleed from the spot.

• Add a drop of acetic acid to the spot. If no more
color bleeds, then remove the ink spot with water
and ammonia. Repeat the process of bleeding
and flushing until the spot is completely
removed.

• If water does not bleed the ink spot, add solvent.
If the ink bleeds, then the ink spot is ball-point,
marking, or printing ink. Continue bleeding and
flushing until the spot is removed.

Chemical tests—Litmus paper indicates the
presence of acid or alkali. Applying a drop of ammonia
to a spot or stain and seeing if the spot turns tan or
brown can identify tannin. The color of wine and berry
stains will change from blue to red and back to blue
with alternate applications of ammonia and acid.

SPOTTING TOOLS AND EQUIPMENT

The spotter must know and understand the
equipment and tools used in spotting operations to get
the best possible results. Spotting tools and equipment
consist of the following:

• Spotting board assembly—main spotting board

• Sleeveboard

• Garment tray

• Chemical tray

• Spotting gun

• Spotting brushes

• Spatula

• Chamois and towels

• Cheesecloth and blotters

• Magnifying glass

• Soap solution containers

• Spotting bottles and agents

Main Spotting Board

The main spotting board is the spotter’s worktable.
It is shaped like an ironing board to provide large and
small work areas for articles of different sizes. The
board is usually a combination of a smooth area and a
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perforated or screened area. The smooth surface is hard
and usually made of glass, marble, or metal, all of
which are resistant to alkalis and acids. The smooth
area is used for tamping and applying spotting agents.
The perforated or screened area is used for flushing.
The perforated area must be taken apart and
steam-cleaned each day to remove excess chemicals or
dyes.

Sleeveboard

The sleeveboard is mounted about 6 inches above
the level of the main spotting board. Like the main
spotting board, it has a flushing and tamping area. The
sleeveboard is attached to the main board by an
adjustable arm. This board is used when working out
stains on sleeves and other small areas. Clean the
sleeveboard in the same manner as the main spotting
board.

Garment Tray

The garment tray is located under the main
spotting board between the board and the floor. The
tray must always be clean; otherwise, the garment
resting in it will be soiled.

Chemical Tray

All the basic spotting agents are placed on the
chemical tray. Make sure that all items placed in the
tray are accurately labeled and closed when not in use.

Spotting Gun

The spotting gun is used for removing spots or
stains from wool, silk, and synthetics. The gun is
adjusted so that slight pressure provides steam and, as
pressure increases, it provides hot water or wet steam.
If compressed air is piped to the spotting board, it will
come through the gun when the appropriate foot pedal
is depressed. When vacuum is piped to the spotting
board, a foot pedal controls it. However, the vacuum is
piped to the perforated area of the board to dry and hold
the garment in place while spotting. The spotting gun
must be held about 4 inches above the garment. If the
gun is held closer than 4 inches to the fabric, permanent
damage can result from the steam or air pressure at 70
to 80 pounds per square inch. The spotting gun should
be held perpendicular when blowing the chemicals or
spots off a garment. Before using the spotting gun,
point it toward the deck and depress the steam pedal to
remove excess condensation. The spotting gun must be

cleaned daily and all chemicals removed from the
nozzle.

Spotting Brushes

Spotting brushes help break up stains so that
spotting agents can penetrate them.

They usually come in two sizes (2 inch and 3 inch)
and two colors (black and white) and have nylon
bristles. The large brush is used on woolens and
synthetics because the bristles are spread far apart. The
small brush has a close set of bristles and is effective on
silk. The black bristled brush is used for dry-side
spot t ing and for dark-colored fabr ics . The
white-bristled brush is used for wet-side spotting and
light-colored fabrics. After using, clean the brush with
the spotting gun. When the spotting brush is not being
used, the bristles should be pointed down to allow the
agents to drain from the bristles. Also, it can be placed
in the brush holder. When the brushes are used for
tamping, the bristles should hit the fabric flat to keep
from damaging the fabric. Do NOT brush or scrub the
spot.

Spatula

The spatula is normally made of stainless steel and
is about 1-inch wide and 5 inches long. It is usually
pointed on one end and rounded at the other. It is used
to spread chemicals, soften the stain, and push the
chemicals into the stains. The pointed end should not
be used because it will damage the fabric. Clean the
spatula after each use.

Chamois and Towels

A thick, heavy chamois is used to absorb water and
spotting solutions from fabrics. The chamois should be
spread smoothly over the portion of the spotting board
being used. Medium-weight towels serve the same
purpose. By absorbing the spotting agents, particularly
acids, the chamois and towel keep the spotting board
from being pitted.

Cheesecloth and Blotters

Cheesecloth is used in the spotting process to soak
up excess spotting agents from the area around the
spot. This prevents rings from forming. The chamois,
because of its heavy texture, is not good for this
process.
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Blotters can be used to absorb spotting agents that
have been rinsed from the garment. They can also be
used to test the resistance of dyes in fabrics to cleaning
chemicals and spotting agents. To test fabrics, put a
small portion of the garment on the blotter. Then apply
the spotting agent. The effect of the spotting agent on
the fabric dye can be seen by the amount of dye
absorbed by the blotter.

Magnifying Glass

The magnifying glass is used to determine if a
discoloration on the garment is a spot or damaged
fibers by comparing the weave of the fabric in different
parts of the garment. Its use will help you to determine
the type of spot or stain and to observe the reaction of
the spotting agent. The glass can also be used to
determine if a spot is a stain or a chafed area with loss
of dye. The magnifying glass will help you determine
if the stained area is too weak to stand treatment and if a
spot on a synthetic fabric was caused by heat damage.
When in doubt about the substance that caused a spot
or stain, examine it under a magnifying glass.
Although an inexperienced spotter may get few results
with a magnifying glass at first, through practice the
spotter will learn to identify various substances as they
appear when magnified.

Soap Solution Containers

Usually each spotting board has two containers to
hold soap solutions. They should be cleaned every day.

Spotting Agents

Spotting agents are kept in bottles in a tray at the
right end of the spotting board. Dropper bottles with
ground glass stoppers with rubber pipettes are
preferred. However, on board ship, squeeze-type
containers with a dropper top are better from the
standpoint of handling and breakage. The spotting
agents commonly used to remove spots and stains are
specified in Naval Ship’s Technical Manual, chapter
655, “Laundry.”

Q20. What tool should you use to help break up
stains so that the spotting agent can penetrate
into and around the stain?

Q21. You should never scrub or brush a spot.
(True/False)

Q22. What material is used to pick up the remaining
moisture around a spot that was removed?

Q23. What is the purpose of a solvent test?

METHODS USED IN SPOTTING

Learning Objective: Recall the methods used
to remove spots and stains.

The spotter removes spots and stains by using one
or more of the following techniques:

• Dissolving

• Emulsification

• Chemical action

• Mechanical action

DISSOLVING

The way to remove soils and spots from fabrics is
to dissolve them with a solvent. In the laundry
operation, water is the solvent. In the dry-cleaning
operation, perchloroethylene is the solvent. Most
substances will dissolve in either of the solvents
mentioned. However, some will not. These can be
removed by using the right spotting agents. Naval
Ship’s Technical Manual, chapter 655, “Laundry,” lists
the different types of spots and stains along with the
procedures for removing them. Spotting agents mix
with the spot or stain, loosen it, then rinse it away.
Clothing articles that are spotted after the dry-cleaning
cycle must be sent through the cycle again to rinse
away any remaining spotting agent. Do this before
drying or pressing the article.

EMULSIFICATION

Any substances that help the solvent in removing
stains, such as soap or detergent, are called emulsifiers.
In dry cleaning, emulsifiers are already part of the
dry-cleaning solvent.

CHEMICAL ACTION

The chemical action is when two or more
substances combine to produce one or more totally
new substances. These new substances are normally
soluble and can be rinsed away easily. A good example
of this is when you use an acid to remove an alkaline
spot or use an alkali, like ammonia or sodium
bicarbonate, to remove an acid spot. When you do this,
the two substances react chemically to form a soluble
salt that can be easily rinsed out of the fabric.
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Chemicals must always be used with care since
there is the danger that they may affect the dye or
damage the fibers of the fabric. It is recommended that
other methods are tried first and the chemicals used
only on persistent stains.

MECHANICAL ACTION

Mechanical action is the simplest method of spot
removal and an aid to all other methods. In spotting, the
applicat ion of mechanical action is usually
accomplished using a brush, spatula, sponge, or spray
gun to work the cleansing agent into the fabric. The
important thing to remember when using mechanical
action is that it may wear away or damage the fabric.
Never use more force than is necessary and continue
the action only as long as necessary. Consider how
different fabrics react to mechanical action (for
instance, felting of wool) and avoid actions that will
damage them. The spatula also can cause damage to
fabric when not used properly.

DAMAGE PREVENTION

As with any job, you should follow certain
precautions when removing stains to prevent damage
to clothing. They are the following:

• Stain removal should take place under the best
possible light conditions and with adequate
ventilation.

• Always examine the spot first and try, if possible,
to determine what substance caused it. This
procedure was discussed earlier.

• Always make sure the solvent you are treating
the spot with will not affect the garment. This is
done by doing a preliminary test on a hidden
portion of the garment as we discussed earlier.

CAUTION: Never use bleach or alkalis on any
material containing silk, wool, or other animal fiber.

• If you are spotting rayon articles, never treat
them with organic solvents unless resistance to
the treatment is known by a preliminary test on
an unexposed portion of the garment.

• When using chemical agents, always allow
ample time for the agent to start to act on a spot
before trying to remove it.

• When you use the spatula to help the cleaning
formula to penetrate the spot, be careful. Rub the
spatula back and forth across the spot, using
short, smooth strokes without applying too much
pressure. This will prevent damage to the fabric.

• Always use the proper spotting brush as we
discussed earlier. The spotting brush should be
used in the same manner as the spatula to prevent
damage to the fabric.

• Avoid excessive friction when treating silk or
rayon fabrics. Where some friction is necessary,
it is recommended you use the wrong side of the
garment.

• Do not use the spatula on silk or synthetic
fabrics. The pressure you can apply on it without
causing damage to the fabric will be insufficient
to do any good.

• When you remove spots and stains from delicate
fabrics, you should place the stained portion of
the garment over a pad of clean cloth or a white
blotter and apply the cleaning solution with a
squeeze bottle, a medicine dropper, or a cleaning
sponge. Allow sufficient time for the cleaning
solution to penetrate, but remove it as soon as
possible to prevent damage.

• All spotting agents must be thoroughly rinsed
from the fabric before you dry or press the fabric.

SPOTTING FORMULAS

Spotting agents should be ordered and stocked in
ample quantities before your ship deploys overseas or
leaves port for an extended period of time. The spotting
formulas listed in table 3-1 are the ones generally used
for removing spots and stains for the purpose
indicated. They are included in this chapter for your
information and should be used when commercial
spotting agents are not available. These ingredients are
usually available aboard ship.

Q24. What are substances used to help a solvent
remove stains called?

Q25. What is chemical action?
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Formula Chemical Composition When Used

General
Formula............................

Paint
remover............................

Prespotting
soap..................................

Wet spotters..........................

Amyl acetate...........1          part
Glacial acetic

acid 99%..................1/2 part
Lactic acid...............1         part
Oxalic acid crystals

(by weight)..............1/2 part
Synthetic

methanol.............1         part

Chloropicrin ………………….
(Use as prescribed by the
manufacturer)

Ammonia (26%)..........1/2 part
Hexalin.....................2
parts
Oleic acid.................3        parts
Water (distilled).......1 1/2  parts

(Can use plain water)

Acetone....................1        part
Castile soap..............6        parts
Chloroform...............1        part
Ethyl acetate.............1        part
Synthetic

methanol..............1        part
Water........................1        part

Used with water to remove ink,
tannin, berry, lipstick, and
dyestuff stains, or stains that
contain dyestuff.  Safe on all
fabrics when cold, but not on
all dyestuffs.

Good for removing all kinds of
paint and similar substances.
Evaporates completely.

Used on paint, oil, tar, road oil,
and asphalt to prevent
SETTING during the
dry-cleaning process.  Blood
and tannin stains should be
removed by water before you
dry clean.

Wet and dry solvents are used
to remove soil, paint oils, and
greases.

For very severe stains, or large
areas, DO NOT USE wet
spotters.

Table 3-1.—Spotting Formulas



SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 3

A1. Technical manual

A2. Never.

A3. Medical officer

A4. True.

A5. Complete the JQR

A6. The person who does the actual spotting for
the garments turned in to the dry-cleaning
facility

A7. Group IV

A8. False.

A9. Place these items in an envelope and attach it
to the customer’s dry-cleaning list

A10. By color and lint quality

A11. 200 pounds

A12. Synthetic solvents

A13. Move them from the dry-cleaning area to fresh
air

A14. Chemical splash goggles and a face shield

A15. False

A16. 140 to 160

A17. Deodorizing cycle

A18. False

A19. Outer garments such as coats and jackets

A20. Spotting brush

A21. True

A22. Cheesecloth

A23. To determine if a spot or stain should be
removed by water or dry-cleaning solvent

A24. Emulsifiers

A25. Two or more substances combine to produce
one or more totally new substances
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CHAPTER 4

BARBERSHOP

INTRODUCTION

As a Ship's Serviceman (SH) (normally as a
third-class petty officer), you may be assigned as a
ship's barber. You will cut hair and sanitize equipment
and tools. You will develop the skills needed to cut hair
by constantly using and practicing basic haircutting
techniques. These techniques and procedures of
maintaining barbering tools are covered by NEC
SH-3122. We will discuss the haircutting process
designed to give customers a regulation haircut. To
learn how to cut hair, you may attend the 4-week Ship's
Serviceman's barber school where you will learn the
basic skills of barbering. Upon completion of the
course, you will receive NEC SH-3122 and be
designated as a barber. However, the lack of an NEC
should not keep you from being a shipboard barber. If
you are not able to attend barber school, the skills,
techniques, and guidelines needed are provided in this
chapter. As with any craft skill, once you have
mastered the basics, continued practice will enhance
your performance.

THE BARBERSHOP

Learning Objective: Identify the purpose of a
barbershop and the regulations that govern
the barbershop operation.

The administration and operation of the
barbershop is the responsibility of the supply officer.
This responsibility may be delegated to a junior Supply
Corps officer with the commanding officer's approval.
This does not relieve the supply officer of overall
responsibility. Barbershop services aboard ship are
provided to meet Navy-grooming standards. A picture
of current authorized military haircuts is available
from NEXCOM and should be posted in the
barbershop.

PURPOSE OF THE BARBERSHOP

The purpose of the afloat barbershop is to provide
regulation haircuts to shipboard personnel. As a
barber, you are responsible for knowing the Navy's
policy on grooming standards found in the U.S. Navy

Regulations. You will play a significant role in helping
Sailors achieve these standards.

STANDARDS OF SERVICE

The standards of service for the barbershop are
listed in the NAVSUP P-487. You should know them so
you can maintain them in your barbershop.

SUPPLY DEPARTMENT INSTRUCTIONS

The instructions provide barbershop personnel
with the information and instructions for operating the
barbershop. A copy is usually posted in the barbershop
for every barber to read. Barbershop instructions may
vary from ship to ship. They should all provide
information and instructions to be followed by
barbershop personnel, equipment and spaces, and
conduct of barbers. These instructions are issued by
the supply officer and approved by the commanding
officer.

SHIP'S INSTRUCTIONS

Ship's instructions set the hours that the
barbershop will operate. They usually include
schedules for officers, CPOs, and crew. These
instructions normally specify the type of scheduling
system—appointment or divisional schedule. The
hours of operation and appointment schedule are
usually posted on the door of the barbershop.

MEDICAL INSTRUCTIONS

The medical officer will prepare instructions
covering the sanitation of the barbershop and personal
hygiene. The senior medical officer aboard will sign
them and then you should post them in the barbershop.
If a medical officer is not attached, the senior medical
person aboard will prepare and sign the instructions.

DO'S AND DON'T'S

The way barbers treat their customers builds good
relationships between the barbershop and the rest of
the ship. Practicing the following rules will enhance
your relationship with the ship's crew:
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• Opening the barbershop on time

• Giving courteous and friendly service

• Showing respect for the feelings and rights of
others

• Performing your duties to the best of your ability

• Setting examples of good conduct and behavior

• Practicing good sanitary habits

• Practicing personal hygiene

• Presenting a good military appearance

• Being courteous when answering the telephone

• Listening attentively to customer complaints

Just as positive actions can enhance the
relationship with your customers, there are negative
actions that can impact on the barbershop as well.
Some of these negative actions are as follows:

• Criticizing other barbers in front of customers

• Using profane language

• Becoming sarcastic with unpleasant customers

• Accepting tips

• Showing favoritism among customers

• Discussing personal problems with customers

• Lounging on arms of chairs or furniture

• Playing your radio too loud

• Carrying on a conversation with someone while
serving a customer

• Opening the barbershop late

Q1. What is the purpose of a shipboard
barbershop?

PERSONAL HYGIENE

Learning Objective: Identify the personal
hygiene required as a ship’s barber.

Personal hygiene is a subject most people would
choose to keep private. However, aboard ship the
reality is that poor personal hygiene cannot be
tolerated. By now, you should realize that as a barber
you are in one of the most visible jobs aboard ship. In
addition, the nature of your job calls for close body
contact with different individuals. You can see why the
crew will quickly notice poor personal hygiene. An
offensive body odor will be a negative impact on
customer service.

INDIVIDUAL HYGIENE

As a barber you should take pride in the way you
look. Pay close attention to your personal hygiene.
Observe the following basic good hygiene rules:

• Shower daily.

• Use deodorant.

• Clean and brush teeth regularly after meals.

• Use mouthwash.

• If male, shave daily.

• Cut fingernails and clean them.

Poor personal habits are sometimes hard to
change, but after you get into a routine, it will become
easier.

GOOD POSTURE

Most barbers do not realize the benefits of good
posture. Standing for 8 hours at a time puts extra stress
on your body. You will feel better after a long day if you
stand correctly. To maintain good posture, develop the
following habits:

• Carry your body weight on the balls of your feet.

• Keep your shoulders back.

• Hold your stomach in, even if you are not
overweight; poor posture can cause a potbelly.

• Hold your head high and straight.

Good posture will prevent aching in the neck,
shoulders, lower back, and feet.

Q2. Name one way to decrease the stress on the
body when cutting hair.

BARBERSHOP SANITATION

Learning Objective: Recognize sanitation
requirements for the ship’s barbershop.

The purpose of barbershop sanitation is to prevent
the spread of infectious diseases. Providing barbering
service requires direct contact with the customer's
skin, scalp, and hair. Good sanitation practices cannot
be overemphasized. Medical department personnel
should inspect barbershops quarterly. Before assuming
the duties of a shipboard barber, you should have a
physical examination. After the initial physical exam,
you should receive one annually.
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SANITIZING

To prevent the spread of infections, you should
sanitize your equipment. Use the following sanitizing
equipment and supplies:

• Chemical disinfectants

• Wet disinfectants (jars containing authorized
Navy disinfecting solutions)

• Disinfecting cabinet

Chemical Disinfectants

Chemical disinfectants are germicidal solutions or
substances that eliminate or reduce the number of bacteria.
They are used to disinfect barber equipment. The chemical
disinfectants most commonly used are as follows:

• Clippercide Spray 4-in-1 Formula or an
equivalent spray that disinfects, lubricates,
cleans, and cools. It is approved by the
Environmental Protection Agency (EPA) and
has an EPA registration number. It may be used
for disinfecting removable clipper heads and
other metal instruments.

• Alcohol, 70 percent, is used to disinfect metal
instruments or combs.

• Disinfectant, barbicide or marvicide, is a
standard stock item useful for disinfecting
combs.

NOTE: KOOL LUBE is a cleaner, not a
disinfectant.

Wet Disinfectants

Wet disinfectants are used in a sterilizer jar to
disinfect and sanitize nonmetallic objects, such as
combs. Items disinfected by this method should be
completely immersed. Either a barbicide or marvicide
solution may be used in sterilizer jars to disinfect tools.
These solutions should be mixed according to the
manufacturer’s directions. Figure 4-1 shows a
sterilizer jar being used to disinfect combs.

Disinfecting Cabinet

The disinfecting cabinet is used to hold sanitized
clipper blades and other metal instruments after they have
been disinfected. These items have been disinfected with
Clippercide Spray 4-in-1 Formula or an EPA-approved
substitute before being placed in the cabinet. Figure 4-2
shows a typical dry disinfecting cabinet.

CLEANING AND DISINFECTING BARBER
EQUIPMENT

Sanitize barber equipment used with one customer
before using with another customer. Wash them
thoroughly in hot, soapy water to remove film, oil, and
debris.
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Figure 4-1.—Sterilizer jar.

Figure 4-2.—Dry disinfecting cabinet.



Following cleaning, combs and (with the big end

up) other nonmetallic equipment should be placed in

an EPA-registered disinfecting solution. Put metal

equipment in the disinfecting cabinet. The medical

department determines how often solutions in the wet

disinfectant jar are changed. Normally, it should be

twice a week or, if the workload requires, on a daily

basis. Allow the combs to remain in the disinfectant

solution for at least 20 minutes between uses with the

big end up. Rinse them in running potable water to

remove any chemical residue before reusing.

NOTE: The label and Material Safety Data Sheet

(MSDS) should be consulted for directions and

information concerning handling and use precautions.

CAUTION

DO NOT USE FORMALDEHYDE OR
F O R M A L D E H Y D E - P R O D U C I N G
PRODUCTS ABOARD SHIP.

BARBERSHOP EQUIPMENT AND TOOLS

To allow barbers to use the sanitation techniques
mentioned, make sure each barber has enough
equipment and supplies. As a minimum, each barber's
station should have the equipment shown in table 4-1.

SANITARY PRACTICES

The following sanitation practices should be
followed in the barbershop:

4-4

Item Quantity

Blades, #1, #1 ½, #2, #3 ½, #000, #0000 3 ea.

Comb, 7" Flat Top and Flat Styling 2 ea.

Comb, 7 1/2" Tapering 4 ea.

Comb, Afro Pick 2 ea.

Chair Cloth 2 ea.

Clippers

T-Edger or Finisher

Rotary Clippers, Oster #76

(most preferred)

2 ea.

Barber Smock 2 ea.

Brush, for Cleaning Clippers 2 ea.

Hair Clips, 3" or 4" for Female Hair 12 ea.

Hair Dryer, 1200 watt 1 ea.

Handheld Mirror, Shatter Proof 1 ea.

Shears, French Type (most preferred) 3 ea.

Shears, Thinning 2 ea.

Other Items Needed

Barbicide

Disinfectant (Clippercide)

Cool Lube or Clippercide

Bay Rum

Powder, Talc

Neck Strips, Sanek

1 ea.

1 ea.

1 ea.

1 ea.

1 ea.

1 cs.

Table 4-1.—Recommended Minimum Barber Equipment and Supplies



• You may only use FDA-approved tonics
and lot ions. Only use EPA-approved
disinfectants or sanitizing agents. The medical
department must approve questionable or
unlabeled products.

• Therapeutic practices, such as treating pimples
caused by ingrown hair, are not allowed.

• Cover the headrest of barber chairs with a clean
sheet of paper or clean towel for each customer.

• In case of "nicks,” use only those materials
approved by the medical officer to stop bleeding.
Apply these materials with freshly laundered
towels or sterile cotton.

• Use clean towels instead of brushes or dusters.
Common brushes and dusters are prohibited.

• Use individual sanitary neck strips for each
customer.

• Change covering cloths daily or more often if
necessary.

• Use clean, covered sanitary receptacles for waste
and used linen.

• Remove hair by a dustless method from the
decks after every customer.

• Keep your hands and fingernails clean at all
times. Make sure the length of your fingernails is
within Navy regulations.

• Do not cut the hair of anyone who has a disease
or sore on the scalp. This also includes the back
of the neck within the hairlines. Report to the
medical officer the name, rate, and division of a
person with any one of these conditions.

• Report or refer the service member to medical
discreetly.

• Wash your hands and sterilize your equipment
before serving each customer.

• Equip each barber's unit with a sponge or paper
towels to wipe the washbasin and the backbar.

• Equipment should be cleaned and sterilized after
each use. Thoroughly wash scissors, combs,
clipper blades, and other equipment with soap
and hot water.

• Keep clippers clean at all times. Remove foreign
matter after each use. Wipe with cotton saturated
with sterilizing solution and dry with a tissue.

• Do not attend customers if they have an infection
or communicable disease.

Q3. Why is sanitation so important in the
barbershop?

Q4. What is the only authorized disinfecting
solution for combs?

Q5. Combs should be left in the disinfecting
solution for what minimum amount of time?

Q6. Before handling any chemicals in the
barbershop, what document should you
review?

HAIRCUTTING

Learning Objective: Recall the procedures in
basic haircutting techniques and the proper
care and use of barber tools.

The foundation for a good haircut lies in expert
clipper and shear work. Skill in using the clippers and
shears greatly reduces the time required to turn out a
good haircut.

As a barber, you should be able to recognize the
unique quality and texture of each hair type. The types
of hair include curled, kinked, waved, and straight.
Each type presents different challenges when
attempting to make the required 3/4-inch taper at the
back of the neck. In each case you should cut the hair to
present a graduated appearance. You may combine the
taper with a line at the back of the neck.

USING THE ELECTRIC CLIPPERS

An experienced barber is able to use the electric
clippers for most of the haircut. Hand shears and the
comb are used to complete the blending—in process
with the top hair.

It is not hard to make a gradual, even taper with the
clippers if you start at the right place. Start with the
cutting edge of the clipper at the base of the neck.
Begin tapering at the hairline and gradually tilt the
clipper to the angle desired. When the hairline is
tapered to the desired angle, taper up to the curvature of
the head. Then lift the hair with a comb and cut it by
sliding the clipper over the comb.

With a little practice, you will be able to make a
smooth, even taper with the electric clippers. You will
also become very good at cutting side and top hair by

4-5



sliding the clippers over the comb. See figure 4-3. This
saves time and still gives a good haircut. As time goes by
and you gain more experience, you will notice an
improvement in your work.

ELECTRIC CLIPPER BLADES

Listed in table 4-2 are the size and cutting length of
some of the blades you may use in cutting hair. The
blades listed are for the Oster-76 electric clipper—the
most commonly used clipper in ships' barbershops.
These blades, as well as others, are available through
your local barber company.

Table 4-2.—Various Blade Sizes Used in Barbershops

Blade Size Length of Cut

0000 Like a shave

000 very close

0A 3/64" long

1 1/8" long

1A 5/32" long

* 18 1/8" long

1 1/2 3/16" long

2 1/4" long

*A special blade for heavy or curly hair

USING THE COMB AND HAND SHEARS

When holding the hand shears, put the small finger
on the finger brace and the two forefingers on the
shank. See figure 4-4.

With the teeth pointing upward, grasp the comb
between the thumb and forefinger of the left hand where
fine and coarse teeth meet. With the other three fingers,
grasp the fine part of the comb. Using this grip, you can
easily control the comb to lift and cut the hair or turn it to
comb the hair downward. In figure 4-5 note the position
of the barber using shears and comb on the neck. Stand
somewhat to the left of the working point of the shears.
Extend the right arm, keep the shears horizontal, and
point them to the left. Study figure 4-5. By standing in
this position, you have a good view of the exact point of
contact between the shears and the patron's hair.

NOTE: The procedures and positions are for a person
who is right-handed. If you are left-handed, reverse them.

CUTTING STRAIGHT HAIR

Figures 4-6 through 4-18 show the use of clippers
and comb to cut straight hair. Figure 4-19 shows
topping the hair using the fingers, comb, and shears.

CUTTING COARSE AND CURLY HAIR

You will cut many different types of hair. Coarse
and curly hair requires using the same steps and most
of the same procedures as for straight hair. Be very
careful when you are cutting coarse-type hair to
prevent the skinned look. Coarse hair requires more
time and care because of the thickness of the hair.
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Figure 4-3.—Using electric clippers over comb.

Figure 4-4.—How to hold the shears.

Figure 4-5.—Position of barber using shears and a comb.
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Figure 4-6.—Position of clipper in front of ear, right side.

Figure 4-7.—Position of clipper in back of ear, right side.

Figure 4-8.—Position of clipper, left side.

Figure 4-9.—Graduating the taper, rear of head, right side.

Figure 4-10.—Graduating the taper, rear of head, left side.

Figure 4-11.—Continuing the taper of neck hairline.
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Figure 4-12.—An even taper from right to left.

Figure 4-13.—Tapering front, right side.

Figure 4-14.—Tapering back of head, right side.

Figure 4-15.—Tapering back of head, left side.

Figure 4-16.—Topping right side to top of the head.

Figure 4-17.—Finished haircut, rear view.



The correct use of combs is very important when
cutting and styling this type of hair. The type of comb
you use depends on hair texture, style of haircut, and
length of hair. For a short haircut, use a regular comb
even with very curly hair. However, if the hair is long,
tightly curled, and tangled, you should use a fork-type
comb like the one shown in figure 4-20. This comb has
teeth that are far apart, making it more effective in
untangling tight curls like those shown in figure 4-21.
It is important to comb or pick out all of the hair before
the haircut is started. See figure 4-22. When hair is not
properly combed, an uneven cut will result.
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Figure 4-18.—Finished haircut, side view.

Figure 4-19.—Topping the hair using the fingers, comb, and
shears.

Figure 4-20.—Fork-type comb.

Figure 4-21.—Curly hair, front view.

Figure 4-22.—Combing the hair with a fork-type comb, front
view.



Cutting with the grain, or direction the hair lies,
normally gives the best results. See figures 4-23
through 4-38.
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Figure 4-23.—Position of the clipper in front view of the ear,
right side.

Figure 4-24.—Position of the clipper in back of the ear, right

side.

Figure 4-25.—Position of the clipper, left side.

Figure 4-26.—Tapering the back of the head.

Figure 4-27.—Finishing the taper.

Figure 4-28.—Cutting free hand from the back right side.
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Figure 4-29.—Cutting free hand, front right side.

Figure 4-30.—Cutting free hand, back of the head.

Figure 4-31.—Cutting free hand, top right side.

Figure 4-32.—Completed taper, right side.

Figure 4-33.—Tapering left side of head.

Figure 4-34.—Tapering the back of the neck.



FINISHING A HAIRCUT

To finish a haircut, use the fine clippers like
T-Edgers or Finisher to thin around the ears and the
back of the neck. Make it look neat, clean, and even all
the way around.
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Figure 4-35.—Completed back of neck taper.

Figure 4-36.—Lining up and around front of head, if desired
by customer.

Figure 4-37.—Finished product, side view.

Figure 4-38.—Finished product, front view.



CUTTING FEMALE HAIR

The next barber process that we will discuss is the
techniques used to cut a woman's hair. As with men, there
are as many different textures and styles of hair as there
are heads. The best method to use is the layered cut.

The foundation for a good-layered cut lies in
expert shear work. To make it easier to cut, you should
slightly wet the hair. However, when cutting an
African-American woman's hair, you should leave the
hair dry (wet hair is harder to cut).

The tools you will need are the shears and a comb.
You will also need a couple of large hair clips about 3 or
4 inches long and a blow dryer. Once you have
assembled your tools, you are ready to start. Allow the
customer to express her desires so that you can form a
picture in your mind of what you have to accomplish.
As you start to cut, keep the picture of the finished
haircut in your mind. Study and follow the steps below
along with the illustrations in figures 4-39 to 4-53.
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Figure 4-39.—Parting the patron's hair.

Figure 4-40.—Clipping hair to hold it out of the way.

Figure 4-41.—Combing and cutting the hair.

Figure 4-42.—Making the second part.

Figure 4-43.—Making a semicircle cut.
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Figure 4-44.—Using shears to cut and conform hair to contour
of the head.

Figure 4-45.—Using your fingers to shape the haircut.

Figure 4-46.—Hair clipped aside in preparation for cutting
other side.

Figure 4-47.—Evening out bangs.



Q7. Name the different types of hair.

Q8. What is the most commonly used clippers on
board ships?

Q9. What barber tool should you use when
finishing a haircut?
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Figure 4-48.—Blending in the hair lengths.

Figure 4-49.—Barber cutting to even hair length.

Figure 4-50.—Shaping the back of the hair.

Figure 4-51.—Cutting new section of hair.



BARBERSHOP MANAGEMENT

Learning Objective: Recall the respon-
sibilities of the barbershop supervisor.

If you are managing the barbershop, you are
responsible to the supply officer for its operation. Your
responsibilities include supervising and training your
barbers. As the supervisor, you should be sure that your
barbershop meets the grooming needs of the ship's
crew. To do this, you train your barbers, make work
schedules , and provide the equipment and
maintenance so they can do their jobs.

LAYOUT OF THE BARBERSHOP
OPERATION

The physical layout of a ship’s service activities
should follow the principles of layout analysis. Each
type of ship has its own peculiarities that should be
taken into account. In addition to the type and amount
of equipment, you should take into account the number
of people working in these spaces. Since barbers spend
a great deal of time on their feet, their equipment
should be located within easy reach to help reduce
fatigue.

The location of each piece of equipment is an
important factor in the efficiency of the operation. The
equipment should be readily accessible, so there is no
wasted motion and you can reduce walking distance. A
convenient arrangement allows your barbers to
produce more work with less effort.

Experience shows each step in an operation should
progress in the sequence that they should be
performed. The work area should be structured to
support the work flow throughout the shop.

Barbershop Facilities

Regardless of the type of ship you are on, the
barbershop space will be limited. This space should be
large enough to provide adequate barber service. The
total number of accommodations to be provided
determines the number of barber chairs needed. For
example, submarines and surface ships with 100 or less
accommodations have portable barber facilities and a
designated locker for the storage of barber equipment.
Ships with 101 to 300 accommodations have a
barbershop with one chair. For each additional 300
accommodations, another chair is provided. On
submarine tenders, there are two additional barber
chairs authorized over the number needed to
accommodate the ship's company. These are to provide

4-16

Figure 4-52.—Making sure no ragged edges are left.

Figure 4-53.—The completed haircut.



barber service to the crews of tended submarines. On
ships carrying troops, if two or more barber chairs are
required for the troops, a separate troop barbershop
should normally be provided.

Barbershop Requirements

The barbershop should be a pleasant space to enter.
The air in the barbershop should not be dry, stagnant,
nor have a stale musty odor. Most barbershops are
air-conditioned so you can easily control the
atmosphere in the shop area. The temperature should

be kept at approximately 70°F. Do not allow the
temperature to get too cold or too hot.

You should check the lighting to be sure there are
no burned-out light bulbs. There should be enough
light to prevent undue strain on the barbers' eyes. The
barbershop should have a sink with hot and cold
running water. If the barbershop has more than one
chair, space the chairs 4 to 5 feet apart to allow enough
"elbow" room for each barber. Keep the bulkheads,
deck, and flat surfaces clean and free of hair and dirt.

PLANNING WORK FLOW

As a barbershop manager, you should be able to
analyze the work flow and be prepared to develop
alternate plans if needed. As mentioned before, flow
process analysis techniques can help you analyze the
flow and sequence of your operation. It involves the
charting of steps that must be performed to complete an
operation. Analyze the chart to determine what can be
improved. Then chart the sequence of new operations
that you have developed from the analysis.

WORK SCHEDULES

As a supervisor, you schedule the work in the
barbershop. Once you select the type of schedule to
use, establish each barber's work schedule. Generally,
this schedule includes the hours of operation and
reserved time slots for officers and CPOs. It should
also include the time needed to perform general shop
maintenance. Time for training barbershop personnel
should also be included in the schedule. Remember, a
good schedule is one that best meets the needs of the
ship's crew. Close monitoring of your barbershop will
alert you to needed adjustments.

NUMBER AND COMPETENCY OF

BARBERSHOP PERSONNEL

The number and competency of barbershop
personnel will vary according to type of ship and
training provided. On carriers, there may be separate
barbershop facilities for officers. The main barbershop
could have as many as four barbers assigned. A guided
missile frigate would have a one-chair barbershop,
which is sufficient to meet the needs of the crew.
Because of the unique nature of barbering, the barber
starting the haircut should finish it. In any barbershop,
training should be provided in all phases of barbering
and on all types of hair. As a supervisor, you should
notice an improvement in haircut quality once a viable
training program is established. After barbers become
proficient, they should be rotated to give other
members of your division an opportunity to learn this
part of the rating.

ASSIGNMENT OF DUTIES

Duties are groups of tasks that an individual is
required to perform. One of the principles of
organization is that every duty must be assigned to
someone for accomplishment. It is a supervisor's job to
make these assignments. Before assigning duties, you
should make sure they have a thorough knowledge of
the procedures needed to perform them. They should
also know where publications or other required
directives are located. Once people are assigned jobs,
especially in the barbershop, they should understand
they are expected to finish each haircut in the allotted
time. They will be expected to meet their time schedule
while maintaining an acceptable level of quality. Your
patrons will expect you to keep the posted hours and
schedule. They may be understandably upset when you
do not.

ROTATION OF DUTIES

As a supervisor, you have the continuing
responsibility of rotating your subordinates. Do not
make the mistake of keeping a person at one job simply
because they have mastered all aspects of that job. In
the long run you will be denying your personnel an
opportunity to learn other aspects of the rating by not
rotating them. Rotation of duties is expected as a
matter of professional development. It is through a
regularly scheduled training program and the rotation
of duties that you will be able to mold your team. A
well cross-trained team will be able to adjust to
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unexpected losses or emergencies beyond a
supervisor's control.

BARBERSHOP PERSONNEL

The number of personnel working in the
barbershop varies from ship to ship. The senior SH
working in the barbershop is normally the supervisor.
The job of the supervisor includes ordering supplies
and making sure that barbers give quality haircuts and
use proper barbering techniques. Also, you should
make sure that the barbershop is run in a businesslike
manner. Emphasize courtesy and military etiquette at
all times and enforce the policy that no tips are
accepted. A barbershop should be operated under the
sanitation guidelines in NAVMED P-5010. To meet the
criteria in these publications, order the supplies listed
and make sure they are expended in the operation of the
barbershop.

SECURITY

Security of the barbershop is also important. You
should be the last to leave the shop. Make sure it is
secured at the end of the workday. The barbershop is a
Group IV space, and keys should be handled as
outlined in NAVSUP P-487. You should make sure that
the required security measures are in force at all times.
Secure barbershop spaces will make sure that your
equipment is there when you need it.

FORMAL TRAINING

In addition to publications, commercial training
videos, and fleet-assist team barber clinics, as we
mentioned in the beginning of this chapter, you may
attend a 4-week barber school. This course is designed
to provide training to enlisted personnel in the
techniques of barbering. The course covers barbershop
management and operation, equipment and tool use,
men's and women's haircutting, and skin diseases.
Upon completion, the student will receive barber
NEC-3122.

MAINTENANCE OF BARBER EQUIPMENT

The serviceable life of barber equipment can be
extended with regularly scheduled maintenance.
Making a maintenance schedule is your responsibility.
With the exception of the barber chair and electrical
equipment, barber equipment is not normally covered
by the ship's preventive maintenance schedule. You

should train your barbers to use the manufacturer’s
instructions provided with each piece of equipment.

Q10. As barber supervisor, what are your primary
responsibilities?

Q11. A ship with 300 personnel assigned should
have what minimum number of barber chairs?

Q12. What action by the barber supervisor will
ensure that barber personnel have a healthier
professional development?

Q13. Shipboard barbershops should follow what
sanitation guidelines?

Q14. The barbershop falls under what security
grouping?

SCHEDULING APPOINTMENTS

Learning Objective: Recall types of schedule
systems used in the ship’s barbershop.

The purpose of scheduling appointments aboard
ship is to provide better service to the customers.
Shipboard personnel should receive a haircut every 2
weeks; the schedule should be made with this in mind.
Other factors to be considered are as follows:

• Number of personnel on board

• Number of barbers and their competency level

• Daily workload of each barber

• Space available for patrons to wait (usually no
more than two should wait for each barber)

Most barbers should be able to give a quality
haircut in 20 minutes. If a barber stays busy all the time
during a normal 8-hour work period, one person can
give 24 haircuts. No barber, however, should be
expected to give 24 haircuts per day. The barber needs
time for personal hygiene, for sterilizing barbering
instruments, and for helping with general shop
sanitation. You should also consider rest periods and
meals. On occasion, ship's commitments will require
barbershop personnel, which will also interrupt the
normal schedule.

The two systems recommended for scheduling
appointments are the appointment system and the
division schedule. Regardless of which type of
schedule you use, be prepared to adjust it to meet the
needs of your customers.
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APPOINTMENT SYSTEM

Appointment schedule sheets are marked off for a
specific number of haircuts for each barber during the
day. Barbers keep their own sheets and post them 1 day
in advance of appointment day. A space is available for
the signature of each customer opposite the
appointment time selected.

The appointment system works fairly well. On
occasion, customers fail to make their appointments
and throw the schedule off. Sometimes an unclaimed
period may be claimed by another customer. If you
experience too many broken appointments, you can
report the repeat offenders to the responsible division
officer.

Also, customers who make appointments and find
no barber to serve them may be upset. Make sure the
procedures you follow are well-known by the
customers and are followed explicitly by all barbers.

DIVISION SCHEDULE

The division schedule uses a specific period of
time during which personnel from a particular division
may receive haircuts. Each division petty officer
schedules appointments and sends a specific number
of personnel to the barbershop at a time. This type of
scheduling prevents broken appointments. However, it
is not preferred over the appointment system. You
should keep in mind that division workloads, training,
and other commitments may make it difficult to keep
reservations for the entire division. The number of
barbers available may necessitate implementing the
division schedule.

The barbershop supervisor should save the
appointment sheets for at least 2 weeks. This protects
the barber in the case of someone failing an inspection
and claiming he or she received a haircut in the shop
when in fact he or she did not.

Q15. What are the two types of appointment
scheduling system used in a shipboard
barbershop?

Q16. Appointment sheets should be kept on board
for what minimum amount of time?

CUSTOMER SERVICE

Learning Objective: Identify processes used
to improve customer relations in the ship’s
barbershop.

The success of any service activity in meeting its
purpose and objectives depends to a large degree on the

face-to-face relationships between the barbers and
their customers. Desirable traits and prompt services
are all important. However, customer satisfaction can
only be assured by a conscientious, responsive barber.
You should impress upon your barbers how important
their job is to the ship's mission and how it influences
the overall morale of the ship's crew.

Remember, you have the continuing responsibility
of making sure your barbers are doing everything they
can do to improve customer service. Barbers should be
encouraged to be helpful and responsive to customer
needs and to treat them as they, themselves, would like
to be treated.

RESOLVING CUSTOMER COMPLAINTS

The main complaint you will hear about the
barbershop is the quality of haircuts. These complaints
should be taken constructively and serve as the basis
for detailed training in this area. Perhaps the barber
needs more training or more practice. As a supervisor,
you are bound to resolve the complaints brought to
your attention by your customers. Unfortunately for
your customers, they will have to live with a bad
haircut until it’s time for their next one.

IMPROVING CUSTOMER SERVICE

To improve the service a barbershop provides, you
should pay attention to customer suggestions. Some of
the ways in which service can be improved are as
follows:

• Contacting the fleet assist team for a complete
service review and suggestions on how to
improve service

• Making sure that an adequate number of barber
smocks, hair cloths, and neck strips are on hand

• Making sure that preventive maintenance and
repair of equipment is done on a timely basis

• Periodically checking in on the barbershop to
make sure that quality work and efficient service
is provided to patrons

• Being sure that sanitation and hygiene
regulat ions are fol lowed according to
established guidelines

• Keeping a logbook for customers to sign and
make comments

Q17. What is the main complaint in the
barbershop?
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SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED

QUESTIONS

CHAPTER 4

A1. To provide regulation haircuts to shipboard
personnel

A2. Maintain good posture

A3. Prevent the spread of infectious diseases

A4. Barbicide or marvicide

A5. At least 20 minutes

A6. The label and Material Safety Data Sheet
(MSDS)

A7. Curled, kinked, waved, and straight

A8. Oster-76 electric clipper

A9. T-Edgers or Finisher

A10. Supervising and training your barbers

A11. One

A12. Rotation of duties

A13. NAVMED P-5010

A14. Group IV

A15. Appointment and division

A16. 2 weeks

A17. The quality of haircuts
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CHAPTER 5

RETAIL OUTLETS

INTRODUCTION

As a Ship's Serviceman third class, you can expect
to operate one of the sales outlets aboard ship. The
sales outlets are part of the ship's store and include
retail stores, vending machines, and amusement
machines. Each of these outlets has applicable Job
Qualification Requirements (JQR) found on
NEXCOM’s Resource CD, which will be assigned by
your supervisor for completion. These are the
minimum standards that you should meet to operate a
retail outlet. For guidance and assistance in completing
the JQR, talk to your supervisor.

ESTABLISHING A SHIP'S STORE

Learning Objectives: Recall the importance
of the ship’s store operation. Recognize the
terms associated with accountability and
responsibility.

A ship's store with sales outlets and service
activities usually will be operated on ships (except
submarines) to which a Supply Corps officer is
assigned. The commanding officer informs NEXCOM
(Navy Exchange Service Command) of the date that
the ship's store will start operating. The ship's type
commander and Defense Finance and Accounting
Service Office (DFAS), Norfolk, VA, are also
informed. The commanding officer may then authorize
any or all of the following activities to operate:

• Retail store(s)

• Vending machine(s)

• Amusement machine(s)

• Barbershop

• Laundry

• Dry-cleaning plant

The requirements, process, and procedures for
establishing a ship's store are contained in the
NAVSUP P-487. The size of the ship's store operation
will depend on the type of ship, the number of
customers served, the number of SHs aboard, and the
desires of the commanding officer.

PURPOSE OF THE SHIP'S STORE

The purpose of the ship's store is to provide the
following:

1. A source of funds to pay for the cost of
recreation equipment and material used by
crewmembers

2. A convenient place aboard ship for
crewmembers to obtain articles necessary for
their health and comfort at the lowest practical
price

3. The services necessary in day-to-day living

ACCOUNTABILITY AND

RESPONSIBILITY

Before we talk about the types of sales outlets, you
should be familiar with a few terms that relate directly
to you and the ship's store operation. These terms are
accountability and responsibility. These two terms are
closely related but they also have noticeable
differences.

The term accountability is an obligation imposed
on an officer to account for property, funds, and returns
in his or her custody. In the ship's store operation, the
ship's store officer is obligated by law, lawful order,
and regulation to account for property or funds and
their intended use in the ship's store. Therefore, he or
she is accountable for the ship's store operation.

The term responsibility is an obligation placed on
an individual to exercise custody, care, and protection
of property, records, or funds entrusted to, or under his
or her supervision. This obligation is placed on an
individual by law, lawful order, regulation, or custom
of service. In the ship's store operation, the sales outlet
operators are responsible to the ship's store officer who
is accountable for that sales outlet.

Separate and Combined Responsibility

You will often hear the term separate and
combined responsibility. You should be familiar with
and understand the difference between these two types
of responsibility.
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A separate responsibility operation is where one
person is responsible for the operation of a sales outlet
and another responsible for the bulk storeroom that
supplies it. A combined responsibility operation is
where the same person is responsible for a sales outlet
and the bulk storeroom that supplies it. Most ship's
store operations operate under separate responsibility;
however, some have combined responsibility
operations and some have a mix of each type of
responsibility. ROM requires separate accountability
procedures, even though the same person may be
assigned to two different spaces.

Multiple Sales Outlet Operators

The sales officer may assign more than one person
to operate a sales outlet or bulk storeroom to provide
more flexibility, which should improve customer
service. When two people operate a single retail store,
cash collections should be made at the end of each
shift.

Q1. Who will determine the size of the ship’s store
operation?

Q2. The funds that pay for the cost of recreation
equipment come from what source?

Q3. What is accountability?

Q4. With two store operators, how often should
cash from sales be collected?

OPERATION OF THE RETAIL STORE

Learning Objective: Recall the policies on
authorized patrons and hours of operation.

The primary sales outlet aboard ship is the retail
store, commonly called the ship’s store. This is not
only the most difficult sales outlet to operate but also
customer contact is normally heavy. Most ships have
one or two retail stores, depending on the size of the
ship and the crew. The profit generated from ship's
store sales is used to pay operating expenses of the
ship's store. The profit left after expenses should be
transferred to the ship's recreation fund. As the retail
store operator, you will be well-known among the
crew. You will be asked questions about your store
whether you are working or not. You must learn your
job well and know the policies and procedures to
operate a retail store successfully since you will do
many different things. The ship’s store is an Electronic
Point of Sale (EPOS) outlet, which means that it has a
scanning register that is discussed later.

AUTHORIZED CUSTOMERS

Customers authorized to purchase items from the
ship's store are as follows:

• Officer and enlisted personnel of all branches of
the armed forces,

• Public Health Service personnel,

• National Oceanic and Atmospheric
Administration personnel, and

• Foreign service personnel of the United States
who are on board for duty, active duty for
training, or passage en route to a duty station.

Other military activities as listed in the NAVSUP P-487
may obtain ship's store merchandise. If in doubt seek the
counsel of your supervisor before making sales to
people who may not be authorized.

Insignia items for Navy uniforms will not be sold
to customers who are not authorized to wear the items
on their uniforms.

HOURS OF OPERATION

The hours your store operates will be set by the
commanding officer and will usually vary from ship to
ship. Operating hours should be conveniently posted
and visible from the outside of the store, usually on the
door or a window.

Stores should be open at least 42 hours per week
under way and 20 hours in port. The hours should
provide crewmembers from all shifts an opportunity to
shop. You should always allow an extra 15 minutes in
walk-in stores for customers to finish their shopping
and check out. When changes are made to store hours
or when the store is going to be closed, customers
should be notified at least 1 week in advance.

Q5. What is the primary sales outlet aboard ships?

Q6. Under way, the ship’s store should be open for
at least how many hours?

Q7. At the end of the business day, customers
should be given how much time to complete
their shopping?

SHIP'S STORE FLOOR
OPERATION

Learning Objective: Determine the proper
procedure to operate and manage a ship’s
store operation.
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The sales floor area must be maintained in a clean
and orderly condition at all times. The stock should be
arranged in a manner that will permit convenient and
efficient shopping for patrons. It is the area that is used
by the patrons. For this reason, the way in which it is
managed will greatly affect the success of the
operation. Remember, if stock is arranged by general
category, the patron can usually complete his or her
shopping more successfully.

DISPLAY OF MERCHANDISE

Display is the visual presentation of merchandise
that should inf luence customers to see the
merchandise, select an item, see any special features of
an item, and purchase the item. Displays should be
arranged in a manner that is attractive, easily seen,
quickly identified, and properly arranged. Displays
should answer as many questions as possible about the
merchandise. A good visual presentation simplifies the
sale and selection. This will reduce the time a customer
takes to make a decision on whether or not to buy a
product. Any display that does not convey enough
information on which the customer can make a
decision is incomplete and fails its purpose. As the
ship’s store operator, you should rely on your displays
to sell the merchandise. New and special merchandise
should be displayed so that it catches the customers’
attention. You can also use a display to assist you in
getting rid of outdated or shopworn merchandise. The
characteristics of a good display are as follows:

• Creates interest in a product

• Shows the merchandise at its best

• Holds the customers attention

For more information about merchandising,
signing, and displaying, you should reference the Ships
Store Visual Merchandising Guide, NEXCOM Pub
90-33.

Fixtures

The fixtures available for use in the ship's store are
quite limited. The size of the storefront, the space
between shelves, and the type of items displayed must
be considered when selecting display fixtures. Fixtures
that can be used in most stores are found in the Ships
Store Visual Merchandising Guide, NEXCOM Pub
90-33.

Treat the fixtures with care. Keep them clean and
dust and polish as needed. Store them in a safe place
when not in use to prevent damage. Damaged fixtures

will give your store an unsightly appearance and
should not be used.

Signs

Signs are the silent salesmen. They tell the
customer who the product is from, what the item is,
when the sale is, where the store is, and how store
policies work. There is a sign for every purpose and
need. Determining the type of sign you need is simple
if you remember that the sign is to help someone make
a decis ion . You wi l l use two types of
signs—institutional and merchandise.

INSTITUTIONAL SIGNS.—Institutional signs,
sometimes called policy signs, are usually permanent
signs. The purpose of these signs is to give the
customer information. These signs tell the customer
information about store policy, hours of operation, and
store location. The following institutional signs should
be posted in all ship’s stores:

• Checks Cashing

• Availability of Merchandise and Service

• Special Orders

• Profits Go to MWR

• Refund Policy

• Limitation on Cigarettes Sales

• Provision of Purchase

• Authorized Patrons

These signs should be placed so they are visible to
customers, but they should not interfere with the
merchandise. For more information on mandatory
signs, you should refer to the NAVSUP P-487, Ship’s
Store Afloat.

MERCHANDISE SIGNS.—Merchandise signs
are your silent salesmen. These tell the customer what
is or will be on sale, what an item is, and the price of an
item. Merchandise signs should always be placed next
to the merchandise represented on the sign. You should
make sure the product is visible to the customer
ensuring the sign is secondary in emphasis to the
merchandise displayed. More information about these
and other signs is contained in Ships Store Visual
Merchandising Guide, NEXCOM Pub 90-33.

Decorations

Decorations are used in the ship's store for the
following reasons:
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• To arouse customer interest.

• To add to the appearance of the merchandise on
display.

• To alert your customers to approaching events or
seasons.

• To remind them to purchase their needs in
advance. The Ships Store Visual Merchandising
Guide , NEXCOM Pub 90-33, includes
information on how to order an all season
display kit.

The retail store should be decorated for all major
events and seasonal changes. When seasonal displays
are installed, you should also change the decorations.
No display should be left in a case for more than a
month without being changed. Displays should always
be clean, fresh, and colorful. Don't let decorative
materials cover or overshadow your merchandise. Too
many decorations can detract from the appearance of
the display and cause confusion.

It is better to keep displays simple, neat, and lightly
decorated. They are more pleasing to the eye and more
likely to interest the customer. If it creates interest,
shows merchandise at its best, and holds attention, it is
a good display.

PRICING

Pricing guidelines are established in the NAVSUP
P-487, Ship’s Store Afloat. Selling prices for ship’s
store stock will be set by markups over cost price. As
the retail store operator, you will not establish selling
prices for ship's store merchandise. This is done in the
sales office by using the ROM computer system. Your
responsibility is to make sure that prices of all items are
identified for the customer as per the P-487. However,
you should be familiar with pricing policies that apply
to ship’s store operations.

MARKUP

The sales officer is responsible for the markup over
the cost or transfer price of items to be sold in the ship's
store. In ROM, a markup percentage will be assigned
to an entire department, as shown in figure 5-1. The
ROM system automatically computes the markup on
all retail items based on the cost price and department
assigned. The markup is either a 6 percent or 15
percent depending on the department the item is
carried in. However, the ship's store officer may
override the ROM system markup by keying in the
desired selling price on the Stock Record, NAVSUP
Form 464. Markups should provide enough revenue to
support the following:
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• Markdowns and surveys

• Operating expenses, such as shipping charges

• Commanding officer’s requirements for profits

to be turned over to the recreation fund

• Cost of operations

A 6 percent markup applies to ship’s store
merchandise assigned to the following departments:

• Toiletries (D1, stock number series 110000)

• Sundries (D3, stock number series 120000)

• Uniforms (E1, stock number series 530000)

ROM automatically computes the 6 percent markup
when merchandise is assigned to these departments. A
15 percent markup is assigned to all other retail
departments for items sold in the retail store. The sales
officer can override this standard 15 percent markup.
When an item is purchased with shipping charges
authorized, ROM doesn’t include shipping charges in
its automatic markup computation. Usually, the sales
officer overrides the standard markup to compensate for
the shipping charges.

Profits for the overall ship’s store operation are
limited to a maximum of 20 percent. This limit applies
to the percentage of overall sales and not to individual
items. The sales officer determines the markup for
special order items. Another special priced item is
tobacco products. For tobacco products, the Navy’s
policy requires the ship’s store to match ashore NEX
prices as directed by NEXCOM. A periodic Ship’s
Store Bulletin is published to reflect current prices.
Upon receipt of the bulletin, a price change should be
prepared to reflect the change.

CLOTHING

Standard Navy clothing items are sold at the
standard price, as shown in the Navy Clothing Price
List for Men and Women, NEXCOM Pub 90. The sales
officer will assign department code L1 to the stock
records for all standard Navy clothing items. The ROM
system will not compute the 15 percent markup for
items assigned to department code L1. If a ship’s store
decides to sell Standard Navy Clothing, the L1
department must be established in ROM and the cost
and selling price set by the sales officer. When a stock
record card is created for L1 department, the retail
price can be set at that time.

NAVY EXCHANGE UNIFORM SUPPORT

CENTER

Uniform articles are a necessity that cannot always
be stocked aboard ship. However, uniform articles are
available through the NEX Uniform Support Center.
Although the ship’s store operation receives no
monetary gain, this is an alternative that will allow you
to meet the customer’s needs thus improving customer
relations. As ship’s store operator, you should be well
versed on the ordering procedures for NEX Uniform
Support Center.

Orders can be placed through the toll free phone
number or the Internet web site. The turnaround time
on these orders can be as quick as overnight, if the
customer is willing to pay the extra shipping charges.
All financial dealing will be between NEX and the
customer.

MARK-ONS

A mark-on is an increase in the previously
established retail price of an item of merchandise.
Before the price of the item can be changed, the sales
officer must approve the increase. The price change
will be made to the stock record card. The price change
will be reflected in all future sells of the item sold. The
Profitability Report will show the collective effect of
the price changes.

DISPLAYING PRICES

With the scanning process, individual pricing is
not needed nor required provided each item of
merchandise has a shelf label with item bar code,
description, and current retail price. All items of
merchandise received in the ship’s store operation are
assigned a Universal Product Code (UPC). A UPC bar
code distinctly identifies an item. Information about a
particular product, such as description and price, is
electronically attached through the UPC bar code.
These bar codes should be attached to the shelf where
an item is displayed. For items that do not lend
themselves to individual bar code labels, you can place
them in a price book at the register. The ROM system
can generate these labels; instructions are found in the
ROM User’s Guide. This is an aid to merchandising
and inventorying, and at the same time, prevents price
manipulation.
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CASH REGISTERS

All sales in the retail store must go through the
Point of Sale (POS) cash register, as shown in figure
5-2.

Sales shift the accountability from merchandise to
cash. You must safeguard cash in the same way you do
merchandise. The retail store operator is the only
person allowed access to the cash register. You should
never allow anyone else to ring up sales. Since the cash
register makes a detailed record of the cash received
from sales, you are responsible for shortages. POS
cash register provides the customer with a clear view of
the amount of the purchase and an itemized receipt of
items purchased. After you clock in as the cashier, as
shown in figure 5-3, the Main Sales Form, figure 5-4,
will appear. This is where sales are conducted. You
should use the handheld scanner to scan the UPC bar
code for the item being sold. You should see the article
field with the description and retail price of the
merchandise in the display, as shown in figure 5-5. For
more information about cash register operation, refer
to the ROM User’s Guide.

CHANGE FUNDS

At the beginning of each accounting period or
when the store is reopened after being closed for over
72 hours, a change fund may be provided to the store
operator. The operator must sign a Statement of Agent
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Figure 5-2.—Point of Sale cash register.

Figure 5-3.—Cashier’s logon screen.

Figure 5-4.—Main Sales Form.



Officer’s Account (DD Form 1081) for the amount of
the change fund. An instruction on the change funds,
including the amount of the change fund, will be
approved by the commanding officer and included in
the supply department instructions. The change fund is
not registered on the cash register, but remains in
excess of proceeds from sales. At the close of the
business day, the retail store operator returns the
change fund and the DD Form 1081 is destroyed.
Change funds may remain in the cash register

overnight if the day's sales have not produced enough
cash to provide change for the next day.

CASH TRANSACTIONS

All sales in the ship's store are on a cash basis in
United States currency. Customers may use either a
personal or traveler's check. On ships that are
equipped, customers can use the Navy Cash® card to
purchase items in the ship’s store like the customer in
figure 5-6.
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Figure 5-5.—Main Sales Form showing articles being purchased.

Figure 5-6.—Customer making a purchase with the Navy Cash® card.



Many customers purchasing items from the ship’s
store use personal checks. For the amount of purchase
only, you can accept personal or traveler’s checks from
active duty or active duty for training personnel only.
Two-party checks are not acceptable. Personal checks
must be drawn on a United States account in U.S.
currency. Each check must have the individual's name
and bank account number (in magnetic ink) and be
made payable to your ship. The NAVSUP P-487
contains the procedures that a ship's store operator
should follow when accepting personal and traveler’s
checks.

NAVY CASH

The rollout of the Navy Cash Program has begun
on Navy ships and will have a huge impact on the entire
ship store operation. Navy Cash is a convenient and
safe way to carry personal cash and pay for purchases
electronically using a financial smart card. Navy Cash
cards replace bills and coins for personal financial
transactions at all retail locations aboard ship. The
financial smart card has both a chip and a magnetic
strip. The magnetic strip on the card is used ashore both
on and off the base for purchases at retail locations. The
chip allows you to load a dollar value onto the card to
be used for your purchases aboard ship. Each
crewmember will be enrolled in the program and
issued a smart card on a ship installed with Navy Cash.
Your customers will be able to use the Navy Cash smart
card in the ship’s stores and vending machines. Navy
Cash reduces the workload of Ship’s Servicemen by
virtually eliminating time-consuming cash handling
functions.

The Point of Sale register in the ship’s store on a
Navy Cash ship is equipped with a device called a K22,
which reads the customer’s Navy Cash card and
reduces the dollar value on the chip by the amount of
the total sale. The K22 requires use of a PIN for
security. All completed transactions will be
automatically forwarded electronically to the Navy
Cash server in the disbursing office at the time of sale.
A Ship’s Store End of Day summary report is printed
from the Navy Cash terminal in the disbursing office,
and the sales officer will compare the POS register
amount at the end of the day with this summary report.
All discrepancies will be investigated. After
verification is made, the total cash from sales will be
posted in ROM.

Vending machines for Navy Cash ships use the
Navy Cash Card Accepting Device (CAD) vending
head, which replaces the traditional coin and bill

acceptors in vending machines. Customers can
purchase soda, snacks, and telephone cards with the
same convenience as using bills or coins. Value is
subtracted from the customer’s card through the CAD
terminal reader/collection device in the vending
machine. The Navy Cash system produces reports to
help balance the vending operation. The ship’s store
officer or designated assistant will record electronic
sales from the vending machines in ROM using the
Navy Cash Vending Report.

PUTTING MONEY IN THE REGISTER

After you have received your change fund, it
should be arranged in the cash tray. As strange as it may
seem, the number of cash-handling errors you make
may be related to how the money is arranged in the cash
tray. After you count your money, arrange it in the cash
register carefully, as shown in figure 5-7. If your cash
register has less than five compartments, place any
checks you receive during the day under the cash tray
in the cash drawer. Make sure all bills are in their place;
face up in the same direction. When putting the bills in
the tray, be sure that they do not stick together. If the
bills are new, it is a good practice to turn the corner
down on each bill to keep them from sticking together
when making change. Large bills, such as $50 or $100,
should be placed under the money tray.

Before ringing up your first sale of the day, make
sure that the area around the cash register is clear and
free of signs, notes, or other items. The cashier area
should be clear and neat.

TAKING THE CUSTOMER'S MONEY

Errors also happen when money changes hands
between the customer and the store operator. Scan or
ring up each item separately on the cash register before
accepting payment (fig. 5-8). Complete each
transaction before starting another one. Once you have
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scanned all the items that are being purchased, press
the “End” button on the cash register keyboard to end
the sale. The cash register will total the sale for you.
The Cash Payment Form will appear on the screen.
Enter the amount tendered by the customer exactly; if
the customer gives you a $20 bill, type in 2000, a
decimal point after the 20 is not necessary. The cash
register will tell you how much change to return to the
customer. This prevents confusion and avoids any
shortages or overages in the cash register. As you are
learning how to operate the cash register, take your
time and do it right. At first you may be slow, but with
experience, you will get more proficient. A simple
apology to customers who are waiting will go a long
way.

As you receive payment from the customer, say
aloud the amount of money the customer handed you,
as well as the amount of the sales transaction. Enter the
exact amount of the cash received from the customer
into the cash register. As in the following scenario, you
ring up a customer’s merchandise; the total for this
specific sale is $4.35. The customer gives you a $5 bill.
As the customer pays, you should say, "Thank you, that
will be $4.35 out of $5." By doing this for every sales
transaction, you avoid the chance of becoming
confused if the customer should claim that a larger bill
was given to you. Leave the customer's money on the
change plate until you finish counting change from the
till. If interrupted or you forget, the customer's

payment will be directly in front of you. There will be
no doubts or mistakes about the amount the customer
gave you. Count the change twice, first as you take it
from the till and second as you give it to the customer.
Start counting your change from the amount of sale and
continue until you reach the amount received. For
example, $4.35 out of $5, you would pick up a nickel
and a dime from your till and count aloud, "Four forty,
four fifty," and then pick up two quarters and count
aloud, "Four seventy-five, five dollars." Count the
change into the customer's hand in the same way. If you
make a mistake in your count, take back all the change
from the customer. Make your corrections, and then
count the change into the customer's hand. Now
remove the money from the change plate and put it in
the cash drawer. Be sure to close the cash drawer after
every transaction; never work out of an open cash
drawer. If your cash register provides a receipt, tear the
receipt off and give it to the customer. Always look at
the first receipt of the day to make sure it prints clearly
and that the date is right.

CASH REGISTER MALFUNCTIONS

The cash register, like any other piece of
machinery, can break down. You should have a backup
to use in case this happens. You should immediately
contact your local NEXCOM Fleet Assist Team and
follow the steps outlined in the NAVSUP P-487.
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Figure 5-8.—Ship’s store operator making a sale.



REFUNDS

Usually all sales made in the retail store are final.
However, defective merchandise may be returned for
refund or adjustment under the following conditions:

• Merchandise guaranteed by the manufacturer is
returned within the warranty period.

• Merchandise that can be reasonably assumed to
have been defective at the time of sale is returned
within 30 days.

The sales officer should have a written refund
policy established. This policy should outline the
authority to approve refunds. The sales officer may feel
comfortable to grant the ship’s store operator authority
to approve a refund of a certain monetary limit. For
example, the sales officer may grant authority to
approve refunds up to $25 to the ship’s store operator,
up to $50 to the LCPO, and/or over $50 to himself. The
refund policy is strictly up to the sales officer. Refunds
are password controlled on the POS cash register. The
manager (person authorized to grant refunds) must
enter a password to access the Return Form. The
Return Form requires a short description of why an
item is returned. Once the manager has the approved
refund, it can be paid out of the cash in the register. You
should ensure the customer signs the refund receipt.
The refund receipt will be put in the register and
collected with the cash collections.

RETURNED PERSONAL CHECKS

When a personal check is returned to the ship
because of insufficient funds, the ship’s store operator
will reimburse the disbursing officer from the ship’s
store register. The ship’s store operator keeps the
personal check in the register until collected by the
CCA and will be posted as a separate entry on the Cash
Register Record (NAVSUP 469). The CCA will keep
the check in the safe until it is redeemed. The purchaser
may redeem the check from the ship’s store with cash,
certified check, or money order. Once redeemed, a
settled check entry is made in the NAVSUP 469, and
the check is returned to the purchaser. The check will
be treated as a loss of profits until it is collected. It is not
carried on the inventory.

SPECIAL-TYPE SALES

In addition to regular sales, there are special
transactions authorized for a ship's store that you
should know about. These are group and bulk sales.

Group Sales

Because ship's store spaces and store hours are
limited aboard ship, it may be impossible to serve all
potential customers on an individual basis. Using
group sales may solve this problem. A group sale is the
sale of merchandise to a group in which several
individual orders have been consolidated. The
necessity for using group sales is usually limited to
amphibious ships, which carry Marine Corps troops.
Group sales should be arranged through the sales office
for a time outside normal operating hours. This will
allow the ship’s store operator time to check and verify
orders without interruption. Group sales are made at
retail price and cleared through the register.

Bulk Sales

Bulk sales normally are made to Navy exchanges,
Military Sealift Command (MSC) exchanges, ships
without a ship's store when the requesting ship does not
receive a share of the profits from another ship's store
for its recreation fund, or the commanding officer for
official functions.

Requests for bulk sales from activities authorized
to buy ship's store stock at cost price are submitted by
the requesting activity’s commanding officer. Once the
request is received, your sales officer will verify the
stock is available and approve it. The records keeper
will create the bulk sale in ROM. A Requisition and
Invoice/Shipping Document, DD Form 1149, as shown
in figure 5-9, is generated by the ROM computer
system. The DD Form 1149 is then given to the bulk
storeroom custodian. The bulk storeroom custodian
will assemble the items requested and deliver them to
the requesting activity. Bulk sales will only be
expended from the bulk storeroom. The NAVSUP
P-487 contains detailed procedures and information
about processing and accounting for bulk sales.

SUPPLY DEMAND REVIEW

The success of a retail outlet hinges on
management’s ability to fulfill the customer needs by
keeping the ship’s store stocked. In a ship’s store
afloat, this can become very challenging because your
re-supplier isn’t always a phone call away. Running out
of merchandise can lead to missed stock turn goals,
unpleasant customers, poor morale, low profits, and so
forth. To prevent this, the sales officer, LCPO, LPO,
and records keeper should conduct a monthly supply
demand review of all stock and stock records to ensure
the in-stock positions for all merchandise is
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maintained and inventories stay within prescribed
limitations.

SHIP’S STORE CASH COLLECTIONS

Since the ship’s store is considered an EPOS
outlet, cash received from retail sales is collected from
the ship’s store operator at the end of the business day
unless moneybags or a night depository safe is used.
When more than one shift is operating, cash from sales
is collected at the end of each shift. Cash, including
change funds, will also be collected as follows:

• At the end of the accounting period

• When the sales outlet is closed for 72 hours or
more

• When the ship's store officer or the store operator
is relieved

For more information about cash collection procedures,
read the chapter in this Non-resident Training Course,
refer to the NAVSUP P-487, and read the ROM User’s
Guide.
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CASH LEFT IN THE CASH REGISTER

OVERNIGHT

A change fund may be left in the cash register
overnight if the amount does not exceed $50 and there
is only a single shift. If $50 is not enough on a
continuing basis, the type commander may authorize
an amount up to $100.

It is recommended that you do not leave cash in the
register overnight. You should lock it inside a safe
installed in the store for that purpose. The cash register
drawer should be left out so a thief can see the cash has
been removed. A sign should be posted outside the
store stating "NO CASH LEFT IN REGISTER
OVERNIGHT," which may also deter a thief.

ACCOUNTING FOR CASH

Each store operator is responsible for the cash
from sales when it is in his or her possession. Either the
sales officer or the designated cash collection agent
usually collects cash at the close of each business day.
The ship’s store operator and cash collection agent will
count cash in the register. The amount of cash collected
is recorded in the Cash Register Record (NAVSUP
Form 469) (fig. 5-10). The ship’s store operator will
conduct an End of Till Export and turn the diskette over
to the cash collection agent. Then the cash collection
agent will conduct an End of Till Import and an End of
Till Reconciliation at the ROM computer in the back
office. During this time, the amount collected, as
shown in the Cash Register Record (NAVSUP Form
469), is posted in the ROM system. In addition, the
book inventory of transactions made in the store during
the day is automatically adjusted. For example, if one
candy bar was sold during that day, the inventory will
be adjusted to reflect that sale.

In the Cash Register Record (NAVSUP Form 469),
space is provided for the date, the actual cash in the
register, the cash left in the register for change, the
amount in figures, the amount in words, and the
signatures of both the person collecting and the ship's
store operator. The use of these columns is mandatory
for EPOS outlets. If an error is made, draw a single line
through the mistake and write the correct information

on the next entry line. The ship's store operator and the
person making collections should both initial lined-out
entries.

INVENTORY PREPARATION

Physical inventory is the process by which you
identify, count, and evaluate all stock on hand. An
itemized physical inventory is conducted in the sales
outlets as described below:

• At the end of each accounting period (31 Jan, 31
May, and 30 Sept)

• On relief of the sales officer or sales outlet
operator

• When evidence suggest unauthorized entry was
made to determine if theft occurred

• When directed by higher authority

To make your space ready for inventory, you
should perform the following actions as the sales outlet
operator:

• Arrange all merchandise in the sales outlet, so
that it is sorted, stacked neatly, and labeled with
ROM’s generated bar code labels to facilitate
scanning and counting.

• The sales officer must verify that all ship’s store
transactions have been completed.

The long hours of prelisting each item and hunting
the stock numbers on the master stock list are gone.
Today, the Portable Data Terminal (PDT) is used. Items
are scanned with the PDT, counted, and then
downloaded to the ROM system. In the rare event that a
PDT is not available, Inventory Count Sheets are printed
in stock number order by the ROM system and used to
record the inventory. With this method the recordkeeper
would enter counts from the printed inventory sheets
into ROM. The ship’s store remains closed during an
inventory. When the inventory team is not in the ship’s
store, the sales officer secures it with a numbered car
seal. The sales officer maintains a log of these car
seals—the Car Seal Number Log.
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RESTOCKING

As the ship’s store operator, you are responsible to
ensure the store remains stocked (fig. 5-11). You can
accomplish this by knowing your merchandise and
customers. The ship’s store is restocked with
merchandise from the bulk storeroom and is
documented on the Intra-Store Transfer Data
(NAVSUP Form 973). The important thing to
remember about breakouts from the bulk storeroom is

to check every item to be sure that you get what you
signed for.

When determining what items are needed to
restock the store, you should first refer to a basic stock
list, which is taken from NEXCOM Pub 81. These
basic stock items are necessary for the health and
comfort of the crew and should be kept in the store at all
times. Additionally, you and the records keeper should
compare your list against the ROM generated Breakout
Recommendation Report, as shown in figure 5-12.
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Figure 5-11.—Ship’s store operator stocking shelves.

Figure 5-12.—ROM’s Breakout Recommendation Report.



This report lists the breakout quantities based on the
sales history of each item. The records keeper will
enter the number of day’s stock that you desire, and
ROM’s Breakout Recommendation Report will show
what to break out based on the sales history of each
item. The records keeper has the ability to override the
recommendation or except it as is.

An alternative method to prepare a breakout
request is using the Personal Data Terminal (PDT).
The use of the PDT actually streamlines the request
process. When using the PDT, use the following steps:

1. Use the PDT to scan the items UPC (fig. 5-13)
and enter the desired quantity.

2. Return the PDT to the records keeper. The
records keeper will import the PDT data into
ROM.

3. The records keeper creates a new transfer
document and imports the PDT quantities to that
document.

4. Follow the normal breakout process.

In hot, humid climates, be careful when stocking
highly perishable merchandise. These include candy
bars, chocolates, gum, cookies, and some tobacco
products. If your ship’s store is air-conditioned, you
will be able protect these items. If your ship’s store is
not air-conditioned or is poorly ventilated, avoid
overstocking these items. For more information read
the chapter on stowage in this NRTC. You should refer

to the NAVSUP P-487 for detailed procedures for
making breakouts.

NAVSUP FORM 973

The NAVSUP Form 973 is shown in figure 5-14.
The records keeper will prepare breakouts from the
Inventory Movement menu. Items can be entered in
ROM manually by the records keeper or scanned with
a PDT and downloaded into ROM. At the time of
request, a control number is automatically assigned to
the NAVSUP Form 973. The NAVSUP Form 973 lists
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Figure 5-13.— Ship’s store operator using a PDT to scan an item
UPC.

Figure 5-14.—Initial Intra-Store Transfer Data, NAVSUP Form 973 (Breakout document).



each item being requested, the retail price, the unit of
issue, the quantity requested, and the areas for
transferring and receiving custodians to document
what was sent and received. After the NAVSUP Form
973 is prepared, the records keeper prints the 973 and
signs the “Issued by” block on the document.

Upon receipt of an approved NAVSUP Form 973,
the bulk storeroom custodian will break out the stock.
The bulk storeroom custodian simply records the
quantity broken out for each item by circling the
“Quantity Requested” column, if the two quantities are
identical. If the quantity broke out differs from the
“requested” quantity, the bulk custodian will write the
actual quantity delivered in the “Qty Sent from Store
99” column. After all items are delivered, the bulk
storeroom custodian signs the document. The
receiving custodian—the ship’s store operator in this
case—counts and enters the quantities received in the
“Qty Received at Store” column of the NAVSUP 973
and signs the document. Additionally, the receiving
activity must verify that the quantities received are the
same as the quantities delivered. Any differences
should be rectified by the two activities. If an
agreement cannot be met, the sales officer must
conduct a spot inventory of the item in question and

determine the correct quantity delivered. The
NAVSUP Form 973 is then forwarded to the records
keeper.

The records keeper confirms that all quantities
delivered match the quantities received and updates the
information in ROM as necessary. Afterwards, he or
she presses the Confirm Breakout button to update the
inventory database and prints the final “confirmed”
NAVSUP Form 973, as shown in figure 5-15, filing
both the signed 973 and confirmed 973 in the RR 1 file.

SHIP’S STORE SANITATION

Sanitation regulations should be published by the
senior member of the medical department and issued to
all sales outlets and service activities. These
instructions are then posted in ship's store spaces and
enforced.

Your customers have a right to expect to shop in a
clean store and to be served by a neat and
well-groomed operator. Create a favorable impression,
and you’ll have a customer who is more easily
satisfied.
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Q8. What are the characteristics of a good
display?

Q9. Hours of operation would be considered what
type of sign?

Q10. The price of an item should be considered as
what type of sign?

Q11. In regards to appearance, what should be
done to the ship’s store for a holiday, such as
Christmas?

Q12. A 6 percent markup should be given to what
departments?

Q13. What is a UPC bar code?

Q14. Who is responsible for the refund policy?

Q15. Your commanding officer would like to
purchase items to give as a gift to a visiting
official. This should be handled as what type
of transaction?

Q16. With TYCOM approval, what is the maximum
amount of cash that can be left in the cash
register overnight?

Q17. As the ship’s store operator, you should en-
sure that the store always maintains what
items?

Q18. What is the accountable document for stock
issued from the bulk storeroom to the ship’s
store?

Q19. What individual signs sanitation regula-
tions?

SPECIAL SALES OUTLETS
(HANGAR BAY/PIER

SALES)

Learning Objective: Recall the procedures to
establish special sales outlets.

Occasionally, you may be required to establish
special sales outlets. For instance, you are in New York
City for Fleet Week, and the commanding officer
wants you to sell emblematic items to improve public
relations. In situations like this one, an outlet must be
established in ROM. All transactions for these retail
outlets will be handled as Non-EPOS. Refer to the
NAVSUP P-487 for detailed instructions.

Q20. Special sales outlets are considered an EPOS
outlet. (True/False)

VENDING MACHINES

Learning Objective: Recall the procedures

that pertain to the operation of vending

machines.

Just like the ship’s store, the vending machines are
sales outlets and an essential part of crew morale. They
provide another means of selling a product aboard
ship. They are coin-operated machines that dispense
merchandise. They are usually equipped with a coin
changer. The following coin-operated machines are
authorized for shipboard use: soda, candy and snacks,
phone card, and amusement. Unlike the ship’s store,
vending machines are considered Non-Electronic
Point of Sale (Non-EPOS) outlets. Any retail outlet
that doesn’t use the EPOS cash register is considered a
Non-EPOS outlet.

VENDING MACHINE SAFETY

NOTE

Vending machines must be secured to prevent the
machine from tipping over.

SERVICING THE VENDING
MACHINES

The use of vending machines is sometimes
referred to as automatic merchandising. However, the
only thing automatic about it is when the customer puts
a coin in the machine and receives an item in return.
Everything else is done by the vending machine
operator who services the vending machine. Servicing
the vending machines is not an easy job. They are the
only part of the ship's store operation that provides
service 24 hours a day, 365 days a year. The two top
jobs of the vending machine operator are keeping the
machines full and taking care of customer com-
plaints.

Pricing Policies

The price of canned drinks sold through the vending
machine should have a markup of at least 35 percent but
no more than 55 percent. With the exception of canned
drinks, ship’s store merchandise sold through the
vending machines will have the normal 6 percent or 15
percent based on the department assigned.
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Replenishing the Vending Machine

Before filling your machines, go to each individual
machine and count how many of each item you will
need to fill them. Do not try to guess what you will
need. If you do, you may find yourself carrying
merchandise back to the storage area. Make sure
everything you bring to the vending machine is clean
and free of damage. When you fill the machine, make
sure you put the "right merchandise in the right slot”
(fig. 5-16).

After you have filled the machine, test it for proper
operation. It is very disturbing to a customer when
vending machines do not operate or will not accept
coins. Cleaning the coin changer regularly will help to
prevent contact surfaces from becoming sticky and
jamming coins. Make sure "sold-out" and "use correct

change" and other machine lights are in working order.
Place a sign on the machine with the time it was last
filled. This lets the customer know how cold the sodas
should be. It is best to fill the machines about an hour
before work starts, so the sodas in the machine are cold
by the time the workday starts.

When possible, you should fill vending machines
with brand name products. If you don't, you might not
have to fill the machine as often; however, you are not
giving your customers the best service.

Keep a timely schedule for refilling the vending
machines to make sure there is a continuous supply of
merchandise. Also, you may have to adjust your
schedule to meet current weather conditions. You sell
more sodas when it is hot than when it is cold. On
paydays, machines will empty faster. As you gain
experience in filling the machines, you will learn to
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adjust to meet different conditions. Put a sign on each
of your machines with your name, rate, and ship's
telephone number where you can be located if a
problem occurs.

Vending Machine Displays

Product displays should be kept neat and clean and
look appealing to the customer. Displays should be
changed frequently to stimulate customer interest.
Light bulbs for displays should be changed as soon as
they burn out. Broken or discolored glass should be
replaced as soon as possible. Plastic product decals are
normally available from the company you purchase
sodas from and should be used.

VENDING MACHINE SANITATION

The vending machines aboard ship should be
inspected on a regular basis by the medical department.
Vending machines and the surrounding area should be
kept clean. Remove all trash, empty soda cases, boxes,
and so forth, from the area around vending machines
after refilling. The immediate area of the vending
machine should be well lit and provided with a covered
trash receptacle. It should be emptied and cleaned
frequently.

The vending machine itself should be mounted on
a stand about 6 inches off the deck. This makes it easier
for you to clean under and around it, especially when
seepage occurs. Machines should be mounted in areas
free from overhead leakage or condensation.

The machine should be cleaned frequently enough
so that no surface of the vending machine inside or out
is sticky or dusty. The door and panel to the vending
machine and any access opening for food should fit
tightly. Replace worn gaskets to keep dust, dirt, or any
other foreign matter from getting in the machines. You
should keep a record in the machine of when it was
cleaned. The record should be kept current for 30 days
and made available during inspections. More
information about vending machine sanitation can be
found in NAVMED P-5010.

Q21. What is the maximum markup for vending
machine products?

Q22. How do you prevent coins from jamming
inside the coin changer?

Q23. What are the primary responsibilities of the
vending machine operator?

Q24. You should keep a cleaning record for the
vending machines for what length of time?

Q25. Detailed vending sanitation information can
be found in what publication?

AMUSEMENT MACHINES

Learning Objective: Recall the procedures
that pertain to the operation of amusement
machines.

Aboard ship amusement machines are operated as
part of the ship's store. Amusement machines are a
source of additional profits for your ship's store and a
big morale booster. Because game popularity
continuously changes, machines are leased from
contractors instead of purchased. Ship’s desiring
amusement machines should contact NEXCOM.
NEXCOM generates a DD Form 1155 that cites the
terms of the contract. A copy of this DD Form 1155 is
filed in the Correspondence File (WF 3).

You cannot lose with the amusement machine
program because the contractor will install the
machine, service the machine, and furnish a supply of
spare parts when the ship is deployed, and replace the
machine on request. In return, the contractor receives a
percentage of the profits, which is stipulated in the
contract. The ship receives a majority of the profits,
usually about 65 percent.

Q26. When amusement machines are being leased,
what organization works out the contract
agreement between the contractor and the
ship?

VENDING AND AMUSEMENT
MACHINE CASH COLLECTIONS

Learning Objective: Identify cash collection
procedures for vending and amusement
machines.

As the vending machine operator, you will
normally have another job on top of taking care of the
vending machines. To make collections within
prescribed time limits and still do your job, you will
more than likely have to time your collections so they
will not interfere with your other work. This can be
easily worked out with the person who is making
collections. You should keep in mind that the vending
and amusement machines need to be collected daily or
before making any repairs to the coin mechanism or the
machine itself, whether the ship is in port or at sea
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(fig. 5-17). However, if you are in port and machine
sales do not exceed $100 a day, you are only required to
collect the money from the machine at least twice a
week. On the weekends in port, cash only needs to be
collected when the supply officer feels that it is
necessary because of a high volume of sales or when
making repairs to the machine or the coin mechanism.
Collections are recorded on the NAVSUP Form 469
according to the procedures previously described. It is
not necessary to post daily collections from the
vending and amusement machines to ROM. Grand
total amounts will be entered by the cash collection
agent monthly or before printing the Cash Sales
Invoice. There should be a separate Cash Register
Record for amusement and vending machines. When
more than one of each type of machine is operated, the
cash receipts for each machine must be recorded on
separate pages of the NAVSUP Forms 469, and the
pages must be identified accordingly. Meter readings
are taken at the time of collection and used to
determine the amount of cash that should be in the
machine. A record of these meter readings is
maintained on the NAVSUP Form 469 under the
column marked “Register Reading”. The previous
day’s meter reading minus the meter reading at the time
of collection equals the cash collected.

LOCKED MONEYBOXES

When locked moneyboxes are installed in drink
vending machines, the boxes will be numbered on the
outside and issued to the vending machine operator by

the person responsible for cash collections. Before the
locked moneyboxes are issued, the cash collection
agent will make sure the box is key locked.

Delivery by the Vending Machine Operator

The vending machine operator may be required to
deliver the locked moneyboxes to the person making
collections. If this is done, you should first take the
meter reading and write it down before you remove the
moneybox. After you remove the full moneybox,
replace it with the empty one. The locked moneyboxes
in vending machines are provided with two sets of
keys, one locks the box inside the machine, while the
other opens the moneybox itself. As the vending
machine operator, you will have the key that removes
the box from the machine, and the person making
collections will retain the other key that opens the
moneybox. After you get the meter reading, you will
deliver the locked moneybox to the ship’s store officer
or cash collection agent. Cash will be counted by the
person making collections in the vending machine
operator’s presence. The person making collections
will then make sure the vending machine operator
agrees with the meter reading for each machine and
will use them to see if the cash collected is over or
short. When the moneybox is delivered to the cash
collection agent instead of the ship’s store officer, the
ship’s store officer must make sure the collection agent
is personally reading each vending machine meter at
least twice weekly.
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Optional Procedures

There may be times, such as weekends or after
regular working hours, when the ship’s store officer or
the cash collection agent is not available to accept the
vending machine coin box. In this case one of two
things must be done. Place the moneybox in a night
depository safe or turn the locked moneybox and meter
reading over to the supply department duty officer or
another commissioned duty officer for safekeeping.
When the second method is used, the duty officer
receiving the moneybox will maintain a moneybox log.
Each time the vending machine operator delivers or
receives a moneybox from the duty officer, an entry
will be made in this log and signed by both persons.
When the moneybox is turned in, the duty officer will
keep the moneybox in a safe place until the next day.
The vending machine operator will pick up the
moneybox and the cash will be collected and compared
to the meter reading.

TEMPORARY ACQUISITION OF VENDING
SERVICE

Occasionally, you may have the need to acquire
temporary vending machines perhaps when the ship
goes into the shipyard for overhaul or your vending
machines are inoperable. In any case, you must obtain
written approval. Once written approval is given, you
must contact NEXCOM who will arrange for the
services. This service would include multiline
vending. Normally, candy, coffee, milk, snacks, hot
and cold food, amusement machines, microwave
ovens, and bill changers are available. NEXCOM and
the individual ship will divide the profits according to a

predetermined split. Detailed procedures are outlined
in the NAVSUP P-487.

Q27. At least how often should cash be entered into
ROM?

Q28. Cash collections from vending machines
should be recorded on what document?

Q29. What individual has possession of the key that
opens the moneybox?

SECURITY

Learning Objective: Identify security
procedures for Group III spaces and recall
action to take in case of security violation.

A great deal has been said already about security.
This is because it is so important and cannot be
emphasized too much. All sales outlets are Group III
spaces and should be secured as required by NAVSUP
P-487. You should also be aware of the possibility of
theft or fraud. If you are not careful, theft may occur
while the store is opened.

THEFT

To keep theft to a minimum, observe the following
precautions:

• Keep a close eye on customers.

• Allow only a limited number of customers in the
store.

• Politely ask customers to remove overcoats and
jackets (fig. 5-18).
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• Place a small sign on the door to remind
customers to remove jackets or overcoats.

BREAK-INS

When a space is broken into, secure the space
involved, place a car seal on the space, and report the
circumstances to the commanding officer. The
commanding officer will want an inventory to
determine the extent of the loss. All spaces will be
inventoried; all financial control records and stock
records will be balanced out to determine the actual
dollar value of the loss. If the inventory reveals no loss,
then no further action is required. If it reveals a loss
because of a break-in, then the commanding officer
should follow the procedures found in the NAVSUP
P-487 concerning this type of incident.

FRAUD

“Fraud” in the ship's store operation means theft of
funds or merchandise or the changing of official records
by the accountable officer or responsible individual.
Any one who suspects fraud in the ship's store operation

should report it to the commanding officer. Usually an
informal examination by someone other than the
accountable officer will be directed. Any space affected
and all ROM backup media and transactions on the
ROM microcomputer will be secured. The entire ship's
store operation will be inventoried and closed out.
Determine the dollar value of the loss based on the
inventory and profitability reports. If the informal
examination reveals no loss, then no further action is
required and the ship's store operation may resume.
However, if a loss is discovered, follow the procedures
found in the NAVSUP P-487.

Q30. When a break-in occurs, it should be reported
to what individual?

Q31. Vending machines fall under what security
grouping?

Q32. Changing the amount collected in the Cash
Register Record is considered what type of
offense?

Q33. Procedures to handle losses resulting
from wrongdoings are listed in what pub-
lication?
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SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 5

A1. The commanding officer

A2. Ship’s store sales

A3. The term accountability is an obligation
imposed on an officer to account for property,
funds, and returns in his or her custody

A4. At the end of each shift

A5. The retail store, commonly called the ship’s
store

A6. At least 42 hours per week

A7. 15 minutes

A8. Creates interest in a product; shows the
merchandise at its best; and holds the
customer’s attention

A9. Institutional sign

A10. Merchandise sign

A11. Decorated with Christmas decorations

A12. Toiletries (D1), Sundries (D3), and Uniforms
(E1)

A13. The Universal Product Code (UPC) distinctly
identifies an item. Description and price are
electronically attached through the UPC bar
code

A14. The sales officer

A15. A bulk sale

A16. $100

A17. Basic stock items

A18. NAVSUP Form 973

A19. Senior medical representative

A20. False

A21. 55 percent

A22. Cleaning the coin changer regularly

A23. Keeping the machines full and taking care of
customer complaints

A24. 30 days

A25. NAVMED P-5010

A26. NEXCOM

A27. Monthly

A28. Cash Register Record, NAVSUP Form 469

A29. Cash collection agent

A30. The commanding officer

A31. Group III

A32. Fraud

A33. NAVSUP P-487
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CHAPTER 6

CASH COLLECTIONS

INTRODUCTION

Cash shortage in a ship's store operation is usually
the result of not following the approved cash collection
procedures. As you advance in your career as a Ship’s
Serviceman (SH), you may be required to make cash
collections. Using the approved cash collection
procedures may not eliminate all cash shortages, but
should eliminate most. You must be thoroughly
familiar with the approved cash collection procedures
found in the NAVSUP P-487 before making cash
collections. You should also complete the Job
Qualification Requirements (JQR) for a cash
collection agent.

RESPONSIBILITY FOR CASH
COLLECTION

Learning Objective: Recall the procedures
for collecting, depositing, and accounting for
cash in the retail operation.

The ship's store officer is responsible for collecting
cash from ship's store sales and depositing it with the
disbursing officer. The supply officer provides
guidance, usually in supply department instructions,
for collecting cash. These instructions supplement the
procedures contained in both the NAVSUP P-487 and
DOD 7000.14R DoD Financial Management
Regulation, Volume 5. The ship's store officer makes
sure that everyone involved in cash collection
understands the instructions on cash collection by
requiring them to read and sign the supply department
organizational copy.

The ship's store officer may designate someone to
be a cash collection agent. This is a formal designation
accomplished in writing, as shown in the DoD
Financial Management Regulation, Volume 5. The
cash collection agent, then, is responsible to the ship's
store officer for all cash collected. Members assigned
to the retail store, vending machine, or amusement
machine may not be cash collection agents. Although
not recommended, the ship's store recordskeeper may
be designated as the cash collection agent when
sufficient personnel are not available. However, this is
not recommended. Disbursing personnel may not be

designated as cash collection agents, even though they
may make cash collections from ship's store
operations.

CASH REGISTER TAPES (ELECTRONIC
AND PAPER)

In today’s retail operations, you may work with
different types of cash registers. Cash registers
generate two tapes—one for the customer and one to be
retained as a record of sales. Non-Electronic Point of
Sale (Non-EPOS) cash registers, used for hangar bay
sales, pier sales, and so forth, generate two paper
tapes—one is a receipt for the customers and the other
is the sales history for that register—whereas the
Electronic Point of Sale (EPOS) cash registers used in
ship’s store generate an electronic media that stores the
sales history for the day along with the paper receipt
given to the customer.

Paper Cash Register Tapes

As the cash collection agent, you will replace
paper cash register tapes in Non-EPOS outlets when it
runs out. When you remove the old detail tape, sign,
date, and give it to the ship's store officer for filing.
These tapes are held and filed later with the retained
returns.

Electronic Media Tapes

The ship’s store operator is given a “Till
Assignment Disk” at the start of each business day.
Before operating the cash register, this disk must be
imported into the Point of Sale (POS) machine.
Throughout the day, transactions made through the
register are stored in the system. At the end of the shift
or business day, the ship’s store operator or cashier
exports all stored transactions back to the Till
Assignment Disk. These actions will closeout the
register. The disk is then used to reconcile the cash
collected and ship’s store transactions for the day. This
data is stored in the ROM system until the end of the
accounting period when it is backed up and filed with
the retained returns.
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CASH REGISTER KEYS

In the ship’s store, there is one cash register key,
the key to the cash drawer, in which the operator
maintains custody. The duplicate to this key is sealed in
an envelope and locked in the sales officer’s safe. In
Non-EPOS outlets, the cash collection agent will
maintain the cash register keys that program the
selection keys and provide access to the detailed tape.

CASH COLLECTION AGENT SAFE

Cash collected must be kept in a safe that meets the
requirements indicated in DoD Financial Management
Regulation, Volume 5. You should keep collected cash
in a safe until it can be deposited with the disbursing
officer. If there is more than one cash collection agent,
each will have a separate safe. Your name, address, and
telephone number must be placed on the outside door
of the safe.

Only you will have the combination to your safe. It
should be changed once every 6 months and when you
are relieved. You may change the combination on a
more frequent basis if desired.

If you should become physically incapacitated and
unable to open your safe, the commanding officer may
order your combination be given to a designated board
of officers.

RETURNED PERSONAL CHECKS

Occasionally, a personal check, used to purchase
items from the retail store, is returned to the ship
because of insufficient funds. The ship's store officer
must reimburse the disbursing officer for the amount of
the check from the retail outlets cash register. The
check is placed in the cash register until the cash
collection agent collects it. A separate entry will be
made in the Cash Register Record (NAVSUP Form
469). The entry will substantiate the difference
between what should have been collected and the
actual amount collected. Pending the settlement of the
check, ROM treats the check as a loss of profits.
Immediate action must be taken to obtain settlement of
the check.

When the returned check is settled, the check will
be returned to the originator. The reimbursement will
be collected with cash received from sales for the day.
Again, a separate entry will be made in the Cash
Register Record, indicating the check has been settled.

When the sales officer deems the check
uncollectible, the loss will be absorbed in the gross
retail profits. Refer to the NAVSUP P-487 for
information and the responsibilities of the cash
collection agent in dealing with returned personal
checks.

CHANGE FUNDS

As discussed in the previous chapter, change funds
are typically a transaction between the retail operator
and the disbursing officer. However, on larger ships
where there are multiple outlets, the disbursing officer
with the commanding officer’s approval may choose to
advance change funds to the cash collection agent. In
this scenario, the cash collection agent (CCA) would
sign the Statement of Agent Officer’s Account (DD
Form 1081). The CCA would then distribute the
change fund to the multiple sales outlets. For more
information on change funds, refer to the chapter on
cash collections and/or the NAVSUP P-487.

Once a month, an officer other than the ship's store
officer, appointed by the commanding officer, will
audit your change fund. On completion of the audit, the
auditing officer gives a copy of the audit to the Ship’s
Store/CCA and forwards a report to the commanding
officer. The change funds are returned to the disbursing
officer in exchange for the Statement of Agent
Officer’s Account when you are relieved as collection
agent or the sales outlets have been disestablished.

RETAIL STORE CHANGE FUND

When the change fund is provided to the cash
collection agent, it is his or her responsibility to
provide the retail store with the correct amount at the
correct times. In this scenario, the cash collection agent
provides the ship's store operator with a change fund at
the beginning of each accounting period or when the
retail store is opened after being closed for 72 hours or
more. The commanding officer determines the amount
of change funds. The amount authorized is in writing
by the commanding officer, normally limited to $50.
The ship's store operator will sign a Statement of Agent
Officer’s Account (DD Form 1081) for the amount
advanced. This amount will not be registered on the
cash register. It will be kept in excess of the cash
received from sales. By the close of the business day,
the retail store operator returns the change fund—at
which time the DD Form 1081 is destroyed. If the cash
sales are not sufficient to cover the advanced change
fund, plus the change fund for the next day, the cash
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collection agent may elect to leave an amount not to
exceed $50 in the cash register overnight. If required,
$100 may be authorized by the type commander to
remain in the cash register overnight. When more than
one shift is operated in the retail store, all cash,
including change funds, is collected at the end of each
shift. On paydays and other times when the volume of
business is high, a larger change fund may be required.
Any additional amount over the limits established by
the commanding officer should be in the instructions to
the sales officer.

VENDING MACHINE CHANGE FUNDS

As the cash collection agent, you need to provide a
small change fund to the vending machine operator for
each machine. Normally the change fund for a vending
machine is $5. Although the money is placed in the
coin mechanism, the vending machine operator should
provide you with a Statement of Agent Officer’s
Account (DD Form 1081) for the amount of the change
fund. A separate DD Form 1081 is required for each
vending machine. At the time of the next collection, the
change fund is returned and the DD Form 1081
destroyed. A new change fund from cash sales received
is left in the coin mechanism. To make collections
easier, you should leave the same amount in each
machine.

CHANGE FUND SHORTAGES

If there is a shortage in a change fund, the
commanding officer may allow the custodian to cover
the shortage with personal funds. The shortage must be
resolved before making a deposit with the disbursing
officer.

Shortages in a change fund do not affect the
accountability of the disbursing officer or cash
collection agent. Change fund shortages will be taken
out of proceeds from sales before deposit with the
disbursing officer, as outlined in the DoD Financial
Management Regulation.

A notation will be made on the NAVSUP Form 469
and the NAVSUP Form 470 of the amount the change
fund was reimbursed.

If the change fund shortage is less than $250 and is
immediately liquidated, it can be handled as described
above without an official report to the Navy Exchange
Service Command (NEXCOM). If theft, fraud, or any
other dishonest act is committed or the loss exceeds
$250, an incident report must be made as per the
NAVSUP P-487.

CASH COLLECTION PROCEDURES

Cash collection procedures vary slightly
depending on whether the operation being collected is
an EPOS, Non-EPOS, or vending/amusement
machine. With the exception of vending machines, all
cash received from sales must be collected at the end of
each business day. Vending and amusement machines
are collected when sales exceed $100 a day, at least
twice a week, or as directed by the sales officer. All
cash must be collected when an inventory is performed
in order to closeout and balance the records.

EPOS Outlets

The cash collection agent and ship’s store operator
count the cash in the register and record the amount in
the Cash Register Record, NAVSUP Form 469. The
cash collection agent and retail operator sign in the
appropriate signature blocks. The ship’s store operator
will then perform an End of Till export and give the
diskette to the cash collection agent. This diskette is
imported into the back office ROM computer.
Afterwards, the cash collection agent performs an End
of Till reconciliation. During the reconciliation
process, the cash collection agent will enter the amount
collected as per the Cash Register Record, NAVSUP
Form 469, and the ROM computer will determine the
shortage or overage based on the diskette information
and the collected amount. . The sales officer will
investigate all overages and shortages of $5 or more
between system readings and cash collected and take
corrective action as appropriate. Overages and
shortages of $5 or more indicated on the NAVSUP
Form 469 will be investigated and initialed by the sales
officer as the occur.

Non-EPOS Outlets

Non-EPOS outlets in which cash registers are used
will be collected at the close of each business day. Cash
registers will be rung out and the meter reading
recorded at the end of each business day. The
difference between current days meter reading and the
previous meter reading minus the cash left in the
register for change should equal the cash collected.
The ship’s store officer will investigate any difference
of $5 or greater. Refund and over rings should be
included in the formula.

For Non-EPOS outlets, such as vending,
amusement, and phone card machines, cash collection
procedures vary depending whether you are at sea or in
port.
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INPORT-Cash will be collected Monday through
Friday and before making any repairs to the coin
mechanism or machine. If sales do not exceed $100
daily, it isn’t necessary to collect them daily. In this
case, you should collect them as directed by the sales
officer, but at least twice a week. The supply officer
will determine if the volume of business requires
collection on the weekends.

AT SEA-Cash will be collected daily and before
making any repairs to the coin mechanism or machine.
If sales do not exceed $100 daily, it isn’t necessary to
collect them daily. In this case, you should collect them
as directed by the sales officer, but no less than twice a
week.

METHODS OF COLLECTING CASH

As the collection agent on a ship with several
activities, it may be impractical for you to go to each
sales outlet at the close of each business day to make
collections. Some sales outlets are operated in shifts,
open after normal working hours, or on weekends. This
makes it difficult for you to make collections. To make
things easier, you can do the following:

• Have the sales outlet operator deliver the cash.

• Use lockable moneybags for sales outlets.

• Use locked money boxes for vending machines.

• Use a night depository safe.

Delivery by the Sales Outlet Operator

When it is impractical for you to collect cash, you
may have the sales outlet operator deliver the cash from
sales at the end of the business day. The sales outlet
operator uses moneybags to deliver the cash.

Moneybags

When it is impractical for you to collect cash after
working hours or on weekends, have the operators use
numbered moneybags to bring cash and change funds
from their registers to you. At the time of issue, log a
moneybag to each operator on a locally developed log.
The log should have the date, time, moneybag number,
and signature of the person receiving and issuing the
moneybag.

After working hours, the duty supply officer or
another commissioned officer keeps the moneybag
log. After closing, the sales outlet operator puts the
cash received and the change fund in the moneybag and

locks it. Each moneybag has two keys. The sales outlet
operator keeps one key; the other is sealed in an
envelope in the sales officer's safe. The sales outlet
operator delivers the moneybag to the duty supply
officer or designated commissioned officer, and both
sign the moneybag log for receipt and delivery. During
this process the officer receiving the moneybag does
not count the money. The next day, the sales outlet
operator opens the moneybag, the cash collection
agent collects cash and both sign appropriate signature
blocks.

Night Depository Safe

When it is not practical for the cash collection
agent to collect cash, you may use a night depository
safe.

The safe is secured with both a key and a
combination lock. The holder of the key does not know
the combination to the lock. The person with the
combination to the lock will not have the keys to the
safe. A spare key is kept in a sealed envelope in the
sales officer’s safe.

The person appointed as a key holder keeps a
locally developed log. Each time the night depository
safe is opened, a record of the date, the time, and the
signature of both the key holder and the person having
the combination to the safe are made.

Procedures for use of the night depository box are
simple. Sales outlet operators put their moneybags or
locked money boxes into the safe. The next workday
the night depository safe is opened, and the cash is
collected.

VENDING MACHINE COIN BOX

The coin box, installed in vending machines, may
be either the self-locking type or a key or keyless
combination lock. For money boxes that are not
self-locking, the cash collection agent will have access
to the money in the coin box and will not be given to the
vending machine operator.

Self-locking money boxes, installed in vending
machines, usually have two sets of keys. One set locks
the box into the machine and the other locks the money
box. The vending machine operator holds the key
locking the money box into the machine. The person
making the collections holds the key opening the box.
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Using Self-Locking Money Coin Boxes

Combination or key-type locks are not required to
secure a self-locking coin box. The cash collection
agent issues the coin boxes to the vending machine
operator. Before the coin box is issued, the box is
numbered on the outside for easy identification and the
lock opening sealed with a numbered car seal. The car
seal number is recorded in the unused column of the
Cash Register Record, NAVSUP Form 469.

When it is impractical for the person making
collections to collect the cash, vending machine
operators may deliver their money boxes. When they
do this, they should record the meter reading or
compute the units sold, remove the money box, and
replace it with another. Then they deliver the money
boxes to the person making the cash collections. Using
this method, the cash collection agent should verify the
meter reading at least twice a week.

Optional Procedures

There may be times when the ship's store officer or
the cash collection agent is not available to accept
vending machine money boxes. In this case, one of two
things can be done. Place the money box in a night
depository safe or turn the locked money box and
meter reading over to the supply department duty
officer or another commissioned duty officer for
safekeeping. When the second method is used, the
person receiving the money box will keep a money box
log. Each time the vending machine operator delivers
or receives a money box from the duty officer, an entry
is made in the log and signed by each person. When the
money box is turned in, the duty officer will keep the
money box in a safe place. The next day the vending
machine operator will pick up the money box and the
cash will be collected and compared to the meter
reading.

Night Deposits

Night deposits may be required if the person
making collections is not available on weekends or
after working hours. The collection agent has the
following options:

• Deposit the money box in the night depository
safe as discussed earlier.

• Turn the money box over to the duty supply
officer or another commissioned officer.

When using the second option, develop a log like the
example in table 6-1.

The duty officer maintains the log. Each time a
money box is received or delivered, an entry will be
logged and signed by both persons. The next workday,
the cash will be collected and compared to the meter
reading.

End of Till Process

This pertains to EPOS outlets. At the beginning of
each business day, the retail store operator is given a till
assignment disk. Depending on your ship, the cash
collection agent, records keeper, or sales officer will
conduct the till assignment. This disk contains
important data, such as price changes, UPC updates,
and any new items received. The person assigning the
till can set parameters for the maximum amount of cash
a register should contain at any given time. Once this
threshold is reached, the ROM system will issue a
message to the cashier to make a cash drop with the
cash collection agent. Before each business day, the
retail store operator will import this diskette, which
updates the database in the ship’s store cash register
computer.

At the end of the business day, the retail operator
will conduct an End of Till operation to the Till
Assignment disk. This disk, along with the cash from
sales, will be delivered to the cash collection agent at
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1. Date/time

2. No. of Money Box

3. No. of car seal installed over opening

4. Signature of vending machine operator

5. Meter reading or number of units sold

6. Signature of duty supply or commissioned
officer

Table 6-1.—Sample Night Deposit Log



the end of each business day. The cash collection agent
will verify the cash and conduct an End of Till import
and reconciliation to reconcile the collection.

Q1. Disbursing Clerks can make cash collections
from vending machines. (True or False)

Q2. In a ship’s store using a EPOS cash register,
who maintains custody of the original cash
register key?

Q3. Who besides the CCA should have access to
his or her safe?

Q4. Upon settlement of a returned check, who gets
the original check?

Q5. When a check is deemed uncollectible, how is
the loss absorbed?

Q6. What form is used to account for the change
fund that is advanced to the CCA?

Q7. Vending machines should be collected daily if
sales exceed what specific dollar amount?

Q8. During the collection of the ship’s store, a
$4.85 shortage occurs. What, if any, action
should be taken?

Q9. During what process does ROM determine
whether the ship’s store is short or over?

Q10. When the collection method of the vending
machine operator delivering the money box to
the CCA is being used, how often should the
CCA verify meter readings?

ACCOUNTING FOR CASH
COLLECTED

Learning Objective: Recall the documenta-
tion, requirements, and procedures to properly
account for cash collected from retail outlets.

Cash collected from the sales outlets must be
accurately recorded for accounting purposes. The
Cash Register Record (NAVSUP Form 469) or Cash
Register Record sheets provided in the ROM resource
disk are used for this purpose.

CASH REGISTER RECORD, NAVSUP
FORM 469

The person making collections keeps the Cash
Register Record, NAVSUP Form 469. A separate page
in the Cash Register Record is used for each sales
outlet. At the end of each business day, the cash
collected from sales is recorded in the Cash Register
Record. Bulk sales and dishonored checks are also
accounted for in this record, as shown in figure 6-1.
The sales officer should review this record at least
twice a week.

The amount collected from each sale outlet is
entered in ROM and is reported on the ROM
C02/C03/C04 Report. The sales officer will
compare amounts on this report with the amounts
entered on the NAVSUP Form 469 at least once a
week. Refer to the NAVSUP P-487 for detailed
procedures and requirements for using the Cash
Register Record.

CLOSEOUT OF THE NAVSUP
FORM 469

At the end of each month, the Cash Register
Record (NAVSUP Form 469) is closed out. The
total cash collected during the month must equal
the total figure reported on the NAVSUP Form 469
and the ROM system for the month. The sales officer
and cash collection agent will do a monthly review of
the NAVSUP Form 469 at the time of closeout.
Closeout varies slightly for Non-EPOS and EPOS
outlets.

Non-EPOS Closeout

The final register reading minus the beginning
register reading, plus the total "over (column)," minus
the total "under (column)" equals your total amount in
figures. If this figure does not agree, go back and check
all computations for over and under by subtracting
register readings until you can find the error. Take the
total actual cash in the register and subtract the total cash
left for change and you should arrive at the total amount
in figures. If it does not match, you probably added your
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Cash Left for Change column incorrectly. For

Non-EPOS closeout, refer to figure 6-2.

EPOS Closeout

For EPOS outlets, simply add all columns and
enter the totals in the appropriate columns, as shown in
figure 6-3. Both outlet operator and the cash collection
agent will sign the total lines.

DAILY REVIEW OF THE CASH REGISTER
RECORD, NAVSUP FORM 469

A collection agent should remember that a
thorough daily review of the NAVSUP Form 469
would eliminate most problems incurred during
monthly review. When doing your daily review for
Non-EPOS outlets, take the register reading, subtract
the register reading from the previous day, minus cash
left in the register, minus any over rings or refunds, and
this should equal the cash collected from sales for the
current day. If it does not equal the cash in the register,
you have an overage or a shortage. For EPOS outlets,
double-check to ensure you transcribe the number into
the book correctly.

ACCOUNTING FOR MONEY IN THE
DOLLAR BILL CHANGER

The ship's store officer or cash collection agent is
responsible for the dollar bill changer. The disbursing
officer provides a change fund of up to $400 on ships
with less than 700 people to the person making
collections. On ships with more than 700 people, the
change fund may be up to $800. The dollar bill changer
should be checked daily and refilled as necessary. As
cash collection agent, you will completely empty and
count the machine once a week to validate the change
fund.

A separate Cash Register Record, NAVSUP Form
469, is used for dollar bill changers to record
transactions and validate the accuracy of the change
fund each time the machine is opened and refilled. The
person responsible for the dollar bill changer has
custody of the NAVSUP Form 469. Enter the dollar
bills collected from the machine in the Cash in Register
column. Write any overages or shortages in the Over or
Under columns and write the amount of coins placed
into the machine after collection in the Register for
Change column. Any shortages that exist in the change
fund should be handled as per the NAVSUP P-487.

Q11. Who maintains the Cash Register Record?

Q12. On a ship with two candy machines, a ship’s
store, and two canned drink vending
machines, what total number of pages in the
Cash Register Record should be used during a
one-month period?

Q13. The sales officer should review the ROM
C02/C03/C04 Report at least how often?

Q14. What formula should you use to conduct a
daily audit of a Non-EPOS outlet’s Cash
Register Record?

Q15. On a ship with a complement of 350
personnel, what is the maximum change fund
allowed for the dollar bill changer?

DEPOSITS WITH THE DISBURSING
OFFICER

Learning Objective: Recall the proper
procedures and documentation associated
with depositing money with disbursing.

Cash received from sales is deposited daily with
the disbursing officer. In the absence of the disbursing
officer deputy, or agent cashier, all cash on hand
(except the money left overnight in the cash register)
should be kept in a safe under the custody of the ship's
store officer or cash collection agent. The signature of
the disbursing officer, deputy, or agent cashier is
obtained on the Cash Receipt Book (NAVSUP Form
470) for all deposits. The person making the deposits
retains the NAVSUP Form 470. A NAVSUP Form 470
does not have to be used if the ship's store officer is
both cash collection agent and the disbursing officer.
Total deposits made during the month must equal the
total receipts from sales. The ship's store officer should
make sure that all cash from sales, including change
funds, is collected at the end of the month and that the
total amount of cash collected and turned over to the
disbursing officer equals the amount entered in ROM.

REVIEW BY THE SHIP'S STORE
OFFICER

The ship's store officer reviews all entries, checks
amounts deposited with the disbursing officer, and
initials all entries in both the NAVSUP Forms 469 and
470 to indicate they have been checked including days
closed for weekends and holidays. This review should
occur on a daily basis, but no less often then twice a
week. The ship's store officer will additionally check to
make sure cash collections are entered accurately in
ROM.
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CASH SALES INVOICE

A Memorandum Cash Sales Invoice Deposit of
Cash with the disbursing officer (DD Form 1149) is
prepared monthly to substantiate cash receipts from
sales. It is also prepared when the ship's store officer or
disbursing officer is relieved or when cash is deposited
with a different disbursing officer. Any time a cash
sales invoice is prepared, the ship's store officer
verifies the NAVSUP Forms 469 and 470 to make sure
figures on the cash sales invoice match the figures on

the NAVSUP Forms 469 and 470 and the figures
entered in ROM.

The cash sales invoice is normally prepared by the
ship's store records keeper for signing by the ship’s
store officer and disbursing officer. The ROM system
automatically totals cash collections and prints the DD
Form 1149 when required.

Figure 6-4 is an example of a cash sales invoice.
Look at the figure and study each entry. The amount of
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cash from retail sales includes cash collected for the
month from retail stores and vending machines other
than drink vending machines, such as candy, cookie,
and cigarette. Cash collected from drink vending
machine sales is the actual cash collected from
drink vending machine sales. Cash from bulk sales
is the total cash collected from bulk sales. Cash
collected from amusement machines includes all
cash col lec ted f rom amusement machines .
Contributions and service charges include the total
amount of funds received from contributions to ship's
store profits.

COMMON CASH COLLECTION
ERRORS

Most errors made in cash collection are because of
improper cash collection procedures. Since the cash
and receipts should always balance, there is no room
for errors in cash collection.

The Navy audit service has found in audits of ships
afloat that cash collection agents did not always
accurately collect and record cash collections.
The following are common errors made in cash
collection:

• Cash is not collected at the end of each business
day except as authorized in the NAVSUP P-487.

• Cash, including the change fund, is not collected
from the retail store before being closed for a
period of more than 72 hours.

• Entries are not closed out or compared on the
Cash Register Record, NAVSUP Form 469, and
the Cash Receipt Book, NAVSUP Form 470,
with the Cash Sales Invoice, EPOS Cash
Over/Short Detailed Report, and Cash
Over/Short Summary Report.

• Cash collections from the sales outlets are not
safeguarded.

• Over ring/refund vouchers are not recorded
accurately in the Cash Register Record,
NAVSUP Form 469.

• Collections are not deposited with the disbursing
officer daily.

• Register readings are not being taken.

• Sales outlet operators are not present during
collection and counting of monies.

• Cash from group sales is collected directly by the
cash collection agent and not processed through
the cash register as required.

• Change funds are issued without receiving a
receipt.

• Shortages or overages in excess of $5 noted in
the Cash Register Record, NAVSUP Form 469,
were not initialed by the ship's store officer.

• Ship's store officers did not review the
cashbooks a minimum of twice weekly.

• Refund policy not adhered to.

• Cash collection figures entered in the ROM are
not compared with the total cash collected as
reported on the NAVSUP Form 469.

• Failure to conduct daily End of Till Imports and
Reconciliation.

Q16. How often should cash from sales be
deposited with disbursing?

Q17. The person in disbursing accepting the cash
should sign what document as proof of
acceptance?

Q18. When auditing deposit records, what three
documents should balance against (equal)
one another?

Q19. What is the most common cause for cash
collection errors?
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SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 6

A1. True

A2. Ship’s store operator

A3. No one

A4. Originator

A5. Through ship’s store profits

A6. Statement of Agent Officer’s Account (DD
Form 1081)

A7. $100

A8. None

A9. End of Till reconciliation

A10. Twice a week

A11. CCA

A12. Five

A13. Once a week

A14. Take the register reading, subtract the register
reading from the previous day, minus cash left
in the register, minus any over rings or
refunds, and this should equal the cash
collected from sales for the current day

A15. $400

A16. Daily

A17. Cash Receipt Book (NAVSUP Form 470)

A18. Cash Sales Invoice, NAVSUP Form 469, and
470

A19. Improper cash collection procedures
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CHAPTER 7

APPROPRIATION AND FUNDS

INTRODUCTION

Each year the Navy must have billions of dollars to
carry out its mission in the Department of Defense.
This money comes from the taxpayers of the United
States as determined by Congress. The Navy must keep
accounts to show the receipt and expenditure of public
funds; the amount of government money, materials,
and property on hand; and the cost of all operations.

This chapter explains how the Navy gets its money
and the system used to account for it. It is necessary
that you understand this in order to perform your duties
in the area of procurement, the expenditures of stores,
and the preparation of the returns. This chapter is
two-part; the first is on how the Navy gets its money,
and the second is on the symbols and devices used to
account for it.

APPROPRIATIONS

Learning Objective: Recall the different
types of appropriations that are associated
with the ship’s store operation.

An appropriation is an authorization by an Act of
Congress to incur obligations for a specified time and
purpose and to make payments therefore out of the
Treasury. It is in this form that the Navy receives
money to pay for ships and the cost of their operation
and maintenance, the cost of training and pay of the
officers and enlisted personnel who operate them, and
the money to operate the shore establishment needed to
support the fleets.

ACCOUNTING PERIOD

The account ing per iod as i t appl ies to
appropriations is the fiscal year. The federal fiscal year
differs from the calendar year in that it begins on 1
October and ends on the following 30 September. The
fiscal year is designated by the calendar year in which
it ends. Thus the fiscal year 2004 begins on 1 October
2003 and ends on 30 September 2004.

In the ship’s store, the fiscal year is broken down
into three accounting periods: 1 October through 31

January, 1 February through 31 May, and 1 June
through 30 September. At the end of each accounting
period, we submit our financial reports (returns) to
Defense Financial and Accounting Service.

TYPES OF APPROPRIATIONS

Three types of appropriations may be used in the
Navy, depending upon the purpose for which they are
issued. Most appropriations are for one fiscal year and
are used to finance the normal operating cost of the
Navy. Other types may be granted without a time
limitation or for a specific period of time that is more
than one year.

Annual Appropriations

Annual appropriations generally cover the current
operating and maintenance expenses of the Navy. They
become available at the beginning of the fiscal year
stated in the appropriation act. From that time on
throughout the fiscal year, they may be either directly
expended or obligated. An obligation occurs when an
order is placed, a contract is awarded, a service is
received, or similar transactions are entered into during
a given period requiring future payment of money in an
agreed amount.

After the end of the fiscal year, obligated funds
remain available for the payment of such obligation for
six years thereafter.

Continuing Appropriations

Continuing appropriations support programs that
have indefinite completion dates. Typical examples are
the fo l lowing: sh ipbui ld ing , publ ic works
construction, and research and development. This
money is available at the beginning of the fiscal year or
earlier, if so stated in the appropriation act. These
appropriations are available until used up or until the
Navy accomplishes the purpose for which they were
made. At this time, or at a time set by Congress, any
obligated balance remaining is transferred to the
successor account.
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An appropriat ion for building a nuclear
submarine, which takes several years, is continuing; it
is good until the submarine is completed.

Multiple-Year Appropriations

Multiple-year appropriations are available for
incurring obligations during a definite period in excess
of one fiscal year as specified in the appropriation act.
This type of appropriation can be used to finance
projects that extend for a period two or more years and
by their nature require a large amount of advance
planning.

Q1. What are the ending dates of each accounting
period?

Q2. What appropriation is good until the project is
completed?

FUNDS

Learning Objective: Recall the different
types of funds that are associated with the
ship’s store operation.

Funds fill a very important need in financing the
day-to-day operations of the Navy. A fund, as used in
connection with appropriations, is a sum of money or
other resources, usually segregated, to be expended or
used for specified purposes. Funds differ from
appropriations in that they are usually permanent in
nature and do not expire unless Congress revokes
them. The Navy commonly uses three types of funds:
(1) revolving, (2) general, and (3) trust. In the
following sections, let’s take a look at each of these
funds.

REVOLVING FUND

A revolving fund is established to provide working
capital. Money is paid out to procure materials and
services and is reimbursed when these materials and/or
services are received/sold. The amount of the fund may
be in the form of cash, inventory, receivables, or other
assets. An example of a revolving fund is the Navy
Working Capital Fund (NWCF), which is used to
purchase and maintain stocks of common supply items
required for the operation of the Navy.

Navy Working Capital Fund

The Defense Working Capital Fund, formerly
known as Defense Business Operations Fund (DBOF),

is a revolving industrial fund for a large number of
defense support functions. It uses business-like cost
accounting to determine the total cost of the business
activity. The Defense Working Capital Fund is made
up of the Army Working Capital Fund, the Navy
Working Capital Fund, the Air Force Working Capital
Fund, and the Defense-Wide Working Capital Fund.
Of course, the one that you will be most concerned with
is the Navy Working Capital Fund (NWCF). It is not
practical for each activity of the Navy to purchase all of
its requirements directly from the commercial
suppliers using its operating money. It is for this reason
that the NWCF exists—to provide the necessary
capital to finance the purchase and maintenance of
stocks of common supply items required for support
and operation of the Navy. Basic capital for the NWCF
is made available from Congress in much the same
manner as appropriations. The total value of the
NWCF is reviewed annually and adjusted to meet
current requirements.

NWCF fulfills its role as a revolving account by
purchasing designated supplies/services for
commercial sources and then selling them. These
supplies/services may be sold to a specific
appropriation or for cash. The nature of the item
determines when the NWCF is to be reimbursed. For
services at the shipboard level, the NWCF is
reimbursed when the service is received. The NWCF is
reimbursed for supplies when they are SOLD,
ISSUED, or SURVEYED. While these supplies are
being held (waiting to be “sold”), they are in the Navy
Stock Account (NSA).

Navy Stock Account

The Navy Stock Account (NSA) is an inventory
account and an integral part of the NWCF. It serves as
the “holding account” for NWCF procured supplies
before their sale thus, the total value of the NWCF
consists of money plus supplies in the NSA. The NSA
is also used by NAVSUP as the accounting device to
account for and control the expenditure of the NWCF
funds.

NWCF/NSA in Operation

The following steps cover the operation of the
Navy Working Capital Fund and the Navy Stock
Account in the procurement of ship’s store stock from
commercial suppliers. As you read the steps, follow the
illustration in figure 7-1.
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1. A ship desiring supplies submits a purchase
order to a commercial supplier citing NWCF
funds.

2. The supplier delivers the supplies to the
ship where they are held in the Navy Stock
Account.

3. The supplier submits an invoice (bill) to the ship
and to Defense Finance and Accounting Service
(DFAS).

4. The bill is paid by DFAS.

5. The ship notifies DFAS (through financial
returns) that the supplies are being held in NSA
or that they have been sold.

6. DFAS reimburses the NWCF if the supplies
were sold or indicates that the supplies are being
held in the NSA.

GENERAL FUND

The general fund of the Treasury is the fund into
which all receipts of the United States Government are
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deposited, except those from specific sources required
by law to be deposited into other designated funds.
Appropriations from the general fund are made by
Congress to carry on the general and ordinary
operations of the government.

Trust Fund

A trust fund is used to deposit amounts received or
appropriated and held in trust according to an
agreement or a legislative act. These amounts may only
be used or expended according to the terms of the trust
or act. An example of a trust fund is Ship’s Store
Profits, Navy (SSPN). Profits from the ship’s store are
held in this account and may only be used for
authorized expenses of the ship’s store and the welfare
and recreation of Navy personnel.

SSPN, Trust Fund

The SSPN is a trust fund for providing recreation
and entertainment for enlisted personnel. The fund is
credited with net profits derived from sales in the ship’s
stores and with contributions made to the fund by
organizations, individuals, and others. It is charged
with expenditures for the recreation and amusement of
the enlisted personnel of the Navy. In actual
operations, the SSPN works in the following manner:
Merchandise for sale in the ship’s store are purchased
by the Navy Working Capital Fund (NWCF) and held
in the Navy Stock Account (NSA). When they are sold,
the NWCF is reimbursed for their cost, and the profits
go into the Ship’s Store Profits, Navy (SSPN) fund.

Ship’s Store Profits, Navy, General Fund

The Ship’s Store Profits, Navy, General Fund is
maintained by the Naval Supply System Command
(NAVSUPSYSCOM). Income for the General Fund
comes from the following sources:

• Assessment on the cash received from total sales
by individual stores

• Balance of ship’s store profits after the loss or the
decommissioning of a ship

A percentage of the total retail sales is assessed
based on crew size of the individual ship. The following
table shows what percentage is assessed based on the
ship’s authorized billets according to the manpower
authorization document OPNAV 1000/2.

Billets Authorized Total Assessment

1,500 or more 5.5% of retail sales

500 to 1,499 5.0% of retail sales

Less than 500 0.5% of retail sales

Of the total assessment received from all ships, only .5
percent of the retail sales are allocated to SSPN, General
Fund, Local, which goes to NEXCOM (Ship’s Store
Program). This is reported on C14A of NAVCOMPT
153. The remainder of the assessment is allocated to
SSPN, General Fund, BUPERS. This allocation goes to
the Chief of Naval Personnel for the recreation of naval
personnel, which is reported on C14B.

The Naval Supply Sys tem Command
(NAVSUPSYSCOM) has authorized Navy Exchange
Command (NEXCOM) (Ship’s Store Program) to
charge the Ship’s Store Profits, Navy, General Fund for
the following:

• Purchase of vending machines, coin changers,
coin counters/sorters, and dollar bill changers

• Markdowns if the profits of the individual ship’s
store are not adequate to absorb the cost of the
material marked down

• Loans and non-reimbursable grants

• Improvements to ship’s store facilities

• Disbursement to the Chief of Naval Personnel
for the recreation of the naval personnel
according to the provisions of 10 U.S. Code
7604

• Reimbursement to Navy exchanges for losses
suffered in transactions in which Navy
exchanges have purchased merchandise from
ship’s stores upon disestablishment of the ship’s
store, such as losses due to deterioration, hidden
damage, or short pack (each case will be decided
on its own merit)

• Travel and miscellaneous expenditures for
NEXCOM (Ship’s Store Program), Fleet
Assistance Team, and fleet personnel to support
ship’s store personnel

• Cost of catalogs, printing, and display
materials/assistance used by the ship’s stores in
the conduct of business
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Q3. What type of fund is used to buy ship’s store
merchandise?

Q4. What is the holding account for NWCF
procured supplies?

ACCOUNTING CLASSIFICATION
SYSTEM

Learning Objective: Identify the elements of
the accounting classification system.

In the receipt and expenditure of funds, the how
and why of such an expenditure must be a matter of
public record and, if necessary, justified. This is
accomplished by the accounting classification system.
The purpose of the system is to classify expenditures as
to their type or purpose and to designate the activity
responsible for recording and maintaining official
records of these expenditures.

The accounting classification system comprises
the appropriation or fund, the functional account
numbers, the unit identification codes, the bureau
control numbers, the transaction-type codes, the
authorization accounting activity, the property
accounting activity, and the cost code.

Figure 7-2 shows what each element signifies and
an explanation of all the elements that make up the

accounting classification system. Each element is
explained in the following paragraphs. Study the
discussion of the system very carefully, for it will be
your responsibility to use the proper classification on
procurement and expenditure documents prepared by
you.

APPROPRIATION OR FUND

In every accounting classification code, the first
element represents the appropriation or fund. (Refer to
number 1 on the left side of fig. 7-2.) The appropriation
or fund indicates the legal source of each transaction.
The appropriation code will consist of seven
alphanumeric characters. The first two digits in our
example are 1 and 7, or 17, which represents the
Department of the Navy. The number 97 in the same
position identifies the Department of Defense. The
third digit is the letter X, meaning the appropriation is a
continuing appropriation. The next four digits (8723)
indicate the type of appropriation. In the case of a fund,
these four digits would indicate the type of
appropriation and the particular type of fund used
within that appropriation. In the example, 8723 is the
symbol assigned by the Treasury Department to
identify SSPN.
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SUBHEAD

The second element of the accounting code
(indicated as number 2 in fig. 7-2) is the subhead. This
element identifies the charges (or credits) to the
appropriation or fund (indicated in element 1) for that
particular transaction. The subhead consists of four
characters. The first two characters identify the
administering office (23=NAVSUP). The last two
characters identify the purpose of the subhead
(01=Contributions to the Navy).

OBJECT CLASS

The object class is the third element (refer to
number 3 in fig. 7-2). It consists of three digits. The
object class designates the nature of the services,
article, or other items involved.

BUREAU CONTROL NUMBER

The fourth element is the bureau control number.
As shown in figure 7-2 (number 4), the bureau control
number consists of five digits and represents the
allotment authorization number. All funds within an
appropriation account to be used for commitments,
obligations, and expenditures are issued through
allotments. The first two digits designate the budget
project and the last three designate the allotment
number. 21001 is the one that you will be concerned
with. This number authorizes the commanding officer
of your ship to cite NWCF for the purchase of stocks
for the ship’s store.

SUBALLOTMENT

The suballotment is the fifth element (number 5 in
fig. 7-2). It further subdivides the allotment. It is one
character that can be alpha or numeric.

AUTHORIZATION ACCOUNTING
ACTIVITY

As shown in figure 7-2, the Authorization
Accounting Activity (AAA) is the sixth element. It is

the UIC of the activity that performs the accounting for
an allotment/fund. In connection with ship’s
store operations, the AAA is 000250, the UIC of
NEXCOM.

TRANSACTION TYPE

The seventh element, transaction type code, is
identified by a two-character code to permit processing
stores account purchases by machines. The codes and
an explanation of their use in the ship’s store operation
are as follows:

• 7C—Purchase of stock for ship’s store
chargeable to NWCF

• 1J—Transferring stores from General Mess to
the ship’s store and vice versa

• 7J—Purchase of NSA material by ships and
chargeable to the NWCF

• 2I—Payments chargeable to SSPN for the
transfer of funds to the welfare and recreation
fund and charges for repairs or services to ship’s
store material or equipment

In some cases, the functional account number,
discussed later in this chapter, may serve the same
purpose as the transaction type code.

PROPERTY ACCOUNTING
ACTIVITY

The eighth element consists of the property
accounting activity. This digit element shown in
figure 7-2 is the activity designated to take up that
property in a stores account and is indicated by the
ship’s UIC.

So far, we have discussed how the Navy gets its
money and explained the classification system used to
account for it. While receipt of the money and
accounting for it generally occur at an activity above the
shipboard level, you, as an SH aboard ship, will have the
responsibility of ensuring that the necessary accounting
elements are included on procurement and expenditure
documents.
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FUNCTIONAL ACCOUNTS

Functional account numbers classify transactions
to the use for which the transactions were made.
Functional account numbers will often not be evident
in the accounting classification code, but will appear as
part of the cost code. They are used as reference
numbers to determine the content of certain accounts
used in various reports. This provides a detailed
analysis of the cost of maintaining and operating the
Navy.

Numbering System

Each functional account has five digits. The
combination of numbers identifies each expenditure as
to major heading, subdivision within the major
heading, and purpose or type. The first digit of each
account number indicates the major heading for six
major series of functional account numbers.

Major Series

The six major series are as follows:

1—Naval vessels

4—Ashore naval activities

5—Stores

6—Store manufacturing and repairs

7—Military personnel pay, allowances, and direct
support expenses

9—Miscellaneous, assets, liability, income, and
expense accounts

Second Series

The second series of the functional account
number is combined with the first digit to designate the
heading for the secondary series of account numbers.
As they apply to an SH, the following is an example of
the most widely used combination.

• 13—Consumables supplies not classified as
equipage and miscellaneous services furnished
to naval vessels

• 16—Repair parts and repair parts sets not
classified as equipage

• 51—Navy Stock Account (NSA)

• 75—Other military expenses not chargeable to

military pay appropriations

• 98—Accounts receivable, accounts payable, and

clearing accounts expenditures

• 99—Losses in stores and miscellaneous

expenditures

Purpose and Type

The remaining three digits of the functional

account number provide a further breakdown by

purpose or type of expenditure. The following

functional account numbers are ones you are most

likely to come across in ship’s store operations:

13000—Consumable supplies, used for receipt or

transfer from General Stores material, such as

padlocks, flashlight, and so forth

51000—Cited on NSA financial inventory reports

and related documents prepared for issues and

transfers between supply officers

73170—Subsistence items issued to the General

Mess, used for receipt or transfer from the food service

officer

75400—Expenses of operation charged to SSPN

75401—Transfer from SSPN to welfare and

recreation fund

98074—NWCF cash sales from ship’s stores

99250—Military personnel claims for damage to

personal property, used on laundry claims

Q5. What functional account number signifies the
Navy Stock Account?

Q6. What number signi fies the Defense
Department in the appropriation?

Q7. For purchases of ship’s store stock, you should
use what transaction-type code?

Q8. The letter ”X” signifies what type of
appropriation?

Q9. The two digits “17” in an appropriation
identifies what organization?
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SHIP'S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 7

A1. 31 January, 31 May, 30 September

A2. Continuing appropriation

A3. Navy Working Capital Fund

A4. Navy Stock Account

A5. 51000

A6. 97

A7. 7C

A8. Indefinite

A9. Department of the Navy
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CHAPTER 8

PROCUREMENT

INTRODUCTION

The ability of your ship's store to meet the needs of
the crew largely depends on how well you manage
stock control operations. To maintain effective stock
control, you should review inventory control records
and make scheduled reviews of stock and stock records
monthly. Effective stock control is important because
the ship's store does not have an unlimited amount of
money to invest in stock. Excess stock wastes valuable
storeroom space and ties up money that could be used
for new merchandise. Frequently, excess stock results
in decreased sales. However, if an adequate supply of
material is not in stock, there will be a decrease in sales.
There is an optimum stock level that will minimize loss
of sales resulting from these problems.

STOCK CONTROL

Learning Objective: Recall the methods
available to assist in better stock management.

The importance of effective stock control is best
understood by knowing how the flow of money and
materials in the Navy resell system affects your ship's
store afloat. The following diagram represents the
system.

The cycle begins with WORKING CAPITAL
(Navy Working Capital Fund money) that is used to
procure ship's store stock. PROCUREMENT of ship's
store stock determines the amount of INVENTORY.
SALES of ship's store stock replenish your
WORKING CAPITAL. In addition to replenishing
WORKING CAPITAL, SALES also generate
PROFITS. PROFITS are determined by the markup
over cost for items sold in the ship's store.

As a ship's store manager, the optimum stock level
is an anticipated 90-day supply of stock. If you exceed
this level, you are tying up too much Navy Working
Capital Funds (NWCF) money in your ship's store
inventories. The amount of NWCF money allocated
for ship's store inventory is not unlimited. Keep this in
mind as you go about operating and managing your
store. On the other hand, failure to maintain sufficient
stocks on board will ultimately result in decreased
profit.

STOCK TURN

Stock turn is the movement of stock through the
ship’s store. Stock is moved by expending it from the
ship’s store through sales, transfers, issues, surveys,
and reduction in selling price of an item (cumulative
expenditures) . Stock turn is based on your
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sales-to-stock ratio. A sale-to-stock ratio is the degree
of your efficiency in maintaining an optimum stock
level over a set period of time. In other words, a 90-day
supply of stock should "turn over" 1 1/3 times in a
4-month accounting period. To determine your ratio,
divide cumulative expenditures for the number of
months covered by the beginning inventory. The
following examples of sales stock ratios may help you
to understand exactly how stock turn ratios work.

CUMULATIVE
EXPENDITURES

BEGINNING
INVENTORY

STOCK TURN

$8,000 $6,000 1.33

7,400 6,200 1.19

16,000 10,400 1.54

Now, take another look at the resell cycle diagram.
Remember that the opt imum stock level
(INVENTORY) is defined as a 90-day supply of stock.
The minimum rate at which this stock level
(INVENTORY) should be turned over by SALES is
defined as a ratio of 1.33 to 1. If a ratio of 1.33 to 1 or
above is maintained, then sufficient WORKING
CAPITAL should be available to initiate additional
PROCUREMENT. Stock turn is computed dividing the
cost of sales and the total dollar value of the stock
expended (cumulative expenditures) by the beginning
inventory of the accounting period. For more details on
computing stock turn, refer to NAVSUP P-487.

MANDATORY STOCK ITEMS

These are basic items of stock that must be stocked
in every ship’s store at all times. The Merchandising
and Stocking Guide (NEXCOM Pub 81) provides a
mandatory stock plan, which shall be followed by all
ships’ stores. Mandatory stock items are either brand
name line items listed in the current Consolidated
Afloat Requisitioning Guide Overseas (CARGO),
NAVSUP Pub 4998, chapter II, or common everyday
items that all ships should stock.

BASIC STOCK LIST

Your ship may elect to list other authorized line
items on the basic stock list when they have continuing
customer demand. As previously mentioned, the basis
of every ship’s store stock assortment should be the
items listed in the CARGO. Additionally, these items
should be readily available to all ships in CONUS from
the Ship’s Store Automated Contract Bulletin (ACB).

They are also available from afloat supply ships and the
supply centers in WESTPAC.

All line items listed have a high popularity of sales
in the civilian market place and represent a cross
section of merchandise considered essential to operate
a ship’s store. These line items are the most popular
items within their categories. For example, Crest
toothpaste.

LIMITATIONS

NAVSUP P-487 prescribes qualitative and
quantitative limits on specific types of items.
Examples of some of these restrictions are discussed
below.

Qualitative Limits

You are restricted by particular qualitative limits in
your procurement of certain items, such as sunglasses,
food, books, music, and magazines. For example, you
may not procure sunglasses that might have harmful
optical properties. Also, the sunglasses you stock must
have frames made of slow-burning plastic or metal. As
for food items, you cannot sell any food in the form of
short orders. In the procurement of magazines and
music for the ship’s store, you are limited to materials
that are not considered to be obnoxious or offensive.
You can find the guidelines for judging the
acceptability of materials, such as magazines, music,
and books, in NAVSUP P-487.

Quantitative Limits

You must observe certain quantitative limits on
emblematic items (authorized items that bear your
ship’s identification, such as cigarette lighters, cups,
and stationery). Emblematic items should be coded
“E” on the stock record card to identify it as
emblematic. These items have no resale potential
outside its individual ship; so careful control and
management attention must be given to the
procurement and sale of emblematic items. Your
inventory of emblematic items should be limited to 15
percent of the total ship’s store inventory at cost value.
When emblematic inventory hits 10 percent of the total
ship’s store inventory at cost value, this should be a
warning sign, which prompts you to manage your
emblematic inventory closely. You should scrutinize
future procurement and closely watch emblematic
sales to ensure the emblematic inventory doesn’t get
unmanageable. Excesses must be identified on a
continuing basis and deep markdowns taken to
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expedite sales. The Emblematic Report, printed
through ROM, will assist you in managing your
emblematic inventory.

There are other limitations you must observe when
procuring stock for your ship’s store. As mentioned
before, authorized ship’s store stock includes any item
that is listed on any of the authorized stock list. Items
that are not authorized for ship’s store stock will
generally fall within two categories: (1) items that are
not listed on authorized stock lists and (2) items for
which procurement is strictly prohibited.

Unlisted Items

In procuring ship’s store stock, you can request
items that are not on the authorized stock list as long as
these items are not prohibited. You should submit your
requisition to NEXCOM, Ship’s Store Division.
Consult NAVSUP P-487 for the details you should
include in this request. You should remember that the
restrictions that have been imposed on you are not
intended to stifle your initiative. If you submit a
request properly, you will normally receive approval
from NEXCOM.

Prohibited Items

You are strictly prohibited from procuring certain
merchandise for your ship’s store. For example, any
items that bear the impression of U.S. currency are
prohibited merchandise. You cannot procure these
items for your ship’s store. You are also prohibited
f rom procur ing spec ia l occupat ional and
environmental clothing and textile (cog symbol 9D)
items unless you have received a written authorization
from the Commander, Naval Supply Systems
Command. In addition, you are especially prohibited
from purchasing or selling through your ship’s store
any medical items, such as drugs, remedies, vitamins,
or other similar products, for the external or internal
treatment of diseases or conditions.

INVENTORY MANAGEMENT SYSTEM

The maximum value of ship’s store stock carried
during any 1 month is directly related to the ship’s
ability to sell that material in a timely manner. The
objective of any retail store is to provide service to
customers by selling the highest quality merchandise
with minimal inventory becoming lost due to
merchandise becoming outdated or obsolete, which
would cause excessive markdowns or surveys.

Ships maximum authorized inventory levels differ,
depending on whether the ship is in CONUS or
deployed. For ships in CONUS, it is $102 per person,
and for ships deployed, it is doubled at $204 per
person. However, ships that do not achieve stock turn
goals should take immediate action to reduce inventory
level.

Since ROM and the Electronic Point of Sale
(EPOS) technology is in essence an Inventory Control
System, it has made inventory management much
easier. There are several reports that you can access
that will assist you in maintaining proper inventory
levels, procuring high demand items, identifying slow
selling items, and more.

SUPPLY DEMAND REVIEW

One of the worse things that can happen to a ship’s
store operation is to run out of merchandise that
customers want. Management’s success hinges on the
ability to keep the ship’s store stocked with
merchandise that sells. The improved technology that
ROM II and EPOS has brought to inventory
management will only be as effective as the managers
and supervisors that use the information.

To ensure the in-stock posi t ions for al l
merchandise is maintained and inventories stay within
prescribed limitations, you must conduct a supply
demand review at least once a month. Your operation’s
success hinges on sound inventory management.
During this process, you should review all stock record
and inventory management reports to ensure the
in-stock positions for all merchandise is maintained
and inventories stay within prescribed limitations. In a
ship’s store afloat, this can become very challenging
because your re-supplier isn’t always a phone call
away. However, based on ROM’s ability to track sales
history, the reordering of the required line items is
simple. ROM’s Smart Re-order ability makes
recommendations based on the sales history for either
in port, at sea, local operations, or deployed time
periods. Figure 8-1 shows the ROM Re-order screen.
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The records keeper sets the parameters on the
re-ordering screen based on experience and ship’s
schedule. Once the parameters are set, ROM will
calculate giving you the minimum and maximum
levels as well as the average daily sales of each line
item, as shown in figure 8-2. In addition, ROM
recommends at what stock level you should reorder.
After you calculate on the re-ordering screen, the sales
officer or LCPO can review what the system has
sugges ted for re-order on the Re-order
Recommendation Report (fig. 8-3). The sales officer
should review this report at least monthly as part of the
supply demand review. Ordering and shipping time
will always be a major factor to consider.

There are several other reports that should be part
of the supply demand review. In the following
paragraphs, we will discuss the importance of these
reports.

Emblematic Listing Report

This report will assist you in tracking your
emblematic inventory levels. It lists all emblematic
items coded with “E” on the stock record card to
provide a quick view of your emblematic inventory
currently on hand. The report includes current cost,
extended cost, current retail, extended retail and is
compiled in stock number order by store number.
When auditing this report, you should ensure that all
emblematic items are listed.

Sales Ranking Report

Knowing what your moneymaking products are
will help answer several stock management questions
for you. There are two sales ranking reports.

SALES RANKING BY DOLLAR.—This report
consolidates and lists all sales quantities for the
accounting period and ranks the top selling items
according to the dollars generated.

SALES RANKING BY QUANTITY.—This
report consolidates and lists all sales quantities for the

accounting period and ranks the top selling items
according to quantity sold.

Both reports are printed by department code.
These reports tell you what your customers’desires are
and what are your slow selling items; this is essential
information to manage your ship’s store operation
properly.

Stock Record Listing Report

The Stock Record Listing Report lists all the stock
items and current book inventory quantities on hand.
The data are updated after each End of Till
reconciliation. This report is arranged by store number
and then by stock number order. You should use the
Stock Record Listing to check quantities on hand in
each store to determine if a breakout is needed or if
additional stock needs to be procured.

Stock Turn Report

The Stock Turn Report replaces the Inventory
Control Record previously used. Unlike i ts
predecessor, the Stock Turn Report shows the stock
turn ration of each line item, helping you to identify the
slow moving items. Use this report anytime to
determine your stock turn position. Remember, stock
turn should be at least .33 per month and 1.33 per
accounting period.

CREW PREFERENCE

When i t is your responsibi l i ty to order
merchandise for the ship’s store, you should always be
alert to the preference of your crewmembers. You
should frequently question the ship’s store operator as
to the over-the-counter comments of the crewmembers
concerning the ship’s store merchandise. But, you
should also informally or formally (by means of a
questionnaire) seek the opinions of the individual
crewmembers.
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NEXCOM PUBLICATION NO. 81

This publication supplements the information in

NAVSUP P-487. The quantity of the items in

NEXCOM Publication No. 81 is based on the

consumption factors of per person per month. They

were derived from the analysis of actual sales for an

8-month period for ships deployed and in port. It

includes sales data from both Atlantic and Pacific Fleet

ships. NEXCOM periodically collects consumption

data to keep the information in NEXCOM P-81

current. The data are shown in terms of support for 90

days. Use this information to determine the quantities

of the items you select to stock in your ship's store.

NEXCOM Publication No. 81 also has the

following information:

• Inventory limitations

• The five Rs of retail merchandising

• Do's and don't's of sales and sales promotion

• Popularity data for broad categories of

merchandise

• Recommended 90-day stock plans

Q1. Why is effective stock control important?

Q2. Your operation should turn over at least how
much stock each month of the accounting
period?

Q3. The basic stock list is derived from what
publication?

Q4. Restrictions that preclude you from selling
obscene magazines are what type of
limitation?

Q5. A T-shirt with a $100 bill silk screened on it
would be considered what type of
merchandise?

Q6. What report shows you the level of the
emblematic inventory?

Q7. If you wanted to check the stock turn ratio of
Chip’s Ahoy Cookies, to what document
should you refer?

Q8. You can find a consumption factor for certain
items in what publication?

PROCUREMENT IN THE
UNITED STATES

Learning Objective: Recall the various
sources available for the procurement of
ship’s store merchandise.

In the previous sections, you have read how to
determine what merchandise is authorized, how to
maintain effective stock control, and how to use
various resources to help you decide what to order.
Once you have made those decisions, your problem
then becomes one of deciding how and from what
source you should procure the merchandise desired.

As a senior Ship’s Serviceman, you will be
expected to assist the sales officer to choose the
appropriate source of procurement—the source from
which the desired merchandise will be available and
accessible. In U. S. waters, there are three primary
procurement sources for ship’s store items in the
United States. Procurement of ship's store stock is
from authorized vendors listed in the Ship’s Store
Automated Contract Bulletin (ACB) or Automated
Ship’s Store Afloat Catalog Listing (ASL). Other
supplies, such as those used in the laundry, are
procured from the nearest Federal Industrial Supply
Center (FISC).

EXCESS STOCK LISTS

Afloat commanders and NEXCOM publish lists of
excess ship's store stock available in their area. If an
item you need is on an excess list, prepare a requisition
against the list. Always try to acquire ship's store
stock from the excess stock lists before any other
methods of procurement. The procurement of excess
stock is accomplished as a transfer between supply
officers at a mutually agreed upon price. This process
helps out your shipmate attempting to make a stock
turn and rids him or her of merchandise that he or she
can’t sell. Ordering from an excess stock list helps
reduce the waste of money that may end up being used
to survey this merchandise if it isn’t sold. You should
always keep an updated copy of your excess stock list
on file with your local NEXCOM and afloat
commander.

SHIP’S STORE AUTOMATED CONTRACT
BULLETIN

Local sources and fixed prices for authorized items
of ship's store stock are found in the Ship's Stores
Automated Contract Bulletin (ACB). You can use this
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media for most, if not all, ship's store stock while in the
continental United States and Hawaii. It is constantly
being updated with new items and vendors and is
available on Resource CD from NEXCOM. By using
the contract bulletin, you can place orders directly with
a vendor. You should use an Order for Supplies or
Services/Request for Quotations (DD Form 1155) as
the Purchase Order Document. ROM generates the
Purchase Order Document. Complete guidance for
preparing the Purchase Order Document can be found
in NAVSUP P-487 and your ROM User’s Guide.

When ship's store stock is ordered by phone, the
Purchase Order Document must be prepared and
signed before you give the purchase order number to
the vendor. Distribution requirements of the Purchase
Order Document are found in NAVSUP P-487. Fast
Pay or Certificate of Conformance procedures apply to
orders placed by contract awarded by the Navy
Exchange Service Command.

AUTOMATED SHIP’S STORE AFLOAT
CATALOG LISTING

The Automated Ship's Store Afloat Catalog Listing
(ASL) is distributed by NEXCOM on the Resource CD.
This is another source used to determine what items of
stock you should carry. You can fill most requirements
for luxury items from the ASL. This catalog contains
description and purchase information for authorized
items of stock. You should use the ROM-generated
Order for Supplies or Services/Request for Quotations
(DD Form 1155) as a purchase order and not exceed
$10,000 per purchase order.

When you are procuring merchandise listed in the
ASL, you should prepare the DD Form 1155 just as
though you were procuring merchandise through the
contract bulletin. Your purchase orders must be filled
by vendors listed as serving your area. When placing
phone orders, DD Form 1155 should be prepared and
signed before you release the purchase order number to
the vendor. Orders that exceed the specific monetary
limit must include the Defense Acquisition Regulation
Clause. Refer to NAVSUP P-487 for the required
information, certification, and monetary limits. The
procedures and information needed for each block of
this document can be found in the NAVSUP P-487 and
the ROM User’s Guide.

When your ship is deployed overseas, the parcel
post systems will be used to deliver merchandise
ordered through the ASL. Merchandise is subject to

parcel post size and weight limitations. These
limitations are found in NAVSUP P-487.

You may stock any item in the ASL that is not
designated for special order only. The NAVSUP P-487
contains guidance on how to order such items that may
exceed the unit cost limit or are not on the authorized
stock list.

DEALING WITH SALES
REPRESENTATIVES

Most vendors, listed in the ACB and ASL, have
sales people who visit the ship's store offices during
in-port periods. Ship's store sales people will usually
call your ship when you return to port. How your ship
chooses to deal with these sales people will be up to the
ship's store officer or the leading Ship's Serviceman.

Good sales people can help in the ordering process
and see to the timely delivery of merchandise. When
you are getting underway on a few hours' notice,
having contacts with the right sales people can be
crucial. Sales people can also introduce you to new
items that may sell well in your ship's store.

Some commercial sales people may not be quite so
helpful. They may try to sell you overpriced
merchandise of poor quality. They may load your desk
with free samples and offer kickbacks as an
inducement for you to buy. They may even try to
influence you by using the names of respected people
or organizations.

Just what can you do to avoid problems with
commercial sales representatives? Your ship could
choose to avoid them altogether. To do this would mean
a sacrifice of some benefit for the ship's store had the
sales officer elected to deal with commercial sales
representatives. Perhaps your office should set aside a
specific time that the sales officer, the SH in charge of
procurement, or you could meet with sales
representatives. Make this time known to the
quarterdeck and to the sales representatives. Setting
aside a time to meet with sales people will prevent
continuous interruptions in your schedule.

NAVY EXCHANGES

You can purchase limited quantities of authorized
items of ship's store stock from Navy Exchanges when
other sources are not available. You should use an
Order for Supplies or Services/Request for Quotations
(DD Form 1155) for this type of transaction. Purchases
from Navy Exchanges should be accounted for as
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Receipts from Purchase on required records. Bills
from Navy Exchanges must be certified as to receipt
and acceptance of material in the same manner as
vendor’s bills. Refer to your NAVSUP P-487 for
details of document distribution and payment
procedures. This type of purchase differs from others
in that a surcharge will be assessed by the Navy
Exchange filling the order. You should refer to your
NAVSUP P-487 for additional details and procedures
for procuring foreign merchandise and ship's store
stock through a Navy Exchange.

FROM OTHER SUPPLY OFFICERS

You can also requisition authorized items of ship's
store stock from another supply officer. This type of
stock may be available to your ship for a variety of
reasons. Often, a ship may order an item for several
ships to meet minimum order requirements or get the
lowest price. For example, a ship may order 200
cigarette lighters with division insignia and transfer 50
to three other ships in the squadron. A transfer of stock
to your ship's store is accomplished by submitting the
appropriate requisition document. Follow the
procedures described in NAVSUP P-487 and the ROM
User’s Guide.

ASHORE SUPPLY ACTIVITIES

Ashore supply activities provide supply support to
the Operating Forces. The senior Ship's Serviceman
will most likely come into contact with an ashore
supply activity when procuring laundry supplies.

PROCUREMENT DURING DEPLOYMENT

When ships are deployed, the normal source of
supply for ship's store stock is the Combat Logistics
Force (CLF) ships. Specific requisitioning guidance
for stock from this source is the Consolidated Afloat
Requisitioning Guide Overseas (CARGO).

During visits to foreign ports, you can acquire
limited and emergency support from the naval
activities located there.

Consolidated Afloat Requisitioning Guide
Overseas

While on deployment, you must use the
Consolidated Afloat Requisitioning Guide Overseas
(CARGO), NAVSUP P-4998, to requisition most of
your ship’s store stock and laundry chemicals. You will
find the national stock numbers listed in chapter 2 of

the CARGO. It also lists ship's store "high usage" items
on ship's store afloat stock plans. When your ship is in
CONUS, use the nearest FISC instead of the CARGO.

During your deployment, you will normally have
monthly replenishments from some type of supply
ship. You will be required to submit Underway
Replenishment (UNREP) request to the supply officer
to be included on the Logistics Report (LOGREP) for
the underway replenishment (UNREP). You will
provide the SUPPO with the CARGO item or national
stock number and the quantity you desire, along with a
different requisition number for each line item you
order. For example,

QIC SKU# Nomenclature Quantity Requisition number

L0550 0600000866 Cookies, Chip’s Ahoy 144 9900

L0560 0700006233 Combos, Nacho Pretz 216 9901

Refer to the CARGO, NAVSUP P-4998, for complete
details on the requisition procedures associated with
UNREP.

From Other Supply Officers

When you are deployed, there will normally be
other ship’s deployed with you. There may come a time
that you run out of stock on an item that another ship
has. You can request the item to tie you over until you
are able to get a full shipment on the next UNREP or
shipment in the mail. The process is the same as if you
were in CONUS.

Navy Exchanges

During deployment, you can procure merchandise
from Navy Exchanges. If you order foreign
merchandise, it will come from a Navy Exchange.
When procuring the Navy Exchange, you should
follow the procedures outlined in NAVSUP P-487.

Emergency Procurement

On deployment, there will be times that an
emergency arises that your retail operation is out of
stock of an item that you can’t get from the traditional
sources. In these cases, you must be resourceful. With a
$25,000 limitation, the senior supply officer is an
authorized contracting officer that may open purchase
ship’s store stock, equipment, and services. This will
be helpful in emergency situations overseas.

Some sources that you can use in this type of
situation are DECA (Commissary), the husbanding
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agent, or the Navy Exchange. Usually in these
situations, the supply officer will buy the merchandise
or service with the government credit card, and then
transfer it to the ship’s store. When a government credit
card is not accepted, you should prepare a DD Form
1155 with the senior supply officer as contracting
officer. The disbursing officer will make payment by
cutting a check to the vendor. Complete details on
various processes are contained in NAVSUP P-487.

Q9. Before placing an order from the ACB, you
should check what document?

Q10. You can order luxury items from what media?

Q11. What is the monetary limitation on a purchase
order for items from the ASL?

Q12. You will normally receive a merchandise
order from CARGO during what evolution?

Q13. Foreign merchandise is ordered from what
source?

Q14. Who is an authorized contracting officer?

PREPARATION OF PROCUREMENT
DOCUMENTS

Learning Objective: Recall the procedures
and/or references associated with the
preparation of the various procurement
documents.

We have discussed stock management and sources
for procurement. Now that you know what to order and
who to get it from, let’s discuss the preparation of the
documents to procure the stock.

STOCK CARD

A stock record card exists for each item of
merchandise in your inventory database. The stock
record cards contain SKU numbers, pricing, and
categorical information. When you place an order for
merchandise, that merchandise’s stock record card
must be in the database. The ASL and the ACB
databases interact with ROM. So, as long as the item is
in the ACB or ASL database, you will not need to create
a new stock card. However, you may need to update or
edit the data the ASL/ACB provides ROM, based on the
current contract information. For procedures on how to
create a stock record card, refer to the ROM User’s
Guide. An example of a stock record card is shown in
figure 8-4.

PURCHASE ORDERS

“Purchasing” in the broad sense means that a
purchase order signed by a contracting officer is
forwarded to a supplier requesting the future delivery
of supplies or the performance of services other than
personal services. These supplies or services are to be
provided in exchange for a promise by the government
to pay the price stated in the order upon delivery or
performance. The purchase order must also state the
terms, date, and time of delivery, the authority for the
purchase, and other essential information necessary
for each party to be aware of their responsibility, and
finally the contract must comply with various
administrative procedures and legislative restrictions
designed to safeguard the expenditure of public funds.
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As you can see, purchase as a means of
procurement can be pretty complicated. Fortunately,
you, as a Ship’s Serviceman, will not be required as an
expert in the art of negotiating contracts with suppliers
in order to obtain ship’s store stock for your ship. For
the most part, NEXCOM has already entered into
agreements with a supplier for them to deliver supplies
to you upon receipt of your delivery order. These
agreements (contracts) cover all of the elements
previously discussed, and they also will ensure that
your ship will get first-class quality merchandise. For
this reason, the ACB and ASL should be your first and
principal source of procuring from commercial
suppliers.

As discussed earlier, normally, a ROM generated
DD Form 1155 will be used to procure merchandise
from a commercial source. ROM uses information
located in the database to create the Purchase Order
Document. ROM creates a purchase order function, is
very user friendly, and should make creating a
purchase order easier. The ASL or ACB database
provides the purchase order function and also most of
the necessary information to create the Purchase Order
Document. This information consists of the contract
number, unit price, order unit, SKU number,
department code, and description of the item. You will
enter the quantity that you want to order. After you
have entered the quantity that you want, the ROM
system will automatically determine the case pack
validity based on the ASL/ACB database. If the case
pack differs, you will be prompted to correct the
ordered amount before proceeding. You will continue
this process until you have selected all of the items you
wish to order. ROM will automatically determine how

many purchase order numbers to create, based on what
you ordered. Before printing the purchase order, you
will be given an opportunity to edit or change the
purchase order information in case there is any
incorrect information contained on the document.
Once you have verified that the information is correct,
you will confirm the order and print the purchase order
document, as shown in figure 8-5.

REQUISITIONS

A requisition is an order from an activity
requesting material or services from another. Printed
forms, designed to provide the information, need the
most common method of requisitioning for the
physical transfer of the material and accounting
requirements.

MILITARY STANDARD REQUISITIONING
AND ISSUE PROCEDURES

The Military Standard Requisitioning and Issue
Procedures (MILSTRIP) is used to order material from
the following:

• Military installations

• Defense Logistics Agency

• General Services Administration

MILSTRIP Requisitioning Forms

MILSTRIP requisitioning is the use of a coded,
single line item document for each supply transition
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(fig. 8-6). One of the following documents could be
used for MILSTRIP requisitioning:

• DOD Single Line Item Requisition System
Document (manual) (DD Form 1348)

• Issue Release/Receipt Document (DD Form
1348-1A)

For a detailed description of these forms and their use,
refer to NAVSUP P-485.

Preparation of MILSTRIP Requisition

MILSTRIP relies upon coded data for processing
requisi t ions with automatic data processing

equipment. A DD Form 1348 is the prescribed
requisitioning document (see fig. 8-6, for example).
Care must be taken in selecting and entering coded data
elements.

Enter data by ball-point pen or typewriter.

It is recommended that data in a DD Form 1348 are
entered within the "tic" mark in the form. However, it is
mandatory that entries be included within the data
fields to which they pertain.

To eliminate confusion between the number zero
and the letter "O," use a slashed zero.

Data entries in the DD Form 1348 must be made
according to the instructions found in NAVSUP P-485.
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Message Requisitions

In certain situations, material requirements dictate
the need for procurement by message instead of
standard requisition documents. MILSTRIP is
designed to permit transmission and receipt of
requisitions by electrical communications, mail,
telephone, and courier. To assure responsive and
expeditious processing, the media of communication
used must be consistent with and subject to the
limitations for use of media and status codes found in
NAVSUP P-485. The media to be used and the normal
order of preference of use of each media are also found
in NAVSUP P-485.

When a message requisition is prepared, a DD
Form 1348 is prepared for each item requested in the
message. The original will be discarded and the
remaining copies distributed according to NAVSUP
P-487.

TRANSFERS

Transfer is another method used by ships to obtain
authorized ship’s store items. The method of obtaining
supplies by the transfer method is in terms of
administrative effort on your part, the easiest of all
methods because the detailed coding required in
MILSTRIP requisitioning is eliminated. In fact, in
most instances, all that is required is the preparation of
the form and an agreement by the sales officers on
quantities and prices.

REQUISITION AND INVOICE/SHIPPING
DOCUMENT (DD FORM 1149)

The transfer method differs from the requisition
method primarily in accounting for the receipt. When
material is obtained as a result of a requisition, usually
all that is involved, as far as accounting is concerned, is
a transaction within the Navy Stock Account (NSA).
Transfers, on the other hand, can and usually do
involve other fund/functional accounts. For this
reason, a different form is usually used to transfer
items used in the ship’s store operation—the
Requisition and Invoice/Shipping Document (DD
Form 1149). See figure 8-7.

SOURCES OF TRANSFERS

The DD Form 1149 may be used as a procurement
document to obtain ship’s store stock from the
following sources:

• The Enlisted Dining Facility (EDF)

• General Stores

• Other supply officers (OSOs)

Enlisted Dining Facility

Food items may be transferred from the general
mess to the ship’s store.

General Stores

General stores material may be transferred to the
ship’s store for resale if all the following conditions are
met:
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• If the material can be spared in limited quantities

• If not readily obtainable from commercial
sources

Other Supply Officers

In addition to those items appearing on an excess
stock list, requisitions for authorized items of the
ship’s store may be submitted on a mutual agreement
basis to other supply officers (OSOs).

The requesting ship will create the requisition in
ROM, but does not need to print the document because
the transferring ship’s DD Form 1149 will be the
accountable document. DD Form 1149 creation
procedures are outlined in the ROM User’s Guide.

Q15. When ordering from the ACB, you should use
what procurement document?

Q16. When ordering from the ASL, you should use
what procurement document?

Q17. What publication should you refer in
preparing a MILSTRIP requisition?

Q18. When requesting material from an OSO, you
should prepare the requisitioning document
for what activity?

PROCURING EQUIPMENT

Learning Objective : Distinguish the
di fference between major and minor
equipment and be able to recall proce-
dures associated with procuring such
equipment.

The equipment that may be required aboard ship
for the resell and service activities is classified
according to value as either major or minor equipment.
Control and funding of this equipment are discussed in
the following paragraphs.

MAJOR EQUIPMENT

Major equipment has a value greater than $100.
One group of major equipment includes cash registers,
night depository safes, washers, dryers, and presses.
These are under the cognizance of the Naval Sea
Systems Command and included in the ship's COSAL.
They are controlled by the Naval Sea Systems
Command (NAVSEA) and funded by the ship's

OPTAR. Requisitions or letter requests stating that an
item of this type be added to the allowance list should
be forwarded to NAVSEA via the type commander,
NEXCOM, and NAVSUP.

The second group of major equipment includes
vending machines, popcorn machines, amusement
machines, and related items, such as coin changers and
coin counting devices. When you are ordering one of
these machines, you must take certain preliminary
steps. You are authorized to order only machines of the
types specified by your fleet commander. You must
request authority from NAVSEA for the initial
installation or replacement of a machine with a heavier
machine. Once approved by NAVSEA, you must
request procurement by letter to NEXCOM. The letter
should contain the detailed information specified in
NAVSUP P-487. Send the request for replacement
machines that weigh the same or less than the original
directly to NEXCOM.

The procurement of machines in the second group
of major equipment is funded by Ship's Store Profits,
Navy (17X8723). If profits are considered to be
insufficient, you can obtain a "no interest" loan from
NEXCOM to offset the costs of the machine.
Normally, you will be required to make loan
repayments within three or five accounting periods,
depending upon the size of your ship.

MINOR EQUIPMENT

Minor equipment is those items that are under
$100 and not included in the ship's COSAL. These
include repair parts for vending machines and barber
supplies, such as clippers, combs, and disinfecting
solutions.

Q19. Major equipment has a value greater than
what specific dollar amount?

Q20. A washer extractor should be considered
minor or major equipment?

Q21. Coin counters should be procured using what
fund?

Q22. You can request a loan to assist you in buying
new equipment from what activity?

Q23. Clippers are considered what type of
equipment?
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SHIP'S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 8

A1. Because the ship's store does not have an
unlimited amount of money to invest in stock

A2. .33 or 1/3

A3. CARGO

A4. Qualitative limits

A5. Prohibited

A6. Emblematic Listing Report

A7. Stock Turn Report

A8. NEXCOM Pub 81

A9. Excess stock list

A10. ASL

A11. $10,000

A12. Underway replenishment (UNREP)

A13. Navy exchange (NEX)

A14. Senior supply officer

A15. DD Form 1155

A16. DD Form 1155

A17. NAVSUP P-485

A18. Transferring ship

A19. $100

A20. Major

A21. Ship's Store Profits, Navy (17X8723)

A22. NEXCOM

A23. Minor
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CHAPTER 9

RECEIPTS AND EXPENDITURES

INTRODUCTION

As you advance in Ship’s Serviceman career path,
your responsibilities will increase. You will have
important responsibilities in the areas of receipt,
stowage, and expenditure of ship’s store stock. It will
be your goal to plan all these procedures so they are
done efficiently and accurately.

RECEIPTS

Learning Objective: Recall the process for
receiving ship’s store stock.

For every procurement action taken by the ship
(except for cancellation), there is a following receipt
action. When a requisition or purchase order is
prepared, only the first of several supply actions has
taken place. The material must be received, identified,
checked, and properly distributed to the storeroom(s).

You might think of a Ship’s Serviceman’s work as
being a circle formed by a chain with each link
representing a specific job. Each link is dependent on
all others just as there is a relationship between all
Ship’s Serviceman jobs. If the procurement documents
were properly prepared and distributed, the receiving
procedures will be relatively simple. If the receipts are
accomplished properly, the steps are easier.

This chapter discusses the general procedures that
must be followed in receiving stores. Specific
requirements must be according to NAVSUP P-487.

SUPERVISING RECEIPT OPERATIONS

The sales officer, LCPO, or LPO must always be
on hand to supervise the loading of ship’s store stock,
whether delivery is being made from a truck,
helicopter, or highline transfer. Although deliveries are
generally made in a routine manner, there are
occasions when cargo must be transferred on the open
sea during rough weather or under some other difficult
circumstance. It is this type of situation that will tax
your skill and experience to the fullest. You will not
have time to look up the answers in NAVSUP P-487
when you are besieged by questions from a 20-man

working party or when you are trying to assort a
handful of invoices on a wet, heaving deck. In cases
like these, it always pays to know your job and to know
it well.

Planning and Preparing for Receipts

Planning and preparing take place before the stock
is actually received. The planning and preparing for
receipts require complete coordination between the
ship’s store officer, the leading SH personnel, the
receipt inspector, the bulk storeroom custodian, and
any other personnel responsible for the different
phases of the receipt operation. The ship’s store officer
must make sure all advance information is given to all
personnel concerned, and preliminary steps are taken
so the receipt operation runs smoothly and safely.

Personnel Assignment

The ship’s store officer must make sure personnel
are assigned effectively during a receipt function.
Normally, he or she will have the leading Ship’s
Serviceman make assignments for each receipt
function. When possible, the Ship’s Serviceman will
assign only supply department personnel to receive
ship’s store stock, especially pilferable stock, such as
stereos, watches, jewelry, and so forth. In some cases,
supply department personnel may not be available for
use or the order being shipped may be too large for
them to handle. In this case, you will need help from
other departments aboard ship in the form of a working
party. Your command issues ship’s instructions
covering the assignment of personnel to working
parties and indicates the number of personnel each
department must provide for each different size
working party. As mentioned earlier, all requirements
for working parties are routed through the chain of
command for approval by the executive officer. This
should be done well in advance of scheduled
deliveries, so a note can be placed in the Plan of the Day
(POD) to let other departments know of the working
party so they can plan ahead and make personnel
assignments. Requirements for working parties should
not be made at the last moment because this could
cause confusion and disagreements between the
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supply department and other departments aboard ship.
After approval of the request for a working party, a list
should be obtained from each department of the
personnel that are assigned to the working party. This
list should be retained and used as a mustering list once
the working party is called away. Supply department
personnel should be used to the fullest extent as
checkers, spotters, and supervisors when a working
party is used and should be briefed well in advance to
the date of the working party. They should be briefed
on their assignment, the routes that will be used to load
stock by the working party, and told of the importance
of maintaining security for all stock during the entire
evolution. Personnel assigned as spotters are
responsible for directing working party personnel
along the correct route and making sure stock is not
stolen, lost, or improperly handled. Spotters will be
assigned along the route, so there are no blind corners
or any areas of the route that cannot be seen by a
spotter.

Storerooms

The custodian of the bulk storeroom should be
notified in advance that stock is going to be delivered.
He or she should have an idea of what and how much
stock will be delivered, so the bulk storeroom can be
straightened out and stock rearranged. It will not be
easy for the bulk storeroom custodian to reserve space
for incoming stock; however, through experience and
advance planning, he or she will be able to determine
ahead of time where receipts will be stowed. When
rearranging stock, the custodian should always arrange
it so older stock can be issued before the new stock.

Ship’s Store Records

The office records keeper has access to all
outstanding orders and should be informed about
upcoming receipts. Before the actual day stock will be
received, the office records keeper should ensure ship’s
store records are updated and accurate, so incoming
stock can be accounted for easily.

RECEIPT INSPECTION PROCEDURES

The ship’s store officer is responsible for receipt,
identification, and inspection of all incoming stock.
The designated receipt inspector will normally carry
out all these responsibilities unless the ship’s store
officer decides otherwise. The procedures for
receiving stock are closely related throughout the
Navy. Basically the receipt inspector must make sure

the government receives what it paid for according to
the terms of the contract and the stock received is not
damaged and is in good condition. When stock is
received on board, it is assembled on the deck or pier
and checked for quantity, quality, and damage. The
quantity shown on the outside of the factory-packed
container may be used as your count as long as the
container has not been opened and there is no evidence
of possible differences in the contents or in the
quantity.

DAY OF RECEIPT

The receipt inspector should have received
advance notice on when the stock is to be received;
what type of merchandise; how much merchandise;
how large of a working party he or she will need, if any;
what equipment is needed, if any; expected time of
delivery; and the method of delivery before the day of
delivery. The receipt inspector should not plan any
major evolutions on the days heavy receipts are
expected outside of his or her normal job. As the
receipt inspector, you will probably be working in
another area of the ship’s store operation. You can
expect to be pulled away from your regular job at
different times during the day if something is received
unexpectedly, especially for stock delivered through
the postal system.

Once you receive word that stock is to be received,
report to the ship’s store office; get the retained
procurement document(s) out of the Receipt Inspector
File (WF 1); and take them to the area where the stock
will be received. If the stock is being delivered by a
carrier on the pier, direct the carrier to a suitable
unloading site. This action is called spotting. Proper
spotting results in the following:

• The shortest possible distance to the stowage
area

• Continuous flow and proper balance between
personnel carrying stock and equipment

• Consolidation of unloading operations

• Less time the working party is required

After the carrier has been placed in a suitable
unloading site, you are ready to assemble the stock on
the pier. Assemble the stock so it can be checked for
quantity, quality, and damage. If you notice any
damaged material during the receipt process, set the
container aside, notify the driver of the carrier, and do
not receive it. Always note on the carrier’s bill that the
case was not received and that it is being returned.
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Make sure the driver also certifies on the delivery ticket
or bill of lading any damaged items or errors in
quantities delivered.

Once sufficient material has been checked in and
received, notify the quarterdeck to call away the
working party. The receipt inspector should continue
counting while the leading SH musters the working
party. The working party should not be called away too
early, or they will be standing around doing nothing
when they could have been used by their respective
department. As you count the cases, number each
container in a spot on the case predetermined by you
and the bulk storeroom custodian. Let the supervisor of
the working party know the last number you marked,
so the cases can be sent to the bulk storeroom in
numerical order. Numerically numbering the
containers makes it easy to tell if any containers are
missing. You can further improve this process by
recording the number of each case opposite the
person’s name carrying the box on the muster list. This
process will alert you to the name of the person
carrying a case that is reported missing by the
storeroom custodian.

WEATHER CONDITIONS

Be extra careful when you are receiving stock
during unfavorable weather. Rain or snow can cause
damage to stock, and very hot and humid conditions
can cause certain stock items to deteriorate. If the
weather is hot and humid, always have items, such as
candy, carried to the stowage area first to prevent it
from melting. If possible, keep these types of items in a
shaded area while they are on the pier waiting to be
carried to the stowage area.

In case it is raining or snowing, place all stock
removed from the carrier on a pallet to prevent water
damage or dampness. Cover each pallet with a
tarpaulin or other waterproof cover until it is moved to
the bulk storeroom. If the weather is bad enough to
disrupt the receiving operation, notify the ship’s store
officer. He or she may want to reschedule the delivery
for a later date. This may not always be possible
because of the ship’s schedule or problems with the
carrier or vendor. In case of inclement weather, you
must take additional steps to receive the stock. Since
the stock cannot be assembled on the pier for counting,
count the stock as it is removed from the carrier to the
stowage area. This is not a desirable procedure;
however, if the stock must be received that day, you can
use this method to prevent water damage to the stock.
Remember, there may be quite a distance between the

carrier and a covered area, so provide each person
carrying stock with a large plastic bag to cover and
protect the stock while it is being carried to the stowage
area. When you use the above procedure, always count
each line item in its entirety before you send it to the
stowage area. This is done so the driver of the carrier
can witness any differences between your count and
the amount on the receipt document.

TYPES OF RECEIPTS

There are several types of receipts. The two most
common types of receipts are receipts from purchase
and receipts from other supply officers (OSOs).

METHODS OF RECEIVING

Stores will be received by direct delivery, freight,
or mail. Direct delivery consists of material delivered
to the ship by the supply support activity or a
commercial vendor, or material picked up by a ship’s
representative at the supply support or commercial
activity. Freight is material shipped via the Department
of Defense transportation or commercial freight
system and generally is accompanied by a government
or commercial bill of lading. Mail consists of all
material forwarded by the U.S. Postal Service.

ACCEPTING RECEIPTS

Although the sales officer is responsible for the
receipt and inspection of incoming stock, he or she
usually delegates an SH that is Receipt Inspector JQR
qualified to perform this task. The receipt inspector is
the first person to accept merchandise. Receiving
merchandise aboard ship requires entering the correct
information on a variety of receipt papers. Once items
are delivered to the ship, the quantities counted will be
checked against the receipt papers and the copy of the
requisition or purchase order in the Receipt Inspector
File (WF 1). The receipt papers involved depend on the
manner in which the material was requested, the
issuing activity, and the modes of transportation used
in delivery. However, the receipt inspector’s
certification of these receipt documents will always
include the following:

• Date of the document upon receipt

• Circle the quantity accepted

• Sign the document to indicate receipt
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Accepting Receipts from Other Supply
Officers

Once the receipt inspector inspects receipts from
other supply officers (OSOs) for quantity and quality,
he or she will sign for the material and circle the
quantity received on either the DD Form 1149 or DD
Form 1348-1A. If there is a difference between the
physical amount received and the amount on the
requisition, the actual amount should be indicated on
the requisition and circled. The amount over or short
will be accounted for by the sales office. If the quality
of the item or items is unsatisfactory, you are required
to accept it when it involves receipts from OSOs. The
unsatisfactory merchandise will be disposed of by
survey later.

Accepting Receipts from Purchase on DD
Form 1155

The receipt inspector will check the quantity by
case count, based on the shipping invoice. If the
shipping document is not provided, the receipt
inspector will use a copy of the purchase order. Once
the receipt inspector inspects receipts from purchase
for quantity and quality, he or she will accept the
material only when the case count of the items received
is the same case count as shown on the DD Form 1155
and the quality of the item(s) is satisfactory. Any
merchandise noted as being unsatisfactory will be
returned to the vendor and not accepted. If the quantity
(case count) and quality are acceptable, the receipt
inspector will receive the merchandise, as shown in
figure 9-1. First, the receipt inspector will circle the
quantity received on the DD Form 1155; second, he or
she will check the Inspected and Received blocks in
block 26 of the DD Form 1155; third, he or she will
enter the date, sign his or her name, and enter the grade
in block 26 of the DD Form 1155. If the quantity of the
items physically received is different than the quantity
shown on the DD Form 1155, you may accept the lesser
quantity by doing the following:

• Record and circle the actual quantity received on
the DD Form 1155.

• Check the inspected, received, and accepted and
conforms except as noted below in block 26 of
the DD Form 1155.

• Date, sign your name, and enter the grade in
block 26 of the DD Form 1155.

If the quantity is incorrect or the quality of the
items received is not satisfactory, notify the ship’s store

officer of the circumstances so the vendor can be
contacted.

RECEIPTS OF STOCK BY THE BULK
STOREROOM CUSTODIAN

All receipts must be received in the bulk
storeroom. Once stock is inspected for quantity,
quality, and damage by the receipt inspector and
accepted, it will be carried to the bulk storeroom. The
bulk storeroom custodian will report to the sales office
and obtain the receipt documents located in the Bulk
Custodian File (WF 2). He or she will take copies of the
receipt document to the bulk storeroom and wait until
the personnel bring the stock. The bulk custodian will
make sure that boxes brought to the storeroom are not
opened and all boxes arrive. If the receipt inspector is
numbering boxes, the bulk custodian will make sure all
numbers are accounted for. Only those personnel
authorized by the bulk storeroom custodian to be in the
storeroom to assist in loading operations should be
there. The custodian should never allow unauthorized
personnel to enter the bulk storeroom.

The bulk storeroom custodian will verify the
quantity by counting the merchandise. He or she will
accept the merchandise by circling the quantity
received on the receipt document, dating, and signing
the accountability stamp. If the quantity of the item
counted is not the same as what is shown on the receipt
document, record and circle the actual quantity
received and cross out the quantity shown on the
receipt document. All cross outs must be initialed.
Once the custodian has accepted the merchandise by
dating and signing the accountability copy, he or she is
legally responsible for the proper disposition of the
material while it is in his or her custody. The custodian
will forward the copy of the signed and dated receipt
document to the sales office.

POSTING RECEIPTS

Once the sales office receives the receipt
document, the records keeper will compare the
quantities received on the receipt inspector’s and bulk
storeroom custodian’s copy to make sure quantities
agree. After the two receipt documents are reconciled,
you will then enter all receipt data available, such as
cost and transportation charges, in the ROM using the
instructions contained in the ROM II User’s Guide.
ROM will assign a receiving number to each receipt
entered and extend the receipt document at cost price.
ROM will compute the total dollar value at cost price
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for each receipt based on the information you enter and
post this amount to the Journal of Receipts. The
quantity received is also posted to the Stock Record
Card . Al though ROM computes the to ta ls
automatically, you should understand how to compute
the total cost value of the receipt document manually
(fig. 9-2). First, multiply the cost price of each item on
the receipt document by the quantity received to get the
cost value for each item. Add each of these cost values
together to get your total cost value for the receipt
document. Use the following formula to determine the
total dollar value of the receipt document: total cost
value less discounts plus transportation charges equals
the total dollar value. For example:

After the receipt is posted, you will need to print
the Receiving Report (fig. 9-3) out for each receipt that
is posted. This document will be filed in B01 (AO) and
(RK) Files for receipts from purchases and B05 (AO)
and (RK) Files for receipt from OSOs.

Posting Journal of Receipts

ROM will maintain the Journal of Receipts
(B01/B05 Report) to provide a record of all receipts at
cost price. Each receipt, posted to the Journal of
Receipts, will be automatically assigned a receiving
number from a continuous series of numbers
beginning each accounting period with the number one
(1). At the end of the accounting period ROM totals all
receipts entered and post the totals to applicable
caption lines B01 or B05 of the NAVCOMPT Form
153.

Posting to Stock Record Cards

Receipt documents for all material receipts will be
posted to the stock record cards. The stock record card
is the key data element in documenting ship’s store
transactions. When a receipt is posted to ROM, it
automatically posts the appropriate data to the stock
record card.

Receipt of Partial Shipments

On occasion, you may receive a shipment of
merchandise that will only partially complete an
outstanding order or requisition. You may also suspect
that the remainder of the shipment will arrive at some
future date. For example, the invoice, contained in the
partial shipment, may show that the remainder of the
order will be sent later, or you may receive a box of
merchandise marked “1 of 3” in the mail. In cases like
these, you should mark “Partial Shipment” on the
receipt document and show the quantities that you
received. The receipt should then be processed in the
regular manner. ROM will automatically assign a new
receiving number from the Journal of Receipts for each
subsequent receipt. Continue the process until you
receive the entire shipment for the merchandise that
was ordered.

Receipt of Bonus-Free Items

Some vendors may offer bonus-free items in
various forms when ship’s store stock is ordered. For
example, for every 1,000 tubes of toothpaste ordered,
the ship receives one free camera. In this case, the free
camera will be listed on the procurement document as a
separate item, but it will be received using the same
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procedures as a normal receipt except the cost price
would be zero, while the 1,000 toothpastes were
received at normal cost price. When you receive
identical bonus-free items, the process is a little
different. For example, a vendor offers 12 bonus tubes
of toothpaste for every 1,000 tubes ordered. The unit
cost price is $1.46. In this instance, the unit cost price is
averaged (i.e., ROM would post 1,012 toothpaste for
$1.44 to the stock record card). This figure is derived
from the following formula: multiply the total ordered
by the unit cost price and divide that by the total
number of items received equals your average unit cost
price (1,000 multiplied by $1.46 equals 1,460 divided
by 1,012 equals $1.44).

FILING AND DISTRIBUTION OF
RECEIPTS FROM OTHER SUPPLY
OFFICERS

As mentioned earlier, receipt documents, covering
receipts from OSOs, will be processed on a DD Form
1348-1A or a DD Form 1149. When these forms are
used as the receipt document, the distribution will be as
follows:

• The original will be signed by the receipt
inspector and returned to the issuing activity, if
required.

• One copy of the DD Form 1348-1A or 1149 and
a copy of the Receiving Report will be sent to the
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sales officer for filing in the accountable officer’s
B05 (AO) File until the end of the month, when
the contents are sent to DFAS as part of the
monthly transmittal.

• The receipt inspector’s copy, the bulk storeroom
custodian copy, and a copy of the Receiving
Report will be filed in the records keeper’s
B05 (RK) File. At the end of the accounting
period, this file will be used as part of the retain
returns.

FILING AND DISTRIBUTION
OF RECEIPTS FROM
PURCHASE

Receipt documents, covering receipts from
purchases, will either be United States merchandise or
foreign merchandise. United States merchandise can
be with or without fast pay procedures applying,
and foreign merchandise can include merchandise
from Navy exchanges or foreign vendors. When fast
pay procedures apply, the distribution will be as
follows:

• One copy of the Receiving Report will be filed in
B01 (AO) File until the monthly transmittal to
DFAS.

• The receipt inspector’s DD Form 1155 copy, the
bulk storeroom custodian DD Form 1155 copy,
and a copy of the Receiving Report will be filed
in the records keeper’s B05 (RK) File. At the end
of the accounting period, this file will be used to
develop the retain returns.

When fast pay procedures do not apply, the
distribution is as follows:

• Original DD Form 1155 and a copy of the
Receiving Report will be filed in B01 (AO) File
until the dealer’s bill is received.

• The receipt inspector’s DD Form 1155 copy,
the bulk storeroom custodian DD Form
1155 copy, and a copy of the Receiving
Report will be filed in the records keeper’s
B05 (RK) File. At the end of the accounting
period, this file will be used to develop the retain
returns.

Q1. What individual(s) should be present to
supervise the loading of stores during a
VERTREP?

Q2. As the receipt inspector, you should obtain
your copy of the DD Form 1155 to receive the
stores from what file?

Q3. When accepting merchandise from a
commercial vendor, the receipt inspector will
check quantity by _____ count.

Q4. On a DD Form 1155, the receipt inspector
should sign and date what block to show
acceptance?

Q5. The bulk storeroom custodian will obtain his
or her copy of the receipt document from what
ship’s store file?

Q6. Totals of receipts from OSOs are reported on
what line of the NAVCOMPT Form 153?

AUDITING RECEIPTS

Learning Objective: Recall the procedures to
follow in auditing receipts documents.

An accurate set of ship’s store returns depends to a
large extent on the accuracy with which receipt files
and records are kept. Thus it is very important that you,
as a senior Ship’s Serviceman, audit the processing,
posting, and distribution of receipt documents with
considerable care. To stay abreast of the procedures
remember to keep your NAVSUP P-487 current.

PROCESSING RECEIPT
DOCUMENTS

The receipt inspector copy, signed by the
authorized inspector and the signed bulk custodian
copy of the receipt document, must be checked for
agreement on quant i t ies of s tock received.
Discrepancies in counting between the authorized
inspector and the bulk storeroom operator should be a
rare event. When they do occur, immediate
investigative action should be taken by the sales officer
or leading SH. When unresolved, differences in
counting may result in items being surveyed. If you try
to maintain proper security throughout the receiving
process, discrepancies should be few.

POSTING

As an auditor, you should establish a system by
which you can examine the receipt procedures used by
the records keeper. You should ask several questions
during the audit process:
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• Is the correct amount posted to the Journal of
Receipts?

• Are consecutive receiving numbers assigned to
each receipt document beginning with the
number 1 each accounting period?

• Are receipt amounts posted to the correct
column of the Journal of Receipts?

• Are bonus-free items received properly?

• Is the date received posted to the Purchase Order
Log or the Requisition Log?

DISTRIBUTION TO FILES

Finally, as an auditor, you must check the receipt
files to determine whether documents are being
distributed and contain the necessary information. You
should ask the following questions:

• Are receipts from purchase filed separately from
receipt from other supply officers?

• Are receipt documents being distributed
properly?

• Is the Receiving Report being printed and filed in
the B01/B05 File?

The distribution of each type of receipt document
is contained in the appendixes in NAVSUP P-487.

Q7. The Receiving Report should be filed in what
location?

EXPENDITURES

Learning Objective: Recognize the different
types of expenditures and how they apply in the
ship’s store operation.

Accountability may be decreased in a limited
number of ways. The most common are transfers,
issues, surveys, sales, and credit memorandum/cash
refund. These actions are called expenditures. You
should be familiar with each of these transactions and
know how to process them. They each have a
Job Qualification Requirement (JQR) that you

should complete. Each transaction is explained briefly
below:

TRANSFER—An action that shifts custody and
accountability for material from one ship's store
officer to another ship's store officer or to a different
activity.

ISSUE—A moving of mater ia l to other
appropriations or to service activities.

SURVEY—A procedure used to clear material
from stock records and accounts when it is
damaged, lost, missing, unsaleable, or has
deteriorated.

SALE—An action where an item is sold for cash.

C R E D I T M E M O R A N D U M / C A S H
REFUND—A procedure to return merchandise
back to a commercial vendor.

TRANSFERS

Transfer of ship's store stock may be made to other
supply officers on receipt of a requisition number and
list of items desired, if enough stock is on board. Your
ship may be either the receiving or the supplying
activity. Transfers are made at cost price and are
normally documented on a DD Form 1149. Because this
document can be used as both an invoice as well as a
requisition, it is easy to accomplish a transfer. Once the
transferring ship’s sales officer approves the transfer,
the records keeper will create the DD Form 1149. The
recordskeeper enters the required information in ROM,
prints the document, obtains the sales officer’s
signatures (transferring ship), and forwards the original
and two copies to the bulk storeroom custodian. The
bulk storeroom custodian will pick, pack, and deliver
the material to the requesting ship. The requesting ship
will receive the merchandise, sign and date the original
DD Form 1149, and return it to the transferring ship.
Upon receipt of the completed transfer document, the
records keeper will modify, if needed, and confirm the
transfer. Once the expenditure is confirmed, ROM will
post the transfer data to the stock record card on
NAVCOMPT Form 153, line B19. The document will
be distributed as per NAVSUP P-487.
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At the end of the accounting period, ROM prepares
the Summary of Material Receipts/Expenditures
(NAVCOMPT Form 176) to be used to summarize
transfers to OSOs. Figure 9-4 is a sample of the
NAVCOMPT Form 176. The distr ibution of
NAVCOMPT Form 176 will be accomplished as
directed by NAVSUP P-487.

ISSUES

In this section, we will discuss issues. An
issue is an expenditure of stock. Issues of ship's
store stock are made to other appropriations
or to service activities and are limited to the fol-
lowing:
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• Health and comfort issues

• Issues to the Marine Corps

• Issues to survivors of marine and aircraft
disasters

• Issues to merchant ships in distress

• Issues for burial of the dead

• Issues to the general mess

• Issues to ship's use (OPTAR)

All authorized issues of ship's store stock are made
at cost price except health and comfort items, which
are issued at the current retail price. This section covers
the common types of issues in a ship's store operation.

Health and Comfort Issues

The purpose of these issues is to provide toiletries
and other necessities required for the health and
well-being of personnel without enough money to
purchase them. All health and comfort issues are made
from the retail store. These issues can be made to
personnel of the Navy, Marine Corps, Army, Air Force,
Coast Guard, and their respective reserve components.
The procedures to follow, the funds charged, and
personnel authorized to be issued health and comfort
items are determined by their pay status. They are
authorized by Article 0833, Navy Regulations.

ISSUES TO PERSONNEL IN A PAY
STATUS.—Health and comfort issues are made to
members in a pay status under the circumstances listed
below:

• Temporarily without money

• Returned deserters and absentees

• Have not received their initial clothing
allowance

• Confined in a naval confinement facility

Health and comfort issues, made to personnel
without money, are charged to their pay record even if
it results in overpayment. If they are made to personnel
entitled to pay that are confined, awaiting trial, or
review after conviction, charges are made to their pay
record. These issues do not include clothing items, and
they are limited to $35 per month at retail price for any
one person.

The commanding officer or a delegated
representative approves all health and comfort issues
for personnel in a pay status. Once the approved

documents are received in the retail store, the operator
will issue the health and comfort items. The original
documents with the copy of the member's ID card are
forwarded to the disbursing officer. The disbursing
officer charges the member's pay record and issues a
check payable to the ship's store officer for the total
amount of merchandise issued. Health and comfort
issues to personnel in a pay status are handled as a cash
sale. The process, procedures, and documentation
requirements are discussed in detail in NAVSUP
P-487.

ISSUES TO PERSONNEL IN A NONPAY
STATUS.—A member in a nonpay status is one who is
not being credited with any pay or allowances. These
include Navy, Marine Corps, Army, Air Force, Coast
Guard, and Reserve component personnel. There is no
monetary limit on the value of clothing items that may
be issued. Issues of other items are limited to $35 per
month at retail price per person.

The commanding officer or a delegated
representative approves all health and comfort issues
to personnel in a nonpay status. The process,
procedures, and documentation requirements for these
issues are found in NAVSUP P-487.

Issues to the Marine Corps Personnel

Articles required by a Marine Corps detachment
may be issued on receipt of a written request from the
commanding officer. Clothing items issued to Marine
Corps personnel are made when accompanied by a
signed order from the individual's commanding
officer. This does not include health and comfort
issues. Refer to NAVSUP P-487 for the process,
procedures, and documentation requirements.

Issues to Survivors of Marine and Aircraft
Disasters

Ship's store items may be sold for cash to survivors
of marine and aircraft disasters. If the survivor is
without funds, items required for health and comfort
may be issued upon written order of the commanding
officer. The sale of clothing items to non-naval
personnel is restricted to nondistinctive items. Refer to
NAVSUP P-487 for the process, procedure, and
documentation requirements.

Issues to Merchant Ships in Distress

When authorized by the senior officer present and
on written orders from the commanding officer,
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merchant ships in distress may be issued items of ship's
store stock including nondistinctive clothing. Each
order must include the important circumstances sur-
rounding the issue. When possible, cash must be col-
lected at the time of issue. When it is impossible to sell
them for cash, the items will be issued and the ship must
contact NEXCOM Ship Store Program for guidance.

Issues for Burial of the Dead

Articles of clothing for burial of the dead will be
issued when requested by the commanding officer or

medical officer. These Issues will be expended from
the Navy Working Capital Fund and charged to
OPTAR or BUMED.

Issues to the General Mess

Issues of beverages and individual-sized servings
of food items when needed for special meals are made
to the general mess (fig. 9-5). They are expended at
cost price on a DD Form 1149. Follow the instructions
in the ROM User's Guide for guidance and NAVSUP
P-487 when making issues to the General Mess.
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Issues to Ship’s Use (OPTAR)

When normal supply sources are not available and
general store’s stock are exhausted, similar items of
stock can be issued from the ship's store. Such issues
are charged to the ship's OPTAR fund. Ship's store
items may be issued to ship's use as discussed below.

SHIP’S STORE STOCK.—All ship's store
stock, except emblematic items issued to ship's use, is
charged to the ship's OPTAR funds. Normally, if an

item in general stores is not available, a similar item of
ship's store stock can be issued for the use of the ship to
complete maintenance work or other optional
requirements. These items are normally limited to such
items as flashlights, batteries, padlocks, soap, and film.
Controlled equipage, such as cameras, binoculars, and
so forth, will not be issued but will be procured
according to procedures contained in NAVSUP P-485.
See NAVSUP P-487 for detailed instructions for
accomplishing this action with a DD Form 1149. A
sample DD Form 1149 is shown in figure 9-6. Follow
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the instructions in the ROM User's Guide and
NAVSUP P-487 when making an issue to ship's use.

SERVICE ACTIVITY SUPPLIES.—These
items include laundry detergent, hangers, net bags and
pins, forms/tickets, press pads and covers, barber
clippers, combs, dry-cleaning fluid/spotters, and tailor
supplies. These items should be bought using OPTAR
funds. In the past, S-3 would order the material, and
then issue it to ship’s use as a charge to OPTAR. In an
effort to reduce paperwork, we can procure such
products with the government credit card, and OPTAR
will be charged.

SURVEYS

In spite of all your efforts to run a perfect
operation, there will be times when accidents or events
will result in loss of or damage to your ship’s store
stock. At such times, you should be able to determine
if, when, and how you can use a survey. You will use the
survey method to expend stock from your records and
accounts when stock items have been lost or damaged,
have deteriorated, or are otherwise unsuitable for use
or sale. This section deals with several of the
alternatives you should consider when you must
survey for losses in the value of your stock. The sales
officer initiates a survey by requesting that an
immediate inspection of the stock involved be made by
the formal surveying officer.

Ship’s store surveys are distinct in several ways.
The most important distinction—also the most
frequently abused—is that the value of a ship’s store
survey should be charged to one of two appropriations:
the Navy Working Capi ta l Fund (NWCF)
(97X4930.NC1A) or Ship’s Store Profits, Navy (own
ship) (17X8723.2301). Since charging a survey to the
correct appropriation is so important and easy to foul
up, what guidelines should you follow? The key to
your selection of the correct appropriation is the
manner in which the stock was lost or damaged.

Before you charge a survey to an appropriation,
you must know what the appropriation covers. The
information below examines the two appropriations,
discusses the types of damage or loss each one is
designed to absorb, and explains some procedures you
can follow.

Navy Working Capital Fund

The NAVSUP P-487 is quite specific concerning
the types of losses you can survey to the Navy Working
Capital Fund (NWCF).

Specifically, the NWCF pays for losses or
damages in shipment including under way or in port
replenishment. The Navy Working Capital Fund also
covers losses or damages caused by fire, water, or oil.
In addition, stock received with an expired shelf life
will be charged against NWCF. This fund is also
charged for losses that occur between the amounts the
receipt inspector received on the pier (by the sealed
box count) and the amount the bulk storeroom
custodian receives when opening the box in the bulk
storeroom.

Ship’s Store Profits, Navy (Own Ship)

One common example of a local profit survey is
those covering losses caused by theft. Another
example is if your ship fails to accomplish timely price
reductions (markdowns) of slow moving items which
ultimately become shopworn merchandise or
perishable merchandise that become unfit for human
consumption. A reduction in price to sell the
merchandise before it is categorized as shopworn or
unfit for consumption is always preferable, rather than
a ship store profit survey, since some of the original
value of the stock will be recovered.

SALES

Another major type of expenditure in the ship’s
store is sales. Accountability is actually not reduced in
this case since cash is received in place of the stock
expended. Using creative merchandising techniques
and being proactive in the daily operations of the ship’s
store can improve your ability to expend ship’s store
stock through these means.

Price Change

Markdowns (price reductions) are a necessary
expense of the retail operation and a very important
procedure in turning inventory of slow moving items or
to create interest in the store. You should prominently
post items that are on sale. As discussed earlier, items
that cannot be sold due to deterioration, damage, or any
other reason should be surveyed.

The initial markdown should be sufficient to create
customer interest and be a fair value in return. The
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practice of taking markdowns progressively each week
will tend to reduce interest, because customers will
wait until items are marked down to practically nothing
before buying. Initial markdowns of 25 percent to 50
percent are not uncommon and should be taken to
stimulate sale of an item. Customers will probably
show little interest in an item that is regularly priced at
$10 and is reduced to $9; however, the same item
marked down to $7.50 may attract immediate sale.

You should make every effort to sell every item at
full retail price. However, if a markdown is required,
different types of ship’s store merchandise should be
marked down at different times. For markdowns,
merchandise is categorized by groups.

Markdown Groups

Group I—Appliances, Athletic Supplies, Hobby
Items, Jewelry, Photographic Supplies, and Luggage
and Leather Goods. These items become shopworn
after 6 months and are usually replaced by new models
within 12 months. Deep markdowns should be taken
when merchandise becomes 6 months old.

Group II—Confection and Food Products,
Tobacco Products, Stationery, Sundries, and Toiletries.
Usually, these items will be marked down to expedite
sales when there is an excess amount on board or when
the merchandise is approaching expiration date. Once
these items become deteriorated beyond saleable
conditions, they should be surveyed as discussed
earlier in this chapter.

Group III—Uniform Accessories (excluding
standard Navy clothing). Group III merchandise
should only require markdowns when excesses occur.

Seasonal Merchandise—Seasonal merchandise,
such as Christmas cards, should be marked down well
before the end of the seasonal period.

Price Change Procedures

In EPOS outlets, the sales officer can increase or
decrease the price of an item at any time by changing
the price on the stock record card in ROM. The
cumulative effect of those price changes will be
reflected on the Profitability Report. For Non-EPOS
outlets, a little more paperwork is involved. Since the
items in the Non-EPOS outlet are considered sold until
an inventory can be conducted, you will need to count
the items to be marked down. Then generate and
confirm a breakback of that item. Once the breakback

is confirmed, the sales officer can change the retail
price on the stock record card. Next, the records keeper
will generate and confirm a breakout of the exact same
items at the new price that were initially broken back.

CREDIT MEMORANDUM/CASH REFUND

Procurement of items on a guaranteed sales basis
or other conditions permitting return for credit is
restricted to magazines, periodicals, and other printed
matter; recorded material, film, video, cassettes tapes,
compact discs, and photo mailers; and items listed in
the ACB or ASL as guaranteed sale items.

Assume that you received compact discs valued at
$75 cost in January. At the end of February, you still
have $50 worth on board and sales have stopped. Since
you regularly order from the vendor, the best procedure
would be to return the remaining CDs to the vendor for
a credit memorandum. The records keeper prepares a
DD Form 1149 in ROM, as shown in figure 9-7.

The vendor will either send you a credit invoice or
a cash refund to liquidate the credit memorandum or
cash refund as applicable. If it isn’t liquidated by the
end of the accounting period, the items returned will be
carried on the inventory.

Disposition of Excess Stock

As a supervisor and an assistant to the ship’s store
operator, you should be able to recommend the type of
expenditure that will best accomplish the desired
effect. For example, if, as a result of month supply
demand review, you discover that an excess of stock
exist, then you should be able to recommend a method
of disposal for the excess items.

You can dispose of excess stock by any of the
following methods:

• Reduction in price for sale on board

• Transfers to other supply officers (as a result of
the excess stock list or agreement between
supply officers)

• Sales to the Navy exchanges

• Return to the vendor for cash or credit refund

Excess clothing stock in new unused condition
should be transferred to any shore activity carrying
such stock, using a DD Form 1149. An item that is
deteriorated or is saleable should be surveyed as
discussed earlier in this chapter.
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Disposal of Foreign Merchandise

You can return unsold/undamaged foreign
merchandise for refund in both the Sixth Fleet Foreign
Merchandise Program and the Pacific Fleet Foreign
Merchandise Program. Foreign merchandise should
NOT be returned to CONUS. Forty days before
departing an area that foreign merchandise was
obtained, the commanding officer will send a report
identifying the foreign merchandise in which difficulty
in selling is anticipated to COMNAVLOGPAC or

COMSERVFORSIXTHFLT, as appropriate, with a
copy to the type commander.

Q8. Transfers, issues, surveys, sales, and credit
memorandum are all considered what type of
transaction?

Q9. The transfer of stock between supply officers
is documented on what form?

Q10. A health and comfort issue to a prisoner in
nonpay status has what monetary limitation?

Q11. Who initiates the surveying process?
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Q12. Merchandise lost in a shipboard laundry fire
should be surveyed as a charge to what
appropriation?

Q13. During a working party, a case of belt buckles
was stolen. What appropriation should be
charged for the loss?

Q14. To stimulate interest, initial markdowns
should be what percentage?

Q15. A watch becomes shopworn after 8 months.
(True or False)

Q16. Who is authorized to increase the retail price
of an item?
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SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 9

A1. The sales officer, LCPO, or LPO

A2. Receipt Inspector File (WF 1)

A3. Case

A4. 26

A5. Bulk Custodian File (WF 2)

A6. B05

A7. The B01/B05 File

A8. Expenditures

A9. DD Form 1149

A10. $35

A11. The sales officer

A12. N a v y W o r k i n g C a p i t a l F u n d
(97X4930.NC1A)

A13. SSPN (own ship)

A14. 25 percent to 50 percent

A15. False

A16. The sales officer
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CHAPTER 10

STOWAGE

INTRODUCTION

Stowage is the process of locating ship's store
stock in a storeroom until needed. Stock in storerooms
aboard ship should be located to make the best use of
available space. Stowage plans and procedures should
provide the following:

• Stock neatly stored and easily accessible.

• No danger of damage to the ship.

• No danger of damage to the stock.

• Oldest stock will be issued first.

• Inventories will be easier.

Responsibility for stock in storerooms starts with
the ship's store officer and continues down to the
storeroom custodian. Since all storerooms aboard ship
are not of the same size and layout, each presents
different problems when stocking them. Some
storerooms may be hard to get to because they are in
small, out-of-the-way spaces. Many have frames,
pipes, stanchions, and other obstacles that may
interfere with stowage.

BULK STOREROOM STOWAGE

Learning Objective: Recognize the safety
precautions and procedures to be used while
handling materials and equipment.

Ship's store storerooms are referred to as bulk
storerooms. They are Group III spaces when stock
intended for resale is stowed in them. These spaces
must be secured as required by NAVSUP P-487.

The person in charge of a bulk storeroom is called
the bulk storeroom custodian. That person is
responsible to the ship's store officer for all stock in
that storeroom. Bulk storeroom custodians accept
responsibility for the stock when they sign the receipt
document and accept custody of the stock. Stock, kept
in the ship's store bulk storerooms, is limited to ship's
store stock. Other articles not signed for by the bulk
storeroom custodian are not allowed in the storeroom.

RESPONSIBILITY OF BULK STOREROOM
CUSTODIANS

The ship's store officer assigns a custodian the
responsibility for the operation of a bulk storeroom in
writing. The bulk storeroom custodian is responsible
for the following:

• Receiving and issuing ship's store stock

• Stowage of the stock

• Security of the stock

• Protect ing the stock from damage or
deterioration

The range of responsibilities of a bulk storeroom
custodian varies from ship to ship. The level of
difficulty in carrying out your actual responsibilities
depends on the size of the ship's store operation and the
number of storerooms. On a large ship with several
storerooms, the ship's store officer may assign bulk
storeroom custodian duties to more than one person.
The number of storerooms that each custodian is
responsible for depends on the number of people
available and the number of storerooms aboard ship.
Usually, one custodian is not responsible for more than
three storerooms.

SAFETY

Before we continue, we will review the safety
precaut ions and procedures tha t apply to
stock-handling operations. Safety cannot be
overemphasized in any phase of the ship's store
operation. The safety precautions and procedures for
handling stock are found in OPNAVINST 5100.19,
volume 2.

Stock handling can be a dangerous operation
requiring strict attention to safe-work practices. The
supervisor in charge of stock-handling operations is
responsible for making sure all personnel under his or
her control are aware of and follow all safety
precautions. It is the responsibility of each stock
handler to abide by the safety practices and procedures
provided to them.
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At a minimum, stock handlers should be outfitted
with steel-toed safety shoes. In some cases, a hard hat,
goggles, and protective gloves may be required. Your
supervisor will indicate what protective equipment is
needed for each job.

STOWAGE AND MATERIAL HANDLING

Once stock is inspected and received, it is moved to
the stowage area. In this section, we will discuss how
the stock to be stored is handled, what the equipment
and safety precautions are, and how to safely lift stock
manually. We will also discuss safe practices that must
be followed by supervisory and working personnel
when stock is handled.

Aboard ship, stock is usually handled manually.
However, on some ships equipment is available to
move stock from place to place. This equipment
includes forklifts, hand trucks, and other related
equipment.

MATERIAL-HANDLING EQUIPMENT

The equipment used aboard ship is called
material-handling equipment. While you may not
operate this equipment on a regular basis, it is
important that you understand its operation and use.
This equipment is used extensively aboard carriers,
cargo and replenishment ships, and amphibious ships.

The advantages of using material-handling
equipment are obvious. It speeds up the movement of
stock. It also reduces the number of people required.
This is accomplished by large, single movements of
stock since it simplifies the storing and shipping of
material and uses less people. Handling stock in this
way reduces the risk of damage to stock and reduces
personal fatigue and injuries.

Pallets

A pallet is a portable platform made of wood,
metal, or fiberboard. Supplies are loaded on it and
transported or stored in units. Flat pallets may be
single- or double-faced. Single-faced pallets have one
platform, built on stringers, on which the weight of the
load rests. Double-faced pallets have two platforms
separated by stringers. Pallets may be built for either
two- or four-way entry. The two-way pallet is built so
the forks of a forklift may be inserted from either the
front or rear of the pallet. The four-way pallet is built so
the forks may be inserted from any side. These pallets
are shown in figure 10-1. The box pallet shown in

figure 10-2 is used primarily for handling small items
or easily crushed stock.

Loading Pallets

When loading pallets, three things must be
considered:

• Pallet size

• Stability of the load

• Maximum load allowed

Each pallet should be able to pass through all
doors, aisles, and hatches likely to be encountered.
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Once the stock to be moved is identified, you must
decide which type of pallet to use—platform or box. It
must be loaded carefully to ensure load stability.
Figure 10-3 shows the recommended ways to load a
pallet. As you can see from the illustration, you should
arrange the material to fit the pallet and prevent
slipping or sliding. Because of the different sizes of
box pallets, a single pattern for loading is not always
possible.

Place the biggest and strongest cases around the
outside edge of the pallet and the smaller or fragile
cases in the center. In this arrangement the stock itself
provides a stronger surface for the second and
subsequent tiers of cases on the pallet.

Dunnage

Dunnage is material used to protect the ship and
the cargo. Generally, rough finished, low-grade lumber
is used. However you may use burlap, cardboard, or
heavy paper. The purpose of dunnage is to make the
cargo an integral part of the ship. Dunnage may also be
used to fill space, which if left unfilled, would let stock
shift. Dunnage also provides circulation of air through
the cargo. There is no definite set rules governing the
use of dunnage. When using dunnage, you should use
common sense and planning.

Pallet Slings

Pallet slings, such as those shown in figure 10-4,
are used to lift a pallet with an overhead crane. Using a
sling like this helps to distribute the load equally on
each leg. The safety precautions that cover the use of
slings in material and cargo handling are also found in
OPNAVINST 5100.19, volume 2. These safety
precautions should be observed to prevent damage to
material and personal injury.

Pallet Trucks

Pallet trucks are useful for picking up and
transporting palletized loads. This is true especially
when space is limited and handling operations are too
small to use a forklift (fig. 10-5).

The pallet truck frame has a fork that fits between
the top and the bottom decks of a pallet and supports
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the load on its wheelbase. Pallet trucks may be
battery-powered or manually operated. The lift
mechanism is usually hydraulic-operated and may be
either electric-powered or manual. The use of pallet
trucks is limited because it needs a smooth surface on
which to operate. Also, they do not have the lift
capability needed for stacking operations.

Forklifts

Forklifts are designed to pick up, carry, and stack
unit loads of supplies and equipment. Standard
forklifts are available with lifting capacities of 2,000 to
20,000 pounds with lifting heights of 100 to 210
inches. They may be powered by gasoline or diesel
engines or may be bat te ry-powered . The
battery-powered type is normally used in enclosed
spaces because carbon monoxide from gasoline or
diesel engines would be a safety hazard. Forklifts have
a telescopic mast that can lift loads past the top of the
mast itself. Heavy loads are balanced by the weight of
the truck with the front wheels acting as the center of
balance.

Forklifts are excellent for handling palletized unit
loads. They can also be used for loads on skids or in
boxes. The forks can be replaced with special adapters,
so the forklift can handle special material, such as
drums, reels, and so forth. Remember though, the
forklift is normally used for loading and unloading
palletized loads on trailers, trucks, railroad cars, and
warehouse platforms. The forklift truck shown in
figure 10-6 has solid rubber tires, is powered by a
gasoline engine, and is for use in warehouse
operations.

There are so many different makes and models of
forklifts that it is difficult to generalize on their
controls. Forklifts have controls for reverse and
forward, have front-wheel drive, and are steered by the
rear wheels. The controls for the forks usually consist
of two levers—one to raise and lower the fork and one
to tilt the mast. The mast is tilted forward to a vertical
position when picking up or lowering a load. It is tilted
back when moving for greater stability.

When using a forklift, observe the following safety
precautions:

• Stencil the load capacity on the forklift where the
operator can see it.

• Frequently remind forklift operators not to
overload their equipment.

• Do not try to straighten stacks by bumping or
pushing with the forklift.

• Do not load the forklift when it is in motion.

• Tilt the mast back when moving a load from one
location to another.

• Move forward when transporting a load up a
ramp and backup when going down.

• Be sure the motor is turned off and the parking
brake is set if you are going to park and leave
your equipment.

Hand Trucks

The most versatile of all material-handling
equipment is the hand truck. They may have either two
or four wheels. The two-wheel type is shown in figure
10-7. They range in size and weight from 45 to 155
pounds and can carry up to 2,000 pounds.

10-4

Figure 10-6.—Forklift truck. Figure 10-7.—Two-wheeled warehouse hand truck.



When using hand trucks, most of the weight is
balanced over the wheels and axle. This lets you push
the load easily. The hand truck may also be used as a
pry or lever. By pushing the lip under a heavy object, it
is possible to raise it several inches off the deck.

Conveyors

Conveyors are used to move supplies in a fixed line
of travel. The Navy uses two types of conveyors. The
first is the gravity-type roller or wheel conveyor. The
second is the power-driven belt conveyor. Each is
portable.

The gravity-type roller or wheel conveyor can be
set up so that one end is lower than the other. This uses
gravity to help move the load. It can also be set up level
and the load pushed to its destination. Many sections

can be joined to form a continuous system to move
material during underway or vertical replenishment.
Conveyors can also be used on piers, in storerooms, or
where a steady flow of supplies is desired. Figure 10-8
shows a gravity-type conveyor.

The power-driven belt conveyor shown in figure
10-9 has an endless belt mounted on a frame. It is
driven by a pulley connected to a drive motor. The belt
travels over a series of rollers or a sliding bed. The belt
conveyor can be used to move materials over a fixed
path of travel with inclines up to 25 degrees.

Ladder Chute

The ladder chute shown in figure 10-10 provides a
rapid means of sending stores downward in a ship. This
is because most storerooms aboard ship are located
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Figure 10-8.—Gravity-type conveyor.

Figure 10-9.—Power-driven belt conveyor.

Figure 10-10.—Stores strike-down chute.



below decks. Ladder chutes are easily assembled and
used.

MISHAPS

MISHAPS are usually caused by personnel error.
Equipment is often involved, but people handle the
equipment . Most mishaps can be traced to
carelessness, inexperience, and a disregard for safety.

Carelessness

Certain work locations are inherently dangerous
and inattention may cause mishaps that result in injury
and even death. People who work on piers, weather
decks, and in the ship's hold must be constantly alert
for falling objects. Fatigue is another cause of
carelessness. When people get tired, they are not as
alert and will more likely cause a mishap. Familiarity
with a job is another contributing factor to mishaps.
Familiarity leads to shortcuts, and shortcuts can cause
mishaps.

Inexperience

Unless people are trained, qualified, and
experienced in handling a particular piece of
equipment, they should not be allowed to use it.
Operators of cranes, capstans, winches, windlasses,
and other deck equipment must first be trained and
qualified on that equipment. They must also receive
authority from the first lieutenant. A person may be
able to operate a forklift but may not be aware of the
safety precautions that should be taken while operating
it. Inexperienced people operating material-handling
equipment are not the only cause of mishaps. People
working, as material handlers for the first time, may
not be aware of the dangers involved. A small mistake,
such as an improperly loaded cargo net, may result in
an injury to themselves or others.

Attitude

When working around dangerous machinery or in
dangerous work areas, people may become over
familiar with their job. When this happens, there is a
tendency to ignore safety. When someone develops a
poor attitude toward working safely, a change must be
made either in attitude or work assignment. If
experience shows that a person has a tendency to work
unsafely, that person should not be allowed to operate
material-handling equipment.

Mishap Costs

Mishaps involving people have an immediate
impact on operations and planned schedules. The
disadvantage of losing people to mishaps is that they
may not be easily replaced. Your work center will have
to work shorthanded until the injured person is
replaced. In the case where material is damaged or
destroyed, time and money will have to be spent to
replace or repair it.

DANGER AREAS

Many types of mishaps can happen when handling
material. Some of the more important danger areas and
hazards are discussed below.

Defective equipment—Do not use worn or
defective equipment. This includes winches, rigging,
chains, nets, and bridles. Report unsafe equipment
conditions to your supervisor. Repairs should be made
only by qualified personnel since a poor repair job may
be more hazardous than the defective equipment.

Falling objects—Objects, such as blocks,
crowbars, and slings, should not be thrown from the
deck into the hold or onto the pier.

Improperly assembled drafts—Nets and pallets
should be loaded so that items will not fall when
hoisted.

Failure to stand clear—The warning STAND
CLEAR should be given loudly when material is being
hoisted or lowered into a hold or onto the pier.

Material improperly landed—Material should be
stopped about 1 foot above the intended landing area
and then guided to a safe landing.

Loads stopped overhead—Avoid stopping loads
overhead. If a hoisted load must be stopped overhead
before being lowered into the hold, it should be
stopped over the weather deck—never over the square
of the hatch and never over the heads of personnel on
the pier.

Improper stowage—When stowed, material
should be tied evenly, tied in, stepped back, or floored
off to prevent collapse. Dunnage should be used as a
firm flooring for tieing. Never store material
improperly even for a short time.

Hatch beams or boards—When only part of a
cargo hatch is open, the remaining hatch beams should
be pinned or locked in place. This keeps them from
being dislodged and falling on people below. Hatch
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boards should be stacked back away from the hatch to
keep them from being accidentally knocked into the
hold.

Standing in bight of line—No one should ever
stand in the bight of a line, the eye of a cargo strip, or a
sling. To do so may result in broken bones or more
serious injury.

Fleet freight—Carefully inspect all material
received as fleet freight for evidence of damaged or
leaking containers. Extremely hazardous conditions
can result from many hazardous materials used aboard
ship.

Open hatches—Barricades should be placed near
open hatches and other open spaces. Safety lines must
be used around such openings when material is not
being handled through them.

Temporarily covered hatches—Hatches covered
with a tarpaulin or other temporary covering are
dangerous, perhaps more so than fully visible
uncovered hatches. Temporary coverings should be
used only during inclement weather, if at all, and
barricades placed around the opening.

Riding on hooks—Personnel must not ride on
cargo-handling gear, such as hooks or nets. The
save-all is a cargo net or device used to prevent the loss
of material over the side during loading or unloading
operations. It must not be used as a ladder between the
pier and the ship.

Removed handrails—When handrails are removed
to load cargo or for other reasons, the working area
should be roped off to keep people from falling over the
side.

Ladders—Ladders in the square of the hatch
should not be used when cargo is lowered or hoisted in
the hold. Care must be exercised when using ladders,
especially when hatch boards from several deck levels
have been removed. Stairway-type ladders should be
used when available.

Slippery decks—Oil, grease, ice, or any slippery
material on the decks or pier should be removed
immediately. If you cannot remove it, immediately
cover it with sand, cinders, sawdust, or other antislip
material.

Improper lighting—When concealment is not
important, floodlights should be used at night on the
weather deck, overside, and in cargo holds. Flashlights
should be available for emergencies. When entering
dark compartments, carry portable safety lights.

Chemical hazard—During some material
handling or related operations, chemicals or hazardous
materials may be spilled or accidentally released. The
chemicals may give off toxic gases or vapors and could
asphyxiate or cause you serious health problems.
Hazardous materials on the skin or in the eyes could
burn or cause permanent damage. In any spill or
exposure situation, contact the medical department
and your supervisor immediately. If material is spilled,
evacuate the space and notify your supervisor or
Damage Control Center. Spills should be cleaned up by
properly trained and outfitted personnel before work is
allowed to resume.

SAFE-HANDLING PRACTICES

When handling material, it is the responsibility of
the supervisor to make sure everyone has been trained
in and observes safety precautions. To do this, they
must have a detailed working knowledge of the safety
precautions listed in OPNAVINST 5100.19. The
supervisors must make sure everyone has received
training in the following areas of material-handlers
safety:

Safety knowledge and training—Workers must be
instructed in the potential dangers associated with their
tasks. Awareness of these potential dangers and
training to avoid safety hazards will assist in reducing
mishaps while performing tasks.

Knowledge of hazardous material—Items, such as
flammable material, chemicals, and acids, require
more care and attention than other items. The
characteristics of the material being stored dictate the
care and attention necessary to avoid risks and
potential hazards. Workers handling hazardous
materials must have knowledge of all potential dangers
or hazards associated with them.

Design—Equipment is generally designed to
perform a specific function. A potential hazard may be
created when equipment is used in operations beyond
the rated capacity or for a purpose for which it was not
designed.

Attachments—Workers must be trained how to use
the attachments for each piece of equipment. This
includes the potential hazards and dangers associated
with their use.

Maintenance—Equipment that is not operating
properly is a hazard. Operators must be instructed not
to operate equipment that appears to be mechanically
unsafe. They should be trained to report unsafe
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equipment to the supervisor and not attempt repairs
themselves.

Methods—Operators must be trained in the proper
methods of operating equipment before being allowed
to use it.

Many factors that supervisors must consider when
discharging their responsibilities are shown in figure
10-11. Using it as a guide may not eliminate all
mishaps, but adhering to it should keep them to a
minimum.

The material-handling crew must always be
informed of their responsibilities in regard to safety.
The safety of personnel and equipment is the
responsibility of all hands. This way everyone is safety
conscious and it will make your job easier. Figure
10-12 is a list of safety precautions that should be used
by cargo handlers. This list can be used as a guide for
training. The need for speed during an emergency
situation may outweigh the value of some safety
precautions. However, do not suspend safety practices
unless the degree of urgency warrants it. Safety is
always first and there is no substitute for good
judgment and experience.

Q1. Safety precautions for handling stock are
found in what instruction?

Q2. When loading a pallet, you should place
smaller, fragile cases in what location on a
pallet?

Q3. What is the most versat i le of al l
material-handling equipment?

Q4. What is the most common cause of mishaps?

SPECIAL STOWAGE

Learning Objective: Recognize the dangers
and recall the proper procedures associated
with handling and stowing hazardous
material.

There are some items of supply that require special
handling. They have some characteristics that require
the use of specific stowage or handling techniques to
prevent hazards to people or facilities. Some materials
require a high degree of protection because they have a
limited stowage life. Care must be taken to make sure
that the oldest stock is issued first. Many foods or
confections must be stored in areas where the
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SUPERVISOR CHECKLIST

1.  Tell and show workers how to work safely.
2.  Do not let workers stand or work under suspended loads.
3.  Do not let workers stand or work from elevated places to the ground.
4.  Do not let loads be handled if they are bigger than the rated capacity of the equipment.
5.  Tell and show workers how to grip slings and bridles.
6.  Make sure workers stand out of bight and clear of the throw block and hook when using a bull

line to move cargo.
7.  Show workers how to break down or build piles of sling loads and safely break out and store

cargo.
8.  Show your crew how to lift properly.
9.  Make sure your crew does not enter dark places, such as holds, decks, or compartments, without

a light.
10.  Do not let workers wear jewelry or loose clothing, which may become caught in cargo.
11.  Make sure everyone wears safety shoes and hard hats while handling cargo.
12.  Do not allow the use of ladders in the square of the hatch when the hoist is moving.
13.  Make sure all workers are alert.  Provide occasional breaks.
14.  Know the location of fire-fighting equipment.
15.  Know what to do in case of injuries.
16.  Know how to remove workers quickly from the hold should a fire develop or if they require

medical attention or in case of a hazardous material spill.
17.  Constantly watch your crew and make sure they work safely.
18.  Do not block passageways without approval of the responsible department head.

Figure 10-11.—Supervisor checklist.



temperature and humidity can be controlled to prevent
deterioration. When planning the stowage of ship's
store items, you must use these factors and plan
accordingly.

HAZARDOUS MATERIALS

Certain materials with hazardous properties
require special stowage facilities and handling
precautions. The Navy Occupational Safety and
Heal th Program Manual for Forces Af loat ,
OPNAVINST 5100.19, outlines the requirements for
stowage of hazardous materials aboard ship.

The following general precautions must be
observed to minimize hazards inherent in the
hazardous materials, or HAZMAT:

1. Mark stowage compartments to identify type of
HAZMAT stored and keep the compartment/materials
clean and dry at all times.

2. Provide adequate ventilation throughout all
HAZMAT stowage areas. Keep the ventilation system
in good operating condition. All HAZMAT stowage
areas must be evaluated by an industrial hygienist
before designated stowage of HAZMAT. Prohibit
unauthorized personnel from entering HAZMAT
storage areas.

3. Allow only authorized personnel in storage
areas.

4. Store incompatible materials in separate
compartments to prevent mixing in the event of a spill.

5. If space limitations necessitate storing
incompatible materials in the same compartment, a
separation distance of at least 3 feet must be maintained.
This provides only limited protection and all
precautions, such as high coamings, must be used to
prevent accidental mixing. Coamings will not prevent
vapors, generated from incompatible HAZMAT in
spaces, from mixing and reacting.
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SAFE MATERIAL-HANDLING PRACTICES

1.  Wear safety shoes and hard hats.
2.  Do not wear rings.
3.  Use accommodation ladder or brow for boarding or leaving the ship.
4.  Use the ladders in the square of the hatch only when the hoist is not in motion.
5.  Use the walkway on the ship's side away from the side on where cargo is being worked.
6.  Secure all lashings to permanent deck fastenings.  Never use movable objects lying on deck,

such as dunnage or hatch covers, as a holdfast.
7.  Secure hatch rollers properly.
8.  Lower blocks, crowbars, slings, bridles, and other objects into the hold by cargo falls or other

lines.  Do not drop or throw them.
9.  Stack hatch covers in an orderly manner.  Disorderly piles create tripping and stumbling

hazards.
10.  Lay strongbacks flat to prevent tripping over.
11.  When removing or replacing strongbacks, keep them between you and the open hatch.
12.  Stand clear of suspended loads.
13.  When steadying loads, always face them and keep your feet clear.
14.  Stand clear of slings being pulled from under loads.
15.  Stand clear when strongbacks and hatch covers are handled on the deck above.
16.  Exercise care when handling objects with sharp or rough edges.
17.  Learn and practice proper lifting techniques to prevent strains or sprains.
18.  Never walk backwards.
19.  Report all defects in tools, materials, and equipment, and any hazardous material spills.
20.  Report all injuries, however slight, and get immediate first aid or medical attention.
21.  Do not smoke in holds and storerooms.
22.  Know the location of fire-fighting equipment.
23.  Do not engage in horseplay, practical jokes, or arguments while working cargo.

Figure 10-12.—Material-handling safety precautions.



6. Stack containers in such a way so they will not
crush lower containers, become unbalanced, or become
difficult to access.

7. Issue material on a first-in, first-out basis,
considering shelf life.

8. Prohibit smoking, eating, or drinking in storage
areas.

9. Never permit open flames or spark-producing
items in HAZMAT storage areas.

10. The gas free engineer will monitor storage
compartments for oxygen depletion, suspect explosive
atmospheres, presence of potentially toxic vapors, and
CO2 accumulation any time the question arises as to the
safety of a storage area.

11. Seal and protect all containers against physical
damage and secure for heavy seas.

12. Maintain explosion-proof electrical fixtures
in proper condition in applicable HAZMAT storage
areas.

13. Do not store HAZMAT in spaces or locations
not designated for such stowage.

Flammable Materials

A flammable material is any solid, liquid, vapor, or
gas that will ignite easily and burn rapidly. A
“flammable liquid” is defined by the National Fire
Protection Association (NFPA) as a liquid with a flash
point below 100°F and having a vapor pressure not
exceeding 40 pounds per square inch (psi). Liquids
having a flash point at or above 100°F are combustible
liquids. All flammable and combustible liquids pose a
danger to personnel and the ship, particularly those
liquids having a flash point below 200°F. Flammable
and combustible liquids must be stored in approved
locations according to OPNAVINST 5100.19.

1. Flammable and combustible materials must be
stored separately from oxidizing materials (i.e., sodium
nitrate, calcium hypochlorite, potassium permanganate,
peroxides, and strong inorganic acids [nitric,
hydrochloric, and sulfuric acids] ).

2. Bulk storage of flammable and combustible
materials is limited to flammable liquid storerooms.
The materials involved are as follows:

a. Liquids with flash points below 200°F.

b. Solids and semisolids that readily give off
flammable vapors.

c. Solids that burn with extreme rapidity because

of self-contained oxygen.

d. Materials that ignite spontaneously when

exposed to air.

e. All lubricating oils and petroleum products

with a flash point greater than or equal to 200°F

but less than 1,500°F.

f. Cargo of the type described in (e) above,

carried by cargo ships and oilers, may be

stored in either a cargo hold under a fixed

inert-gas extinguishing system or CO2 gas

flooding or sprinkler protection or on the

weather deck under protection from the

elements.

3. Ensure ordinary combustible materials, such as
rags, paper, and wood, are not stored in flammable
storage areas; however, oily rags should be stored in
these areas after being placed in suitable containers.

4. Prohibi t open flames or spark or
spark-producing items in flammable storage areas.

5. Ensure containers are secured with metal
banding or other approved tie-downs vice manila line.

Corrosive Materials

Corrosive materials are chemicals, such as acids,
alkalies, or other liquids or solids, which, when in
contact with living tissue, will cause severe damage to
such tissue by chemical action. In case of leakage,
corrosive material will materially damage surfaces or
cause fire when in contact with organic matter or with
certain chemicals. Stow corrosive materials in their
properly labeled, original containers. Ensure that acids
and alkalies are stowed separate from each other.
Ensure that corrosive materials are not stowed in the
vicinity of oxidizers or other incompatible materials.

1. Inorganic Acids

Store l iquid inorganic acids, such as
hydrochloric, sulfuric, nitric, and phosphoric acids,
bottled in glass or plastic in such a manner that they are
cushioned against shock. They should be kept in their
original shipping carton inside suitable acid-resistant
lockers, cabinets, or chests, located in storerooms below
the full-load waterline. Except where stowed in chests
or lockers, the lower part of the bulkheads where acids
are stored should be provided with a watertight
acid-resistant rubber lining.
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Maintain hydrofluoric acid in acid-proof
polyethylene or ceresin-lined bottles at all times and
never allow them to come in contact with skin or eyes.
Store medical acids in lead-lined containers in the
medical storeroom. Do not store inorganic acids in
flammable liquid storerooms, except when contained
within an acid storage locker. Since many inorganic
acids are oxidizers, stowage in a flammable liquid
storeroom, even in an acid locker, should be avoided.

2. Organic Acids

Do not permit liquid and solid organic acids,
such as glacial acetic, oxalic, carbolic, cresylic, and
picric acids, to come in contact with the eyes or skin.
These acids are corrosive to aluminum and its alloys, to
zinc, and to lead. Keep these acids, usually packaged in
glass bottles, from freezing and physical damage. Stow
these acids in a locker lined with acid-resistant material
in the flammable liquids storeroom separated by a
partition, or by at least 3 feet, from all other material.

3. Alkalies

Store alkalies (bases), such as lithium
hydroxide, sodium hydroxide, potassium hydroxide
(lye), disodium phosphate, trisodium phosphate,
sodium carbonate, and ammonium hydroxide
(ammonia water), in designated lockers, cabinets, or
chests. Keep alkalies separated from acids, oxidizers,
and other incompatible materials. Ensure the storage
area is dry. Many shipboard cleaning agents and laundry
materials contain alkalies in very strong concentrations.

Oxidizers

An oxidizer is any material, such as chlorate,
perchlorate, permanganate, peroxide, or nitrate, that
yields oxygen readily to support the combustion of
organic matter, or which may produce heat, or react
explosively when it comes in contact with many other
materials. Higher temperatures increase the possibility
of oxygen release from oxidizers and the possible
initiation of fire. Heat should be avoided when
handling and storing oxidizers.

Do not store oxidizers in an area adjacent to a
magazine or heat source or where the maximum
temperature exceeds 100°F under normal operating
conditions. Ensure that oxidizers are not stored in the
same compartment with easily oxidizable materials,
such as fuels, oils, solvents, grease, paints, or cellulose
products.

Calcium Hypochlorite

Calcium hypochlorite is a very strong oxidizer
used to provide the sanitizing and bleaching property
of chlorine without requiring the handling of liquid or
gaseous chlorine. Store stock in labeled, ventilated
lockers, or bins. Locate these lockers or bins in an area
where the maximum temperature will not exceed
100°F under normal operating conditions and which is
not subject to condensation or water accumulation.
The area must not be adjacent to a magazine, and the
lockers and bins must be located at least 5 feet from any
point heat source or surface that may exceed 140°F. Do
not locate these lockers in an area used for stowage of
paints, oils, greases, or combustible organic materials.
Do not store more than 48 6-ounce bottles or 36, 3-3/4
pound bottles in any individual locker or bin. Only
issue calcium hypochlorite to personnel designated by
the medical or engineer officer.

Stow calcium hypochlorite, carried as cargo, in a
separate enclosure constructed of steel or expanded
metals. Ensure that the enclosure has a secure door. Do
not locate the enclosure in an area used for storing
paint, oils, greases, or other combustible materials.
Locate the enclosure in an area where maximum
temperature will exceed 100°F under normal operating
conditions and is not subject to condensation or water
accumulation. Do not locate the enclosure adjacent to a
magazine and within 5 feet from any point heat source.
Sprinkler protection is not required but need not be
avoided. For unpalletized material, equip the enclosure
with shelving and retaining bins to contain securely the
individual boxes.

Aerosols

There is an ever- increasing demand for
pressurized (aerosol) dispensers for the dispersal of
paints, enamels, lacquers, insecticides, inspection
penetrant kits, lubricating oils, silicones, shaving
creams, and rust preventatives. The aerosol propellants
may be low-boiling halogenated hydrocarbons or other
hydrocarbons that are flammable, such as propane or
isobutene. The contents of the aerosol-type
pressurized containers are under pressure and
exposure to heat may cause bursting of the dispensers.
The propellants in higher concentrations are
anesthetic, asphyxiating, and extremely flammable.
The decomposition products, formed when propellants
contact open flames or hot surfaces, may be corrosive,
irritating, or toxic.
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Make sure that inside stowage of aerosols is in the
flammable liquids storeroom. Stow ship's stores
aerosol stock items in flammable liquids storeroom.
Do not stow containers in areas with temperatures

above 120°F or adjacent to steam lines, hot zones, or
heat source.

Compressed Gases

Aboard Navy ships numerous cylinders of
compressed gases will be found. Compressed gases are
used for welding operations (oxygen and acetylene), in
refrigeration and air-conditioning systems, and for
purging various systems (nitrogen). Cylinders of
compressed gases are potential explosion, fire, and
health hazards if strict compliance with existing
requirements is not met.

Only stow compressed gases, with the exception of
flammable and explosive gases and ready service
cylinders, in compartments designated for cylinder
stowage, as shown in applicable plans for each ship.
Whenever practical, stowage should permit removal of
any cylinder without disturbing other cylinders. Such
compartments will be kept free of all flammable
materials (especially greases and oils). Have
instructions posted at all entrances requiring
ventilation of the compartment for a period of at least
15 minutes before entry.

In stowage rooms, securely fasten each individual
cylinder in the vertical position (valve end up) by metal
collars and with horizontal restraints to meet Grade
"B" shock mounting requirements.

Stow the cylinder by date of receipt, and place it
into service in the order of receipt. Empty cylinders
must be tagged EMPTY, marked MT, and segregated
from full or partially full cylinders. Never stow oxygen
bottles in close proximity to fuel gas cylinders. Keep
all flammable materials, especially greases and oils,
out of the stowage area.

Q5. To be considered combustible, the liquid’s
flash point should be what minimum degree
Fahrenheit?

Q6. A liquid with a flash point of 200°F should be
stowed in what location?

Q7. Alkalies and acids are considered what type of
materials?

STOWAGE AND STOCK
ROTATION

Learning Objective: Recall the regulations
and procedures that apply to stowage and
stock rotation.

You must remember to issue the oldest stock in the
bulk storeroom first. By doing this you will be
following the FIFO rule (first in, first out). Sometimes,
however, you will receive stock from Federal
Industrial Supply Centers (FISCs) or Combat
Logistics Force (CLF) ships that may have been
manufactured before the stock procured in the United
States was loaded out. When this happens, you should
issue the merchandise that was manufactured first.

STOREROOM MAINTENANCE

The responsible custodian of the bulk storeroom is
responsible for cleaning and maintaining the space.
This includes keeping the storeroom free of items that
should be surveyed because they are damaged or
deteriorated. When such items are present in the bulk
storeroom, the responsible custodian should notify the
supervisor. These items should be marked down, if
they have resaleable value or surveyed. After major
receipts or breakouts, stock should be organized with
the content labels visible.

Protection from Breakage

Do not store fragile material in the same place as
heavy material. Store it in a separate location and
prevent excessive movement while the ship is under
way. You can use empty cardboard cartons cut into
strips to fill unused space. Give materials received in
glass containers special attention. Breakage may not
only result in loss of the material but may also cause
damage to other stores creating a hazard to the crew.

Manual Handling

A great deal of material handling is done manually.
For this reason it is important that you understand how
to lift correctly. Many times people in working parties
do not think about how they lift or handle materials.
Improper handling of materials may lead to a painful
hernia, or strained or pulled muscles. The correct
method of lifting objects is shown in figure 10-13.

When lifting you should observe the following
rules and precautions:
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1. Do NOT lift an object if it is too heavy or too
bulky for good balance. Get help or use mechanical aids,
such as a dolly or hand truck.

2. Keep the load close to the center of your body.
The farther the load is from the small of your back, the
greater the strain. That is the reason a heavy compact
load is easier to lift than a bulky lighter load—you just
cannot get the bulky object close enough to you. The
best way to handle a compact load is to squat down close
to the load with one foot alongside it and the other foot
behind it. With the feet comfortably spread, you have
better stability with the rear foot in position for the
upward thrust of the lift.

3. Pull the load toward you, then lift it gradually.
Avoid quick and jerky motions. Push up on your legs
while keeping your back straight. A straight back keeps
the spine, back muscles, and other organs of the body in
the correct alignment. Tucking in your chin helps to
align the spine. No matter what size the load, get as close
to it as you can; then get a good grip by using the full
palm and extending your fingers and hands around the
object. Remember that your fingers have very little
power and that you need the strength of your entire
hand. Keep your arms and elbows tucked into the side of
your body to help keep the body weight centered. Avoid
twisting your body during the lift or while moving the
load; change directions by moving your feet. Twisting
your body during a lift is one of the most common
causes of back injury.

4. Be sure you can see over the load you are
carrying.

5. Do NOT change your grip while carrying the
load.

6. Face the spot on which you intend to set the
object down; bend your knees keeping your back as
straight as possible and the weight of the object close to
your body.

7. Always allow enough room for the load to
prevent injury to your toes and fingers.

8. Use a back brace to help in lifting and preventing
back injuries, if provided by your supervisor.

9. When placing a load on a table or bench, set it
down on the edge and push it forward with your arms
and body. If the load is too heavy or too awkward for you
to move alone—GET HELP! Remember, LIFT WITH
YOUR LEGS, NOT WITH YOUR BACK!

Securing for Sea

Before getting underway and into open seas,
thoroughly inspect and secure storerooms. This will
prevent stores from shifting and breaking. Brace or
lash bulk stores to bulkheads, stanchions, or battens,
and secure open bins and shelves to prevent stores from
falling to the deck. Once your storerooms are secured
for sea, notify your supervisor that they are ready to be
checked. After all ship's store spaces are secured for
sea and checked, the leading Ship's Serviceman can
make his or her report to the sales officer.

Ventilation and Humidity Control

Storerooms should be ventilated to stop excessive
heat and humidity buildup. Heat and humidity
encourage bacteria growth and insect infestation. High
humidity can result in mold and mildew and growth
and may cause mustiness in cookies, crackers, and
tobacco products. You should make sure you leave
space between stores and obstructions, such as steam
pipes, for maximum ventilation. Bulk storerooms
should be ventilated once a week to let air circulate.
This removes stagnant air that can cause damage to
perishable items.

Markings of Stock

Bulk storeroom custodians are responsible for the
condition of the stock in their custody. The custodian
must make sure stock is rotated (first in, first out).
Older stocks become shelf-worn or deteriorated if
newer stocks are broken out to the ship's store activities
first. The bulk storeroom custodian can keep this from
happening by placing barcode labels generated by
ROM on each case. Also, mark the receipt date
(month/year) or manufacture date on each case before
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it is stored. The labels, generated by the ROM system,
contain information about each stock item. These
labels, when used, should be placed on a visible spot on
each stock item.

The manufacture date is a coded date shown by
some manufacturers on each case. These codes
indicate the date of manufacture for items, such as
candy, cookies, crackers, tobacco products, canned
drinks, and fi lm. These codes are found in
NEXCOMINST 4067.4. A copy of this instruction
should be maintained in the bulk storeroom for use by
the custodian.

For items that are maybe highly perishable or
deteriorate easily, you should use the manufacture
date, not the receipt date. When you use the receipt
date, you are not taking into consideration the time the
item has been in the supplier's warehouse. If, for
example, the shelf life of the item is 5 months and the
manufacture date is November 2002, the product may
begin to spoil or deteriorate around April 2003. If you
receive the item in February 2003 and use the date of
receipt, you are not considering the 3-month lapse
between manufacture and receipt.

Accessibility of Stock

Accessibility of stock is simply being able to reach
and remove any stock items out of the bulk storeroom
with little effort. Accessibility of stock is an important
fundamental of good stowage. When you receive new
stock, you must keep in mind that someday you will
issue or inventory that stock.

You should never stock 20 cases of an item on a
single case of a different item. More than likely you
will use that single case before you use the other 20
cases. With proper arrangement and use of the
storeroom facilities, you should never have this
problem.

Arrangement of Stock

Bulk storerooms should be neat and orderly. If
possible, container labels should be facing out.
Containers should be arranged by item, brand name,
and date of receipt or date of manufacture. In this way
the contents of the item can be determined without
handling each item. This will also facilitate breakouts,
inventories, and turnover of stock. Case lots should be
stored on deck gratings and not directly on the deck.
Several things to keep in mind when you are arranging
stock are mentioned below.

Item similarity—Items with similar handling
requirements should be stored together when practical.
This will make issuing and controlling these stock
items easier.

Item popularity—The popularity of an item must
also be considered when arranging stock. Fast-moving
stock should be stored in areas that are easily
accessible.

Item size and weight—The size and weight of the
item not only affect the amount of storage space
needed but also affect your decision on where you will
store it. For example, a large, heavy item should be
stored in a location that will provide a balance between
accessibility and required handling. In other words, do
not store heavy laundry supplies in the forward portion
of the ship when the laundry is located aft.

Item quantity—The quantity of the item to be
stocked affects the amount of space required and will
affect the arrangement of other stock. If you have a
large number of one stock item, it is always better for
you to increase the amount of space needed to stock all
the items in one space. Keeping the item in one location
also helps in accounting for the item especially during
inventory.

Aisles—When arranging stock, position an aisle
about 30 inches wide in the storeroom so you have
access to all stock. If an aisle is not maintained, you
will have to remove several items to get to others
during breakouts or issues. Inventory can turn into a
nightmare. It is generally accepted that just before
deployment and 1 month into deployment, it may be
hard to maintain an aisle in the storeroom. Lack of
storage space is a problem aboard ship and during
predeployment; planning these problems should be
resolved. The supply officer may be able to negotiate
with other department heads for additional storage
space. If additional space is not available, stowage
plans will have to be made with the space available.

Item characteristics—Most items of ship's store
stock do not require special stowage. However, there
are some stock i tems tha t requi re spec ia l
considerations, such as flammable stock and
perishable stock. We will discuss some of these stock
items later in this chapter.

SPECIAL STOWAGE OF SHIP'S STORE
STOCK

Certain items of ship's store stock are highly
perishable in nature and, therefore, special stowage
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techniques are important. Perishable items should be
inspected frequently for signs of damage, spoilage,
insect infestation, or rodent contamination. If steam
lines are present in the storeroom, you should make
sure they are insulated. Temperatures in storerooms
will affect perishable items. High temperatures will
increase the risk of bacterial growth and insect
infestation; this is particularly dangerous when
accompanied by high humidity. In the following
section, we discuss specific ways you can prevent
damage and personnel hazards from happening when
storing specific items.

Flammable Ship's Store Stock

NAVSUP P-487 has a list of flammable items that
are authorized to be stocked in ship's stores. These
items should be marked for quick identification. To
minimize the hazards of handling flammable ship's
store stock, you should take the following precautions:

• Do not overstock flammable items. Limit retail
store quantities to 3 days of anticipated sales.

• Check flammable ship's store stock for
condition, accurate identification, and proper
marking and labels.

• Periodically inspect flammable items for
leakage.

• Post NO SMOKING in areas where flammable
stock is stored.

Clothing

Use dunnage or deck gratings to keep boxes of
clothing off the deck and away from bulkheads.
Moisture, caused by sweating, can be absorbed by the
boxes and can result in stains and mildew on the
clothing. Store clothing neatly and arrange it by stock
number and size. This will save you time when
preparing the stock for counting during inventory. As
with any other merchandise, follow the first-in,
first-out rule when breaking out clothing.

Clothing items, such as gold braids, buttons, cap
devices, and insignia, should be wrapped individually
in nontarnishing paper. Don't use rubber bands to hold
the wrapping. Rubber bands and certain types of
wrapping paper contain sulfur that will tarnish gilt or
gold articles. Handle white articles carefully because
they stain easily. Clothing items, made with rubber,
should be kept clear of heat. Storerooms, where

clothing items are stored, should be inspected
frequently for dampness and moths.

Food Products

The proper stowage of food products is essential if
you are going to give the customer a fresh product.
Food products should be stored at 70°F. Cookies or
crackers should be in a well-ventilated space. They
deteriorate fast and become stale and musty if stored
where the humidity is greater than 75 percent. High
temperature is the chief cause of accelerated spoilage
in canned foods. It also speeds up the pinholing
process, caused by the acid in canned citrus fruit juices.

Candy

Candy keeps reasonably well when stored in a dry
space with good air circulation. If air circulation is
inadequate, hot spots may develop and cause it to
deteriorate. Do not stack cases of candy over 8 feet
high because the weight of the stack will damage the
candy in the bottom cases. Candy will spoil if stored
with detergents or dry goods protected with camphor.

High temperature and humidity will make candy
spoil. Chocolates should be stored and displayed at
60°F to 65°F with a relative humidity of 50 percent. If
chocolates are stored above 70°F, the cocoa butter in
the chocolate will melt and rise to the surface of the
candy. This causes a condition known as white bloom.
Although edible, it looks bad and is hard to sell.

High humidity changes the taste of candy that does
not contain chocolate. Items, such as marshmallows,
nougat, and fudge, are just the opposite. If the humidity
is less than 40 percent, these items dry out. Candies like
jellies, caramels, and hard candies become sticky when
the relative humidity is over 60 percent.

Film

Film should be stored in a cool, well-ventilated
space because it deteriorates rapidly in high heat and
humidity. Film stocks must be rotated and issued
according to the expiration date printed on the package
by the manufacturer.

Tobacco

To keep tobacco products from becoming stale and
musty, they should be stored in a dry, well-ventilated
space. The space should be kept at 70°F to 75°F with a
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relative humidity of 60 percent. Cigars and tobacco
require dry stowage at about 60°F.

Canned Drinks

Canned drinks can last for quite a while if stored
correctly. First, always cross stock soda cases to keep
the stack solid. Second, do not stack canned drinks too
high or bursting and crushing can occur on the lower
layers. Third, do not stack canned drinks too close to
steam or heated pipes. Fourth, store canned drinks on
pallets or deck gratings secured with battens. This will
provide good air circulation around the stacks and
prevent them from falling and becoming damaged
while the ship is underway.

Canned drink stacks should be rotated so the
customer purchases a fresh product. Frequently inspect
canned drinks and remove leaking or wet cans from the
pallet to prevent secondary damage. Secondary damage
occurs when you leave damaged or leaking cases in a
stack of canned drinks. If they are not removed, these
cases will cause the cardboard, plastic wrap, and
adjacent cans to be damaged. Leaks are not always seen

from the outside of the pallet and corrosion takes place.
Secondary damage can destroy an entire pallet if leaks
are not corrected promptly.

Q8. What is the FIFO rule?

Q9. Improperly lifting ship’s store merchandise
can lead to injuries in what part of the body?

Q10. Before getting underway, you perform what
action to the bulk storeroom?

Q11. Each perishable case of merchandise received
in the bulk storeroom should be marked with
what information?

Q12. Flammable merchandise in the ship’s store
should be limited to how many days supply?

Q13. Boxes of clothing stowed in the bulk
storeroom should be kept on what type of
material?

Q14. Food products should be stowed at _____ °F.

Q15. Film will deteriorate in what type of
environment?
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SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 10

A1. OPNAV instruction 5100.19

A2. The center

A3. The hand truck

A4. Personnel error

A5. At or above 100°F

A6. Flammable liquid storerooms

A7. Corrosive

A8. Issue the oldest stock in the bulk storeroom
first (first in, first out)

A9. The back

A10. Secure for sea

A11. Month and year merchandise was received

A12. Three

A13. Dunnage or deck gratings

A14. 70

A15. High heat and humidity
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CHAPTER 11

INVENTORY

INTRODUCTION

Inventory in ship’s store afloat is the process of
bringing stock records into agreement with stock on
hand, determining current money value balances, and
reestablishing accountability. As a Ship’s Serviceman,
you can expect to be regularly involved in the inventory
process. In this chapter we discuss the various steps of
this process, including preparing for inventory,
accomplishing the actual inventory, accounting for the
inventory, and reconciling the results of the inventory.

PHYSICAL INVENTORY

Learning Objective: Recall the steps on how
to prepare, conduct, and finalize an inventory
in the ship's store operation.

A (itemized) physical inventory is the process of
identifying, counting, and evaluating all stock on hand
at a specific time. The purposes of physical inventory
are the following:

• To determine the quantity of the stock on hand so
the required financial reports can be prepared

• To check on the accuracy of stock records and to
adjust any differences that may exist between the
stock records and the stock on hand

• To determine the dollar value of stock shortage
due to spoilage, damage, waste, pilferage, or
other losses not shown on the stock records

• To identify stock shortages and overages and to
determine financial liability

• To use as a management tool for effective stock
control

In this section, we discuss the procedures for
inventory. Inventory includes all ship’s store and
standard Navy clothing stock. Cost of operation items
on hand in activities other than the bulk storeroom is
not inventoried because they have already been
expended from the records. This category also includes
consumable supplies in the laundry, barbershop, retail
stores, and repair parts for vending machines.

INVENTORY PERIODS

An itemized inventory is taken at the times listed in

the following paragraphs:

• At the end of each accounting period sometime
during the last week of business.

• When the sales officer is relieved, all ship’s store
and standard Navy clothing stock are
inventoried.

• When the responsible custodian is relieved, the
spaces that custodian was responsible for will be
inventoried.

• When there is evidence of unauthorized entry
into a Group III space, an itemized inventory will
be taken.

• An inventory is taken at any other time that Navy
Exchange Service Command (NEXCOM), type
commander, commanding officer, supply
officer, or sales officer directs an inventory be
taken.

SPOT INVENTORY

Weekly spot inventories are required in retail

outlets and the bulk storeroom. At unannounced times

each week, the sales officer will conduct a spot

inventory of at least 5 percent of the stock on hand. The

purpose of the spot inventory is to check on the balance

of selected stock in the outlets and compare it to the

balance shown on the stock record cards and resolve

any differences. When possible, a spot inventory

should be done after each breakout or issue.

The results of these inventories are compared
against the stock record cards for the purpose of
maintaining inventory accuracy in retail operations at
100 percent. Spot inventories will be conducted on a
ROM generated Inventory Count Sheet. An inventory
count sheet, listing the merchandise to be counted, can
be selected from ROM’s Inventory Count Selection
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screen, as shown in figure 11-1. Check the box next to
the line item that the sales officer wants to count. The
bulk storeroom custodian may indicate the balance on
hand on each Intra-Store Transfer Data, NAVSUP Form
973, after making the breakout or issue. This makes it
easy for the records keeper because as he or she posts the
quantity broken out to ROM, the quantity balance left
can be checked. Spot inventories should also be taken
when an item shows a quantity difference after posting a
breakout to the stock record card and for each bulk
storeroom issue refusal.

ACCOUNTING FOR ADJUSTMENTS

When quantity differences occur between spot
inventories and the balance shown on the stock
records, the cause of the difference will be investigated
thoroughly. Adjustments to the stock record cards as a
result of the spot inventory are made automatically
when the inventory is confirmed. A Discrepancy
Report will be generated reporting all gains or losses
that were found as a result of a spot inventory. This

report and the corresponding Inventory Count Sheet
will be filed in B28 (RK) File, indicating the corrective
actions taken. Additionally, upon confirmation of the
inventory, gains or losses are on NAVCOMPT Form
153, line B14.

PREPARING AN INVENTORY PLAN

The sales officer must make sure the inventory
personnel are assigned and are familiar with local
inventory procedures, layout sketches are prepared for
spaces being inventoried, stock is arranged, and entries
on the ship’s store records are up-to-date.

Layout Sketch

The purpose of a layout sketch is to make sure an
accurate but speedy inventory is done. The sales officer
should prepare layout sketches of the retail outlets and
bulk storerooms in advance of the inventory. The
layout sketches include each bin, shelf, and showcase
identified by a number, as shown in figure 11-2. If the
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space is large, it may be broken down into sections and
a layout sketch prepared for each section. A number
identical to the one entered on the layout sketch is
attached to the corresponding fixture located in the
space.

Establish Count Patterns

Before the actual inventory, the sales officer or
leading SH should plan the inventory pattern. For
example, an inventory of a space should start on the left
and work to the right, top to bottom of each section of
the space. The layout sketches discussed earlier will
help in establishing an inventory pattern.

Arranging Stock

To make counting faster and easier, you should sort
and label with a ROM generated barcode label all
merchandise in retail outlets or bulk storerooms to
facilitate scanning and counting. Empty cartons,
except those used for packaging of merchandise on
display, must be removed from the sales outlet or bulk
storeroom so they won’t be included in the inventory.
Open cases, boxes, and containers from which items
have been removed must be counted individually.
Under no circumstances can the markings on the
outside of a previously opened box or case be used as
your count.
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Entries on Records

Before the inventory, the office records keeper
must confirm that all receipt, expenditure, and
breakouts/breakbacks documents are confirmed in
ROM.

Non-EPOS Activities

The records keeper must ensure that all
merchandise in the snack vending, canned drink
vending, and other outlets that do not use a Point of
Sale cash register is counted and broken back to the
bulk storeroom, and all cash collections are posted
before reviewing the profitability of the Non-EPOS
outlet. NOTE: The items in these locations are not
physically moved, but the breakback paperwork must
be created and confirmed. This merchandise will
remain assigned to the bulk storeroom accountability
until after the NAVCOMPT Form 153 is complete and
the system has been closed out. When you open the
records for the beginning of the next accounting
period, you will breakout the merchandise that was
previously counted and broken back to the bulk
storeroom. Again this will be completed without
physically moving the stock.

COUNT SHEET PREPARATION

The inventory teams will use the Portable Data
Terminal (PDT) to record the inventory. If the PDT is
damaged or unavailable, the inventory teams will use
the Inventory Count Sheets. In ROM, there is no
pre-list function. The Inventory Count Sheets are
printed out by location. Since Non-EPOS outlets are
not inventoried, Inventory Count Sheets should never
be created for these outlets. Complete procedures for
creating Inventory Count Sheets are located in the
ROM User’s Guide.

ASSIGNING PERSONNEL

The sales officer is responsible for a complete and
accurate inventory. The inventory count teams consist
of the sales officer and one other enlisted person. The
records keeper will not be assigned to the inventory
team. If the sales officer determines that the inventory
can be expedited with multiple teams, he or she can
assign as many teams as they feel are necessary. Each
team must consist of two persons, one in the paygrade
E-5 or above in a supply rating and one other enlisted
person. One person will be assigned as the scanner and
the other as the counter. Detailed descriptions of their

responsibilities are discussed later in this chapter. The
sales officer will be the inventory supervisor.

PRE-INVENTORY TRAINING

As with any evolution, you will more than likely
run into problems during inventory. However, holding
training before the inventory can prevent most of these
problems. Inventory is not an everyday evolution;
therefore, many personnel will not remember the little
things that are required of them when conducting one.
As a senior SH, you should conduct training before
each inventory to ensure everyone assigned a part
understand the role. You should use this opportunity to
answer questions and go over lessons learned from
previous inventories. This training can be used to
ensure all inventory preparation steps are complete.

PERFORMING THE INVENTORY

With the introduction of ROM II, the inventory
process is less time-consuming. Pre-listing is gone,
inventory count sheets (if used) are not serialized, and
it takes half the people to actual inventory a space.
Before you start the actual inventory, you will need to
know whether or not PDTs will be used in the
inventory. If not, the records keeper will print the
Inventory Count Sheets for the inventory teams. A
pre-list is not necessary because ROM II will print the
inventory count sheets in Store Kept Unit (SKU)
number order. A SKU number is the 10-digit number
that is identical to the commercial stock number
without the tack between the sixth and seventh digit
(i.e., 0500000393). Since every line item in the
database is printed on the Inventory Count Sheets, this
process is not recommended because it is more
time-consuming than using a PDT.

Each sales outlet operator and bulk storeroom
custodian should be present when his or her space is
inventoried. There will be no stock movement until
after the inventory is complete. During the inventory,
when the actual counts are not in progress, the sales
officer will secure the spaces by replacing the locks
and attaching a numbered car seal in the presence of the
responsible custodian. The car seal number will be
recorded in the Car Seal Number Log.

Portable Data Terminal Procedures

When conducting an inventory, most inventory
teams prefer using a portable data terminal (PDT) to
record the inventory results. This process is as simple
as scanning the barcode label and entering the count
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that the counter gives you. When using this method, the
records keeper must generate the Inventory Count
Sheets in ROM to facilitate the downloading of
inventory data from the PDT to the appropriate outlet
Inventory Count Sheet after the counts are complete.
Detailed procedures for creating an Inventory Count
Sheet are outlined in the ROM II User’s Guide.

As mentioned previously, one person will count
and one will record the quantities via the PDT.

Manual Procedures

Manual inventory is conducting an inventory
without a PDT. The records keeper will print the
Inventory Count Sheets. The Inventory Count Sheets,
as we mentioned earlier, are in SKU number order vice
the order in which the stock is arranged in the store,
which will cause inventory process to take longer. One
person will count and one person will record quantities
on the Inventory Count Sheets. All corrections will be
made in ink with both individuals initialing the
correction. Once the inventory has been completed, the
records keeper will enter the quantities on the
applicable Inventory Count Sheet in ROM.

Scanning and Counting

The PDT is designed to scan the Universal Product
Code (UPC) of an item. The ROM system allows the
operator to create UPCs and barcode labels for items
that do not have a UPC. The records keeper must
ensure that all items carried on inventory have a UPC
assigned to it. The person assigned as the scanner will
follow the steps below when using the PDT.

1. Power up the PDT by pressing PWR or the
trigger.

2. Lift and turn the scanner to face the direction
you wish to scan.

3. Press the FNC button and the trigger that you are
most comfortable using. This selects the scanner
trigger.

4. Point the scanner at the barcode (UPC) and press
the trigger. The thin red laser beam covers the
entire length of the barcode. The terminal
indicates a successful scan by illuminating the
green LED, beeping one or more times and
displaying the de-coded barcode on the screen
of the PDT.

The person, assigned as the scanner, scans the
UPC on each item and records the quantity provided by
counter. He or she is also responsible to provide quality
control over the counter to ensure the best “first count”
is made. If a PDT is used, the scanner must have a stock
record listing, so when a Universal Product Code
(UPC) is not found, he or she can use the stock record
listing to input the stock number.

The person, assigned as the counter, counts the
merchandise and reports what he or she quantity
counted to the person assigned as scanner. In addition,
he or she must verify the ROM generated barcode
labels match the description of the item being counted.
Each open case must be counted individually;
however, manufacturer sealed case counts are
acceptable. When multiple teams are used in a single
space, they must be careful not to count the same stock.
In figure 11-3, a scanner and a counter work as a team

11-5

Figure 11-3.—The scanner and counter conducting inventory in the ship’s store.



during an inventory aboard USS Harry S. Truman
(CVN-75).

Accounting for Outstanding Credit
Memorandums

The sales officer will add all credit memorandums
and cash refunds that are outstanding as part of the bulk
storeroom inventory. The records keeper will obtain
copies of all outstanding credit memorandums and
cash refunds from WF 4 File and will assist the sales
officer in adding the merchandise to the inventory.

Accounting for Non-EPOS Outlets Inventory

All Non-EPOS outlets require a complete count
and breakback to the bulk storeroom to determine the
cost of sales figures for the outlets. No physical
inventory will be moved. As a result, even though the
merchandise isn’t physically in the bulk storeroom, it
must be added to the bulk storeroom inventory. The
sales officer will ensure all Non-EPOS breakback
quantities are added to the bulk inventory.

POSTING INVENTORY RESULTS

Upon completion of the inventory the physical
counts will be either entered into the applicable
Inventory Count Sheet or imported from the PDT. Only
personnel designated by the sales officer will perform
this function, which will usually be the records keeper.

Figure 11-4 shows the Inventory Count screen that
the records keeper will view when posting the
inventory counts. At the bottom of the screen, you can
see the various functions that are available to him or her
when posting the inventory. Below is a list of those
functions and what purpose they serve.

Functions of the Various Buttons on This
Screen

UPDATE INVENTORY FROM PDT
DOWNLOAD—Used to download inventory counts
to the inventory count sheets.

INVENTORY COUNT SHEET—Used to print
a hard copy of the inventory count sheet for manually
inventory.
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ITEMS SCANNED BUT NOT FOUND
REPORT—Used to show or print the report that
shows the UPCs that were scanned during inventory
but were not found in the system.

INVENTORY COUNT REPORT—Is a report
for the final dollar value. This report list all items
inventoried with dollar amount extensions.

DISCREPANCIES REPORT—Prints or shows
a detailed report for all items that show a variance
(difference) between the Book Quantity and the Actual
Quantity.

CONFIRM INVENTORY—Use this button to
confirm the inventory once all reconciliation has been
completed. This process is final and CANNOT be
undone.

AFTER THE INVENTORY COUNTS ARE
COMPLETE

After the Inventory Count screen has been updated
with the inventory, the Inventory Discrepancy Report
will be printed. The inventory will remain unconfirmed
until the sales officer validates all discrepancies from
the Inventory Discrepancy Report. The sales officer
will assign a team to verify items reported on the
Inventory Discrepancy Report. Any corrections will be
made to the applicable Inventory Count Sheet. A final
Inventory Discrepancy Report will be generated after
all corrections are made to inventory counts. This
process will continue until the sales officer is confident
that an accurate inventory count has been taken. Once
the sales officer is satisfied that an accurate inventory
has been conducted, the records keeper will confirm
the inventory. Upon confirming the inventory, the
stock record cards are adjusted, and losses or gains are
reported on line B14 of the NAVCOMPT Form 153.
The records keeper will print the Inventory Count
Report for each space inventoried. The sales officer
will sign and file the Inventory Count Sheet (if a
manual inventory was taken), Inventory Count Report,
and the Inventory Discrepancy Report in B28 (RK)
File. Additional copies can be provided to the
accountable custodian if requested.

BALANCING OUT EPOS OUTLETS

To obtain an accurate balance of an EPOS outlet,
you must determine the financial difference. The
financial difference is reported on the Back of 153
Report after the inventory is confirmed and all cash is
posted. The Back of 153 Report, as shown in figure

11-5, lists the sales (cost and retail), gross profit
percentages, cash collections, overages/shortages
(cost and retail), inventory gains and losses (cost and
retail), and net differences by individual outlets. This
report is used to balance your operation and determine
your financial position. This report is also used to
determine your operations level of financial difference
(discussed later in this chapter).

BALANCING OUT NON-EPOS OUTLETS

After all merchandise, located in a Non-EPOS
outlet, is broken back to the bulk storeroom and all cash
collection posted in ROM, the financial difference is
reported on the Back of 153 Report.

BALANCING THE ENTIRE OPERATION

Once the records keeper confirms all inventories
and all cash collected is posted to ROM, the new counts
on the stock record cards and the financial difference
(gain or loss) on the Back of 153 Report are
automatically adjusted by ROM (fig.11-5). Any gains
or losses are reported on line B14 and are ultimately
absorbed as an operating expense on line C12 of the
NAVCOMPT Form 153. This report, as mentioned
before, is also used to determine your operations level
of financial difference. The financial difference levels
are discussed further later in this chapter.

BREAKOUT NON-EPOS MERCHANDISE

The first transaction that you should complete at
the beginning of the new accounting period is breakout
all the Non-EPOS merchandise that was broke back for
the inventory of the previous accounting period. The
merchandise was never physically moved so this will
be done strictly on paperwork.

CLOSEOUT STOCK RECORD CARDS

Upon confirmation of an inventory, ROM adjusts
the stock record cards quantities. Upon closeout of the
current account period, the ending inventory becomes
the opening inventory for the new accounting period.

PROFITABILITY REPORT

ROM will automatically compute the amount of
the gross profit generated for each item and by each
location based on sales. To determine the actual gross
profit , you can compare the dollar value of
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merchandise sold against the dollar value of cash
collections in the report.

GAIN AND LOSSES

Any gains/losses during the accounting period are
reported on line B14 of the NAVCOMPT Form 153 and
will be examined by the sales officer. Inventory
Discrepancy Reports will aid him or her in identifying
the discrepancies.

FINANCIAL DIFFERENCES

After confirming an inventory for EPOS outlets or
confirming a breakback of Non-EPOS merchandise,
you can review the net difference column on the Back
of 153 Report to identify financial differences. A
financial difference may be caused by a difference in
inventory and/or cash. An inventory difference is a
difference between the Book inventory and the Actual
inventory, while a cash difference is a monetary
difference between the Sales at Retail Figure on the
Back of the 153 Report and the actual cash collected.
The amount of the difference determines whether
adequate controls are in place and what further action
is required.

LEVELS OF RESPONSE TO FINANCIAL
DIFFERENCES

Financial differences are divided into three levels,
based upon monetary amount and actions to be taken
by the ship.

Level 1 Difference (Concern)

Level 1 difference is any difference below 1
percent of sales at cost and $1,500 is a matter of
concern to the supply officer and sales officer. This
level of difference in any outlet requires review by the
sales officer to determine if procedures are being
followed. The sales officer should take action to
remedy and improve operations. If the supply officer
and sales officer are satisfied with their examination of
the issues, no further action is required. If they are not
satisfied with the results of their review, they may
contact the local NEXCOM Fleet Assistance Team for
assistance.

Level 2 Difference (Caution)

Level 2 difference is any difference above 1
percent of sales at cost and $1,500 is an indication that

procedures require managerial review to determine the
cause of the difference and action if the ship is unable
to resolve the difference. If this level of difference
exists for any retail outlet, including the bulk
storeroom, the entire ship’s store operation will be
inventoried and balanced to determine if a level 2
difference exists for the entire operation. If after the
entire operation is balanced out and the difference is
not level 2, then the ship will conduct an internal
review of procedures and no further action is required.
If the entire operation has a level 2 difference, the ship
must do the following:

1. Notify the supply officer of the difference.

2. Verify all columns on the Back of the 153 Report
for all outlets.

3. Conduct a re-inventory and secure spaces.

4. Reopen spaces when the supply officer is sure
that an accurate inventory has been taken.

5. The ship has 5 workdays to resolve the
difference. If they are unable to resolve the
difference, the ship must contact the local
NEXCOM Fleet Assis tance Team for
assistance.

6. The NEXCOM Fleet Assistance Team has 10
days to examine the difference. A report
with recommendations will be provided to the
ship.

7. If the NEXCOM Fleet Assistance Team is not
able to determine the cause of the difference, the
supply officer will notify the commanding
officer immediately concerning the difference
and the final recommendations provided to the
ship. The commanding officer may do the
following:

a. Direct informal examinations of the loss. If
theft or fraud is discovered during the
examination, follow procedures listed in
paragraph 1205.

b. Notify the TYCOM if recommendations
indicate a higher level involvement.

c. Take any other disciplinary action IAW
UCMJ if appropriate.

Level 3 Difference (Adverse)

Level 3 difference is any difference above 3
percent of sales at cost and $3,000 is considered an
adverse difference. A difference of this magnitude
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requires the supply officer and or the commanding
officer, depending on the circumstances review, to
examine the situation. If this level of difference
exists for any retail outlet, including the bulk
storeroom, the entire operation will be inventoried and
balanced to determine if a level 3 difference exists for
the entire operation. If after re-inventory, the
difference in the individual outlet does not cause an
overall level 3 difference, but does cause a level 1 or
level 2 difference, then follow the procedures
listed above for that difference. If the entire
operation has a level 3 difference, the ship must do the
following:

1. Notify the supply officer of the difference.

2. Verify all columns on the Back of 153
Report.

3. Secure spaces and conduct a re-inventory.

4. The ship has 5 workdays to resolve the
difference or must contact the TYCOM or
NEXCOM Fleet Assis tance Team for
assistance. If the assistance does not
resolve the difference or an assistance visit
is unable to be performed within a reason-
able period of time, the ship should do the
following:

a. Establish a formal fact-finding body
according to Judge Advocate General
Manual.

b. Relieve the responsible individual when
culpability on his/her part is indicated.

c. In the event of relief of the accountable
officer, records will be closed out and the
relieved officer will submit returns.

d. Reopen spaces after inventory and cash
collections are verified by the supply officer
and upon receipt of concurrence and
recommendations from TYCOM or
NEXCOM Fleet Assistance Team.

For a level 3 difference, a letter must be submitted
to the TYCOM with a copy to DFAS. The letter will
explain the possible causes and corrective action taken
to prevent the differences in the future.

Q1. What is an itemized inventory?

Q2. Spot inventories should be down at ______
times each ______.

Q3. Who is the inventory supervisor?

Q4. An inventory team should consist of what
number of people?

Q5. What piece of equipment is used by the
scanner to record inventory counts?

Q6. In what file will the records keeper find
outstanding credit memorandums?

Q7. Once the inventory has been uploaded into
ROM, you can print what report to identify
discrepancies?

Q8. The commanding officer should be notified
when NEXCOM cannot determine the cause
of what level of difference?
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SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 11

A1. The process of identifying, counting, and
evaluating all stock on hand at a specific
time

A2. Unannounced; week

A3. The sales officer

A4. Two, a scanner and a counter

A5. Portable Data Terminal (PDT)

A6. WF 4

A7. Inventory Discrepancy Report

A8. Level 2 Difference (Caution)
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CHAPTER 12

RETURNS

INTRODUCTION

The term ship’s store returns refers to the reporting
form, NAVCOMPT Form 153, Ship’s Store Balance
Sheet and Profit and Loss Statement, and all of the
required supporting documents that must be sent to
Defense Finance and Accounting Service (DFAS)
within 15 days of the end of each accounting period.

Ship’s store returns serve the following purposes:

• Establish accountability.

• Furnish operational information to the
NEXCOM (Ship’s Store Program)/ TYCOM.

• Establish the basis for the analysis, segregation,
and presentation of appropriation and cost
accounting charges.

This chapter discusses the types of ship’s store
returns and the rules covering their submission and the
steps necessary in preparing a set of returns, preparing
the NAVCOMPT Form 153, assembling the returns,
and preparing them for mailing.

TYPES OF RETURNS AND THEIR
SUBMISSION

Learning Objective: Recall the steps in the
closeout procedures of ship’s store records at
the end of the accounting period and in the
preparation of the returns.

There are two types of returns—4-month returns
and merged returns. These are discussed below.

FOUR-MONTH ACCOUNTING PERIOD
RETURNS

Ship’s store returns must be submitted for 4-month
periods ending 31 January, 31 May, and 30 September.
These dates mark the end of an accounting period. The
sales officer must prepare and submit a return for each
of the following periods:

• At the end of the 4-month accounting period or
from the date he or she assumed the duty as sales
officer through the last day of the period

• At the end of every 4-month accounting period

and thereafter

• Upon his or her relief as sales officer

MERGED RETURNS

Returns may be merged, if the total of the normal
accounting period and the merged period does not
exceed 5 consecutive months. Returns for a fractional
period may be merged with the returns for the previous
or subsequent accounting period upon written
authorization from the commanding officer except for
the 30 September accounting period. When returns are
merged, the sales officer must notify the type
commander (TYCOM), Defense Finance and
Accounting Service (DFAS), and Navy Exchange
Service Command (NEXCOM), Ship’s Store
Program.

The TYCOM
DFAS
NEXCOM (Ship’s Store Program)

The original authorization letter will be included
with the merged returns submitted to DFAS. Returns
may not be merged for the accounting period ending 30
September without approval from NEXCOM (Ship’s
Store Program).

CORRECTIONS TO RETURNS

The ROM computer system does not allow any
corrections to financial documents after the
information has been “confirmed.” You cannot submit
corrected returns to DFAS. If corrections are
necessary, it will be made to existing records in the
current accounting period. DFAS, after reconciling the
returns, will direct the sales officer on how to correct
the current NAVCOMPT Form 153.

DELAY IN SUBMITTING

When returns cannot be submitted on or before the
date they are required to be submitted, the ship must
notify DFAS, NEXCOM (Ship’s Store Program) and
TYCOM via an email, SALTS or naval message,
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explaining the reason(s) for the delay and the
anticipated mailing date.

COPY OF RETURNS FOR NAVY SUPPLY
CORPS SCHOOL

Two weeks before graduation, officers at the Navy
Supply Corps School, Athens, Georgia, receive their

orders to duty in the fleet. During the last 2 weeks of the
course, study is concentrated on the specific
assignments to which they have been ordered. In
order to provide current training aids for students
preparing for shipboard duty, one copy of the Ship’s
Store Balance and Profit and Loss Statement
(NAVCOMPT Form 153) for the accounting period
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ending 30 September will be mailed to the following
address:

Navy Supply Corps School
Code 45
Athens, GA 30606-5000

PREPARING THE SHIP'S STORE
BALANCE SHEET AND PROFIT AND
LOSS STATEMENT

You are now ready to prepare the Ship’s Store
Balance Sheet and the Profit and Loss Statement
(NAVCOMPT Form 153). The NAVCOMPT Form
153 is separated into two parts—the Balance Sheet and
the Profit and Loss Statement. The Balance Sheet
accounts for the receipts and expenditures of ship’s
store stock and establishes the current value of the
stock. The Profit and Loss Statement is a report of the
total income from sales, cost of sales, and other
operating expenses and is used to compute the net
profit for the accounting period. A completed Ship’s
Store Balance Sheet and the Profit and Loss Statement
are shown in figure 12-1.

Although ROM will automatically generate the
NAVCOMPT Form 153, as a Ship’s Serviceman

Second Class Petty Officer or higher, you should
understand from where each entry is derived. At the top
left corner of the NAVCOMPT Form 153, the dates of
the beginning of the accounting period and the end of
the accounting period are printed.

SHIP’S STORE BALANCE SHEET

As mentioned in the previous section, the Balance
Sheet accounts for the receipts, the expenditures, and
the opening and closing inventory. Assuming that you
maintained your records properly, posted all
transactions accurately, and maintained your ROM
database properly, the NAVOMPT Form 153 should be
accurate.

Receipts Caption

To familiarize yourself with the various entries,
you can follow along with the figures for each section
of the NAVCOMPT Form 153. The first section to be
described is the “Receipts” section of the Ship’s Store
Balance Sheet and Profit and Loss Statement (fig.
12-2).
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LINE B01 – RECEIPTS FROM PURCHASE. The
total value of receipt from purchases as reported and
itemized on the Journal of Receipts (B01/B05 Report).
This figure includes all purchases of ship’s store
merchandise from commercial vendor, adjustments
made to receipts that occurred in the current
accounting period, and the dollar value of credit
memorandums forwarded to DFAS. The entry on this
line should match the sum of the monthly transmittals
of receipt documents. ROM will automatically enter
this figure.

LINE B05 – RECEIPTS FROM OSO. The total
value of receipts from other supply officers (OSOs) as
reported and itemized on the Journal of Receipts
(B01/B05 Report). This figure should match the sum
of the monthly transmittals of receipt documents.
ROM will automatically enter this figure. Included are
adjustments made to OSO receipts that occurred in the
current accounting period.

LINE B08 – OPENING INVENTORY. The total
value of all ship’s store stock at the beginning of the
accounting period will be reported on Line B08. The
amount will equal Line B28 of the previous accounting
period’s NAVCOMPT Form 153. The sales officer will
verify the figure entered automatically by ROM is
equal to Line B28 of the previous NAVCOMPT Form
153. The sales officer may modify the opening
inventory if necessary as outlined in the ROM II User’s
Guide.

LINE B09 – TOTAL RECEIPTS. The sum of the
amounts reported on Line B01 through B08 will be
reported on Line B09. ROM will automatically enter
this figure.

Expenditure Caption

For this section, follow along on figure 12-3.

LINE B10 – ISSUES TO USE. The total value of
Issues to Use as reported and itemized on the Issues to
Use (B10) Report. This entry will include the dollar
value of all issues listed, except cost of operations
issues and issues for health and comfort to personnel in
a pay status, transfers to other appropriations (such as
the general mess and general stores), and all receipts
from other appropriations.

LINE B12 – BULK SALES. The total value of all
bulk sales and cash refunds as reported and itemized on
the Bulk Sale/Cash Refund (B12) Report. ROM will
automatically enter this figure.

LINE B14 – LOSS/GAIN BY INVENTORY. The
total value of Gains or Losses by inventory as reported
and itemized on the Gain/Loss By Inventory (B14)
Report. ROM will automatically enter this figure.

LINE B15 – SURVEYS TO NWCF. The total
value of ship’s store stock surveyed to the Navy
Working Capital Fund as reported and itemized on the
Surveys to NWCF (B15) Report . ROM will
automatically enter this figure.

LINE B19 – TRANSFERS TO OSO. The total
value of ship’s store stock transferred to other supply
officers as reported and itemized on the Transfer to OSO
(B19) Report. ROM will automatically enter this figure.

LINE B21 – COST OF RETAIL SALES. The total
value of ship’s store stock sold at cost price as reported
and itemized by retail location on the Cost of Retail Sales
(B21) Report. ROM will automatically enter this figure.

LINE B22 – COST OF OPS, RETAIL. The total
value of Cost of Operations, Retail as reported and
itemized on the Cost of Operations (B22) Report.
ROM will automatically enter this figure.

LINE B23 – SURVEYS TO SSPN, RETAIL. The
total value of surveys charged to profits (except surveys
of drink vending machine merchandise) as reported and
itemized on the Survey to SSPN, Retail (B23) Report.
ROM will automatically enter this figure.

LINE B25 – COST OF VENDING SALES. The
total value of Cost of Vending Sales as reported and
itemized on the Canned Vending Profitability (B25)
Report. ROM will automatically enter this figure.

LINE B26 – COST OF OPS, VENDING. The total
value of Cost of Operations, Vending as reported and
itemized on the Cost of Ops, Vending (B26) Report.
ROM will automatically enter this figure.

LINE B27 – SURVEYS TO SSPN, VENDING.
The total value of surveys of can vending machine
merchandise charged to profits as reported and
itemized on the Surveys to SSPN Vending (B27)
Report. ROM will automatically enter this figure.

LINE B28 – CLOSING INVENTORY. The total
value of all ship’s store stock as reported and itemized
on the consolidated Stock Record (B28) Listing. The
sales officer will compare the closing Inventory Count
Reports against the B28 Listing to ensure both figures
match. ROM will automatically enter this figure.

LINE B30 – TOTAL EXPENDITURES. The sum
of the amounts reported on Lines B10 through B29.
The amount on Line B30 must equal the amount on
Line B09. ROM will automatically enter this figure.
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Profit and Loss Statement - Receipts Section

For this section, follow along on figure 12-4.

LINE C01 – FUNDS BROUGHT FORWARD.
The amount as reported on Line C24 of the previous
accounting period’s NAVCOMPT Form 153. The sales
officer will verify that the figure entered by ROM is
equal to Line C24 of the previous NAVCOMPT Form
153. The sales officer may modify the Funds Brought
Forward if necessary as outlined in the ROM II User’s
Guide. ROM will automatically enter this figure.

LINE C02 – RETAIL SALES. The total cash
received from sales in retail stores and all Non-EPOS
outlets except canned vending machines as reported
and itemized on the Retail Cash Collection (C02)
Report. This figure will be compared by the sales
officer against the monthly Memorandum Cash Sales
Invoice Deposit of Cash with the Disbursing Officer
(DD Form 1149) to ensure both figures match. The
sales officer will also ensure monthly totals in the Cash
Register Record (NAVSUP Form 469) match each
monthly Cash Sales Invoice (DD Form 1149). ROM
will automatically enter this figure.

LINE C03 – VENDING SALES. The total cash
received from can drink vending machines as reported
and itemized on the Drink Vending Collection (C03)
Report. The sales officer will compare this figure with
the monthly Memorandum Cash Sales Invoice

Deposits of Cash with the Disbursing Officer (DD
Form 1149) to ensure both figures match. The sales
officer will also ensure monthly totals in the Cash
Register Record (NAVSUP Form 469) match each
monthly Cash Sales Invoice (DD Form 1149). ROM
will automatically enter this figure.

LINE C04 – AMUSEMENT SALES. The total
cash received from amusement machines as reported
and itemized on the Amusement Machine Sales (C04)
Report. The sales officer will compare this figure with
the monthly Memorandum Cash Sales Invoice
Deposits of Cash with the Disbursing Officer (DD
Form 1149) to ensure both figures match. The sales
officer will also ensure monthly totals in the Cash
Register Record (NAVSUP Form 469) match each
monthly Cash Sales Invoice (DD Form 1149). ROM
will automatically enter this figure.

LINE C04A – REBATES. The total value of
rebates received as reported and itemized on the
Rebates (C04A) Report as authorized by NEXCOM
(Ship’s Store Program). The sales officer will compare
this figure with the monthly Memorandum Cash Sales
Invoice Deposits of Cash with the Disbursing Officer
(DD Form 1149) to ensure both figures match. The
sales officer will also ensure monthly totals in the Cash
Register Record (NAVSUP Form 469) match each
monthly Cash Sales Invoice (DD Form 1149). ROM
will automatically enter this figure.
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LINE C04B – CONTRIBUTIONS. The total value
of all other contributions received, regardless of
source, as reported and itemized on the Contributions
to Ship’s Store Profits (C04B) Report. This also
includes monies collected as service charges. The sales
officer will compare this figure with the monthly
Memorandum Cash Sales Invoice Deposits of Cash
with the Disbursing Officer (DD Form 1149) to ensure
both figures match. The sales officer will also ensure
monthly totals in the Cash Register Record (NAVSUP
Form 469) match each monthly Cash Sales Invoice
(DD Form 1149). ROM will automatically enter this
figure.

LINE C05 – LOANS. The total value of loans
received as reported and itemized on the Loans
Received (C05) and Loan Payments (C20) Report.
Loans are authorized by NEXCOM (Ship’s Store
Program). The amount of a loan received will be
reported on Line C05 as a one-time entry at the end of
the accounting period in which the loan is received.
The NEXCOM (Ship’s Store Program) letter
authorizing the loan will be referenced in the
authorization block. The sales officer will enter the
total amount of each loan authorized as outlined in the
ROM II User’s Guide.

LINE C06 – GRANTS. The total value of grants
received as reported and itemized on the Grants
Received (C06) Report. Non-reimbursable grants will
be authorized by NEXCOM (Ship’s Store Program).
The amount of a grant received will be reported on Line
C06 at the end of the accounting period in which the
grant is received. The NEXCOM (Ship’s Store
Program) letter authorizing the grant will be
referenced in the authorization block. The sales officer
will enter the total amount of each grant authorized as
outlined in the ROM II User’s Guide.

LINE C09 – TOTAL RECEIPTS. The sum of the
amounts reported on lines C01 through C06. ROM will
automatically enter this figure.

Profit and Loss Statement - Expenditure
Section

Continue to follow along on figure 12-4.

LINE C10 – COST OF RETAIL SALES. The Cost
of Retail Sales as reported on Line B21 of the current
NAVCOMPT Form 153. ROM will automatically
enter this figure.

LINE C12 – OPERATING EXPENSES. The total
value reported on Lines B22, B23, and B14 of the

current NAVCOMPT Form 153. ROM wil l
automatically enter this figure.

LINE C13 – LAUNDRY CLAIMS. The total value
reported and itemized on the Laundry Claims/Service
Charges (C13) Report. ROM will automatically enter
this figure.

The following documents are required to
substantiate this entry:

• Reimbursement Vouchers (Standard Form 1034)
for settling claims for loss or damage of personal
clothing in the ship’s store service activities

• The Abstract Data Reports covering repairs to
vending machines, repairs to ship’s store stock,
and laundry and dry-cleaning service charges

LINE C14A – GF ASSESSMENT, LOCAL. ROM
automatically enters this figure. The figure
should equal .5 percent of retail sales (Line C02).
($35,992 X .5% = 179.96)

LINE C14B – GF ASSESSMENT, BUPERS. The
General Fund Assessment reported on Line C14B will
be automatically entered by ROM as a percentage of
sales based on information entered on the ship’s
identification screen.

LINE C15 – COST OF VENDING SALES. The
Cost of Vending Sales reported on Line B25 of the
current NAVCOMPT Form 153. ROM wil l
automatically enter this figure.

LINE C16 – COST OF OPS VENDING. The total
value reported on Lines B26 and B27 of the current
NAVCOMPT Form 153. ROM will automatically
enter this figure.

LINE C18 – EQUIPMENT PURCHASES. The
total value reported and itemized on the Equipment
Purchase (C18) Report. The sales officer will enter the
value of each Abstract Data Report received for the
current accounting period covering equipment
purchases. ROM will automatically enter this figure.

LINE C19 – AMUSEMENT DISBURSEMENTS.
The total value reported and itemized on the
Amusement Machine (C19) Report. ROM will
automatically enter this figure.

LINE C20 – LOAN REPAYMENTS. The total
value prescribed by NEXCOM (Ship’s Store Program)
as reported and itemized on the Loans Received (C05)
and Loan Payments (C20) Report.

LINE C21 – BEGINNING LOAN BALANCE.
The balance of the loan at the beginning of the
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accounting period as reported on Line C21A of the
previous NAVCOMPT Form 153 or if repayment of the
loan will begin in the same accounting period as the
loan was received, the value will be zero. ROM will
automatically enter this figure.

LINE C21A – ENDING LOAN BALANCE. The
balance of the loan at the end of the accounting period
after payments reported on Line C20 have been
deducted. ROM will automatically enter this figure.

LINE C22 – FUNDS TRANSFERRED TO THE
RECREATION FUND. The total value of all Standard
Form 1034 covering funds transferred to the recreation
fund.

LINE C23 – TOTAL EXPENDITURES. The sum
of the amounts reported on Lines C10 through C20 and
C22. ROM will automatically enter this figure.

LINE C24 – FUNDS AVAILABLE FOR
TRANSFER TO THE RECREATION FUND. The
amount reported on Line C09 minus the amount
reported on Line C23. ROM will automatically enter
this figure.

LINE 24A – LIABILITIES ASSUMED AND
ANTICIPATED OPERATING EXPENSES. The total
amount of liabilities assumed and anticipated
operating expenses. The sales officer will enter the
liabilities assumed and anticipated operating expenses

as outlined in the ROM II User’s Guide and NAVSUP
P-487.

LINE C24B – NET FUNDS AVAILABLE FOR
TRANSFER TO RECREATION FUND. The amount
reported on Line C24 minus the amount reported on
Line C24A. ROM will automatically enter this figure.

Profit Computation

Refer to figure 12-4.

LINE C25 – OPERATING PROFIT. The amount
reported on Line C02 minus the amounts reported on
Lines C10 through C14B. ROM will automatically
enter this figure.

LINE C26 – SOFT DRINK VENDING
MACHINE PROFIT. The amount reported on Line
C03 minus the amounts reported on Lines C15 and
C16. ROM will automatically enter this figure.

LINE C27 – AMUSEMENT MACHINE PROFIT.
The amount reported on Line C04 minus the amount
reported on Line C19. ROM will automatically enter
this figure.

STOCK TURN. The ratio of stock turned over
during the accounting period. This figure is computed
from the total of Lines B10 through B27 divided by
B08. (43,676 divided by 156,142 equals .279, which
rounded up is .28)
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Certification Statement

The sales officer must sign and date the bottom of
the NAVCOMPT Form 153 and all copies next to the
certification, “I certify this statement is correct to the
best of my knowledge and belief.”

DOCUMENTS ATTACHED TO NAVCOMPT
FORM 153

The Back of 153 Report, as discussed in chapter
11, and the Emblematic Listing Report, as shown in
figure 12-5, must be attached to the NAVCOMPT
Form 153.

DISTRIBUTION OF THE NAVCOMPT
FORM 153

After you are certain that your NAVCOMPT Form
153 is correct, you must distribute this document as
follows:

9331    DISTRIBUTION

1. The NAVCOMPT Form 153 (DFAS Version)
will be distributed as follows:

a. Original and one copy to DFAS with
substantiating documents as indicated in
paragraph 9404. (DFAS will forward one
copy of the NAVCOMPT Form 153 to
NEXCOM [Ship’s Store Program].)

2. The NAVCOMPT Form 153 (Ship’s Version)
will be distributed as follows:

a. One copy to TYCOM

b. One copy filed with the retained returns

c. One copy for period ending 30 September to
Navy Supply Corps School (see paragraph
9205)
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ASSEMBLING AND SUBSTANTIATING
THE RETURNS

Now that you have completed the NAVCOMPT
Form 153, you must assemble and substantiate your
ship’s store returns. You can perform both the

assembling and substantiating of the ship’s store
returns at the same time. Table 12-1 lists the documents
that you are required to use to substantiate your ship’s
store returns submitted to DFAS and the retained
returns. All documents must be legible.
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BALANCE SHEET

NAVCOMPT Form 153
Line and Caption

Returns To DFAS
(AO) Documents

Retained Returns
(RK) Documents

Pub. 487
Para.

Receipts from Purchases
Line B01

Receipt documents not
required. (Receiving Reports
are forwarded to DFAS
monthly.)

B01/B05 Report and B01
documents

1106

Receipts from OSO
Line B05

Receipt documents not
required. (Receipt documents
are forwarded to DFAS
monthly.)

B01/B05 Report and B05
documents

1106

Issues to Use
Line B10

B10 Report and Original and
one copy of DD 1149 and/or
two copies of DD 504

B10 Report and copy of DD
1149 and/or copy of DD 504

7300

Bulk Sales
Line B12

B12 Report and Original of
DD 1149

B12 Report and copy of DD
1149

2205

Loss/Gain by Inventory
Line B14

No Document Required B14 Report 9404

Surveys to NWCF
Line B15

B15 Report and Original of
DD 200

B15 Report and copy of DD
200

7100

Transfer to OSO

Line B19

B19 Report and NAVCOMPT
176 and two copies of transfer
invoice

B19 Report and
NAVCOMPT 176 and
original of transfer invoice

7200

Cost of Retail Sales
Line B21

No Document Required B21 Report 9404

Cost of OPS Retail
Line B22

No Document Required B22 Report 9404

Surveys to SSPN, Retail
Line B23

B23 Report and Original of
DD 200

B23 Report and copy of DD
200

7100-2

Surveys to SSPN, Retail
Line B23

B23 Report and Original of
DD 200

B23 Report and copy of DD
200

7100-2

Cost of Vending Sales
Line B25

No Document Required B25 Report 9404

Cost of Vending Sales
Line B25

No Document Required B25 Report 9404

Table 12-1.—Documents Required to Substantiate Ship’s Store Returns
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Cost of OPS Vending
Line B26

No Document Required B26 Report 9404

Surveys to SSPN, Vending
Line B27

B27 Report and Original of
DD 200

B27 Report and copy of DD
200

7100-2

Closing Inventory
Line B28

No Document Required Inventory Count Reports and
Discrepancy Reports

9000

PROFIT AND LOSS STATEMENT

Retail Sales
Line C02

Vending Sales
Line C03

Amusement Sales
Line C04

Rebates
Line C04A

Contributions
Line C04B

C02 – C04B Reports and two
copies of each monthly
Memorandum Cash Sales
Invoice Deposited with
Disbursing Officer

C02 – C04B Reports and
Original of each monthly
Memorandum Cash Sales
Invoice Deposited with
Disbursing Officer and
NAVSUP 469 and NAVSUP
470

2232

Loans
Line C05

No Document Required NEXCOM letter authorizing
loan

8102-1

Grants
Line C06

No Document Required NEXCOM letter authorizing
grant

8102-2

Laundry Claims/ Services
Line C13

C13 Report and copy of SF
1034 (Laundry Claims) and/or
Abstract Data Report (Service
Charges)

C13 Report and copy of SF
1034 (Laundry Claims)
and/or Abstract Data Report
(Service Charges) with copy
of dealer’s bill (if cost over
$2,500 include copy of DD
1155)

8202

Equipment Purchases
Line C18

C18 Report and copy of
Abstract Data Report

C18 Report and copy of
Abstract Data Report with
copy of dealer’s bill (if cost
over $2,500 include copy of
DD 1155)

4222-3

Amusement
Disbursements
Line C19

C19 Report and copy of SF
1034 and copy of the letter

C19 Report and copy of SF
1034 and copy of the letter

2424-3

Loan Payments
Line C20

No Document Required Same as C05 8204

Funds Transferred
Line C22

Copy of SF 1034 Copy of SF 1034 8301-3

Table 12-1.—Documents Required to Substantiate Ship’s Store Returns—Continued



Other documents required for retained returns:

1. Retained Returns File #1: Original breakout
documents with confirmed copy attached

2. Retained Returns File #2: Copy of CO’s
Monthly Management Report for each month of
accounting period

3. Backup media

a. Daily Backup before closeout

b. Daily Backup and Smart Reorder Backup
after closeout

Make-Up of Original and Retained Returns

When assembling and substantiating your returns,
you should make up your retained and original returns
together. This strategy will allow you to double-check
all figures on the substantiating documents and to
make certain you have copies for both sets. When
assembling your returns, make two stacks and compile
both as you go along, making sure that both stacks
contain exactly what your NAVSUP P-487 requires.

Table 12-1 was presented for your convenience.
Carefully read through the information in the table.
Follow the sequence given when you are substantiating
and assembling your ship’s store returns.

As indicated in the table, the original returns
(submitted to DFAS) will be compiled from documents
in the (AO) File. The retained returns will be compiled

from documents from the (RK) File and will include
the backup media and any (AO) documents that were
not included with the original returns. Retained returns
will be retained on board for 2 years. For complete
details, refer to the NAVSUP P-487.

Arrangement of Original and Retained
Returns

As indicated earlier, the original and retained
returns should be arranged in the same order. Whether
the returns are prepared for submission or for filing, the
arrangement is always the same. The original and
retained returns will be arranged following the lines on
the Ship’s Store Balance Sheet and Profit and Loss
Statement (NAVCOMPT Form 153). Additional
documents required for the retained returns will be
filed at the bottom of the documents substantiating the
NAVCOMPT Form 153.

The arrangement you should use for all returns is
shown below (fig. 12-6.).

Forwarding of Original Returns

For forwarding the required originals and copies of
your ship’s store returns to DFAS, pack the returns
unfolded and flat. Keep in stock the heavy corrugated
fiber boxes that are designed for packaging of returns.
You can use a heavy envelope if your returns are no
larger than an ordinary letter.

12-11

Figure 12-6.—Arrangement of Ship’s Store Returns.



In addressing the packages, the following
information should be placed at the top of the package:

Sales Officer’s Name
UIC, Name, and Hull Number of Ship
“Ships store returns for the period ending ______.

If two or more packages are used, the number of the
package and a brief description of the contents will also
be shown.

Now you must forward the returns to DFAS. For
returns weighing13 ounces or less, use First-Class
Mail. Use Military Official Mail (MOM) for returns
weighing over 13 ounces. For service designator “V”
and “R” ships, forward the returns to the following:

Defense Finance and Accounting Service, Norfolk
1837 Morris Street, Suite 1401
Code NIBMC – Ship’s Store
Norfolk, VA 23511-3431

Forwarding of Late Documents

At times, you may receive documents after you
have submitted the returns for that accounting period.
Any document you receive subsequent to your
forwarding of the returns for the accounting period you
have just completed must also be forwarded with a
letter of transmittal to DFAS. You should label these
documents to indicate the name of the sales officer who
is rendering the returns, the ship’s store returns, the
accounting period to which the documents are
applicable, and the name and unit identification code
of the ship. See your NAVSUP P-487 for detailed
instructions.

Disposition of Retained Returns

As previously mentioned, retained returns should
be retained on board for 2 years. After 2 years, the
retained returns can be destroyed locally, according to
the guidelines in the Navy and Marine Corps Records
Disposition Manual (SECNAVINST 5212.5 series).

When the sales officer is relieved at the end of the
accounting period, the sales officer who is being
relieved and the relieving sales officer will both
conduct a complete inventory. Ship’s returns that are
approved by both sales officers will be submitted and
retained as described earlier.

When the sales officer is relieved sometime within
the accounting period and merging the returns is not
possible, the sales officer who is being relieved must
make certain that all funds have been collected and

deposited for the period of accountability. Next, a
physical inventory is taken and all records are
balanced. When satisfied that financial accountability
has been established, the relieving officer will
maintain ship’s store records, files, and documents of
the detaching officer. The relieving officer will make
any adjustments or set t lements of previous
transactions as necessary. The relieving officer will
then submit a return at the end of the normal
accounting period.

If the relieving officer is not satisfied with the
condition of the records, he or she will report the facts
immediately to the commanding officer for such action
as considered necessary. The commanding officer may
direct the detaching sales officer to close out all records
and render returns.

Whenever the sales officer is relieved, a
Requisition and Invoice/Shipping Document (DD
Form 1149) will be manually prepared for the money
value of the ship’s store stock on hand at the time of
relief, as shown from the totals of the Inventory Count
Reports. Certificates in the following form will be
signed by the detaching officer and the relieving
officer:

“I certify that the inventory of ship’s store
and standard Navy clothing stock in the
value shown here has been transferred to
(Name/Rank of Relieving Officer) on (Date).”

________________________
Detaching Officer’s Signature

“I certify that the inventory of ship’s store stock and
standard Navy clothing stock in the value shown
here has been received into my custody and I
acknowledge accountability as of (Date).”

________________________
Relieving Officer’s Signature

The original DD Form 1149 will be submitted with
the first set of returns submitted by the relieving
officer.

Q1. Ship’s store returns refers to what reporting
form?

Q2. Why are dates ending 31 January, 31 May,
and 30 September important to a sales
officer?

Q3. NAVCOMPT Form 153 is separated into how
many parts?
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Q4. What line numbers of the Ship’s Store Balance

Sheet and Profit and Loss Statement make up

the Receipts section?

Q5. To ensure both figures match, the Retail Cash

Collection (CO2) Report will be compared by

the sales officer against what form?

Q6. The totals of Lines B10 through B27 divided

by B08 will give you the ratio of stock turned

over during the accounting period. If the total
of Lines B10 through B27 is 43,676 and B08 is
156,142, what will be the ratio of stock turned
over during the accounting period?

Q7. You should forward the required originals and
copies of your ship’s store returns to what
organization?

Q8. Remained returns will be retained on board
for a total of how many years?

12-13



SHIP’S SERVICEMAN

ANSWERS TO EMBEDDED
QUESTIONS

CHAPTER 12

A1. NAVCOMPT Form 153, Ship’s Store Balance
Sheet and Profit and Loss Statement

A2. All end of accounting period dates

A3. Two

A4. Lines B01 through B08

A5. The monthly Memorandum Cash Sales

Invoice Deposit of Cash

A6. .28

A7. DFAS

A8. 2 years
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APPENDIX I

GLOSSARY

ACB—The Ship's Store Automated Contract Bulletin
contains basic type items required to support the
needs of the crew. It is published and maintained
by NEXCOM (Ship’s Store Program).

ACCOUNTABILITY—Accountability is the
personal obligation to render an accurate
accounting of ship’s store property and funds
assigned to them for safekeeping.

ACCOUNTABLE OFFICER—The accountable
officer is the officer assigned responsibility for the
ship’s store.

ACCOUNTING PERIOD—Any period for which
returns must be submitted. It is normally a 4-month
period ending 31 January, 31 May, and 30
September.

ASL—The Automated Ship’s Store Afloat Listing
contains luxury and semi-luxury type items. It is
published and maintained by NEXCOM (Ship’s
Store Program).

AUTOMATED ACCOUNTING ADJUSTMENT—
Computer generated financial figure added to line
B22 on the NAVCOMPT Form 153 to keep the
receipt and expenditure numbers in balance.

AVERAGE COST PRICE—A ROM computed
figure where the quantity and cost of stock on hand
is averaged with the quantity and cost of the
receipt.

BACKUP—The process of saving ship’s data from
ROM to an external media.

BARCODE—A code consisting of a group of printed
bars and spaces designed to be scanned into
computer memory to identify the object it labels.

BONUS-FREE ITEMS—Bonus-free items are
received from a vendor free of charge as a bonus
for placing an order.

BREAKBACK—A transfer of material from a sales
outlet to the bulk storeroom.

BREAKOUT—A transfer of material from the bulk
storeroom to a sales outlet or service activity.

BULK SALE—A sale made at cost to an activity
authorized to buy in this manner.

BULK STOREROOM—A storage facility for all or
part of the stock in a ship’s store operation.

BULK STOREROOM CUSTODIAN—A person in
charge of a bulk storeroom. In separate
responsibilities operations, the custodian is
responsible for the stock by quantity on individual
stock records.

CLOSEOUTS—A process completed at the end of
each accounting period on the ROM system to
update all applicable ship’s store records.

COMBINED RESPONSIBILITY OPERATION—
A ship’s store operation in which one person is
responsible for both a sales outlet and the bulk
storeroom, which supplies that outlet.

COMPOSITE RECREATION FUND—A fund in
which a ship without a ship’s store shares in the
profits of the supporting ship’s store. For example,
an SSN/SSBN supported by an AS receives a share
of the ship’s store profits from the AS to be used as
the SSN/SSBN’s recreation fund.

CONSTANTS—Data maintained in ROM, which is
utilized repetitively to produce various reports and
forms.

COST ITEM—An item of ship’s store stock carried
for ultimate issue as cost of operations and cost of
sales.

COST PRICE—Price at which an item is received
from the vendor.

COST OF OPERATIONS ISSUE—A cost of
operations issue is an expenditure of stock for
ultimate consumption in a ship’s store activity.

COST OF OPERATIONS ITEMS—Items carried
for issue to a sales outlet. Cash is ultimately
received for cost of sale items. They differ from
retail items in that further processing is required
before sale.
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CREDIT INVOICE—A document received from a
vendor, which gives credit to a ship for
merchandise returned to the vendor.

CREDIT MEMORANDUM—An expenditure
document used to return merchandise to a
commercial vendor for a credit invoice.

CUSTODIAN (RESPONSIBLE CUSTODIAN)—
A person held responsible for the operation of a
sales outlet and custody of the material in it.

DELIVERY ORDER—A delivery order is an order
for material under an existing indefinite delivery
contract. An item ordered from the ACB is
procured via a delivery order.

DEPARTMENT CODES—Alphanumer ic
des ignat ion of s tock in to ca tegor ies of
merchandise.

EMBLEMATIC ITEMS—Emblematic items are
items bearing the ship’s identification (such as ball
caps, belt buckles, T-shirts, lighters, mugs, etc.).

ELECTRONIC POINT-OF-SALE (EPOS)—A
special cash register used to scan items at time of
sale.

EXCESS PROFITS—Profits that exceed the policy
limits.

EXCESS STOCK—Material by line item that
exceeds expected sales. Dollar value of stock that
exceeds authorized limits.

EXPENDITURE—Removal of s tock from
accountability of a custodian.

FAST PAY PROCEDURES—Fast Pay Procedures
are designed to expedite payment to the vendor for
material that has been delivered to a common
carrier, post office, or other means to point of first
receipt by the government. The vendor agrees to
replace, repair, or correct material not received at
the specified destination, damaged in shipping, or
not conforming to the specifications of the order.

F.O.B.—Free on board, or Freight on board.

F.O.B. DESTINATION—F.O.B. Destination on a
purchase order or contract indicates the vendor
will pay all transportation costs for material sent to
the ship.

F.O.B. ORIGIN—F.O.B. Origin on a purchase order
or cont rac t indica tes the ship wi l l pay
transportation cost for material received.

F.O.B. OTHER—Same as F.O.B. Origin.

F.O.B. SHIPPING POINT—Same as F.O.B. Origin.

FUNCTION—A process in ROM, which affects
ship’s store records.

GUARANTEED SALES ITEMS—Items that may
be returned to a vendor for cash refund check or
credit invoice.

HEALTH AND COMFORT ISSUES—A health and
comfort issue provides personnel toilet goods,
tobacco, clothing items, and other necessities
required for the health and well-being of personnel
without sufficient funds to purchase them.

INTRA-STORE TRANSFER—The movement of
material from the responsibility of one outlet to
that of another. See Breakout and Breakback.

INVOICE—An itemized list of material or services
rendered or received, including quantity prices,
and so forth.

INVOLUNTARY PRICE CHANGES—Price
changes, which are directed from higher authority,
which are beyond the control of the sales officer.
They include standard price adjustments and
tobacco products.

ISSUE FOR USE—See Cost of Operations Issue.

LIQUIDATION—Liquidation is a settlement of the
amount of an account.

MARKDOWN—A markdown is a voluntary
reduction in the retail price of an item.

MARKDOWN BELOW COST—A markdown
below cost is a voluntary reduction in the retail
price of an item below its average cost price.

MARKDOWN TO COST—A markdown to cost is a
type of retail markdown in which the retail price of
an item is reduced so that it is equal to its average
cost price.

MARKON—A markon is any increase in the
established retail price of an item.

MARKUP—The markup is the difference between
the cost price and retail price of a retail item.

MAX LIMIT—A Max Limit is the maximum
quantity of material to be maintained on hand and
on order to sustain current operations. It includes
the sum of stocks represented by the operating
level, the safety level, and order and shipping time.
(Equivalent to requisitioning objective.)
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MIN LIMIT—A Min limit is the stock position,
which signals the need to initiate replenishment
action. It includes the sum of stock represented by
the safety level and the order and shipping time.
(Equivalent to reorder point.)

N O N - E L E C T R O N I C P O I N T- O F - S A L E
(NON-EPOS)—Any retail outlet which does not
use an EPOS cash register.

OPERATING LEVEL—Quantity of material
(exclusive of safety level) required to sustain
operations during the interval between successive
requisitions. Normally, it is the difference in the
quantity between the requisitioning objectives
(max limit and the reorder point [min level]).

ORDER AND SHIPPING TIME—Time elapsing
between the submission of an order and the receipt
of the materials. (Equivalent to procurement
lead-time.)

PORTABLE DATA TERMINAL (PDT)—Device
used to capture SKU/UPC numbers and quantity
for inventory/breakouts or used to conduct UPC
maintenance.

PROFIT—Amount of money remaining after all
expenses and costs have been paid.

PURCHASE ORDER—An order for material, which
also establishes a one-time contract. An item
ordered from the Ship’s Store Afloat Catalog is
procured via a purchase order.

PURCHASE VARIANCE—The difference between
the standard price and the purchase price occurring
when receiving standard Navy Clothing from a
commercial supplier. A purchase variance is an
involuntary price change.

RECEIPT—The acceptance of the quantity and
quality of material for accountability purposes.

RECORDS KEEPER—A person in charge of
keeping ship’s store records.

REFUND—Cash given back to a customer in
exchange for merchandise that was previously
brought from a sales activity.

REORDER POINT—The stock position that signals
the need to initiate replenishment action. It
includes the sum of stocks represented by the
safety level and the order and shipping time.
(Equivalent to min limits.)

REQUISITION—An order for material from a
government source. For example, other supply

officers including another ship’s store or shore
supply support activity.

REQUISITIONING OBJECTIVE—The maximum
quantity of material to be maintained on hand and
on order to sustain current operations. It includes
the sum of stocks represented by the operating
level, safety level, and order and shipping time.
(Equivalent to max limit.)

RESALE ACTIVITY—A sales outlet.

RESALE OPERATIONS MANAGEMENT
(ROM)—A microcomputer-based record-
keeping system to assist ship’s store personnel in
administering the acquisition, management, and
control of ship’s store inventory and in procuring
resale operations reports and returns.

RESPONSIBILITY—Respons ib i l i ty i s the
obligation to exercise care, custody, and protection
of ship’s store money and materials.

RETAIL ITEM—Any item sold in exchange for cash.

RETAIL MARKDOWN—A voluntary price
reduction in the retail price of an item to a price
below its retail price.

RETAIL PRICE—The price at which an item is sold.

RETAIL STORE—A sales outlet where retail items
are sold.

RETAIL STORE OPERATOR—The person in
charge of a re ta i l s tore . For combined
responsibility operations, it also refers to the
custodian of a retail store and the bulk storeroom,
which provides supplies for the store.

REVALUATION BY SURVEY—Revaluation by
survey is a procedure lowering the price of an item
by a survey of money value only.

SAFETY LEVEL—The quantity of material in
addition to the operating level, required on hand
permitting continuous operations in the event of
interruption of normal replenishment or
unpredictable fluctuations in the issue demand.

SALE—Any expenditure of stock for which cash is
received. Accountability is unchanged by a sale.

SALE OUTLETS—Sales outlets are retail stores,
vending machines, and amusement machines.

SALES OFFICER—The officer in charge of the
ship’s store operation aboard a ship. The sales
officer is the accountable officer.
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SEPARATE RESPONSIBILITY OPERA-
TION—A separate responsibility operation in
which two or more persons are responsible for the
operation of a sales activity and the bulk
storeroom, which supplies that activity.

SERVICE ACTIVITY—A ship’s store facility that
renders a service. The barbershop, laundry, and
dry-cleaning are service activities.

SHIP’S STORE—A ship’s store contains both the
sales outlet and service activities on board a ship.

SPECIAL ORDER—The procurement and sale of a
retail item to a specified individual who has
ordered the item. The item is sold through a retail
store, but is not carried as stock.

STANDARD NAVY CLOTHING ITEMS—
Enlisted seabag clothing items.

STANDARD PRICE—The price at which an item of
standard Navy Clothing is bought and sold.

STANDARD PRICE ADJUSTMENT—An
involuntary price change on stocked standard
Navy Clothing due to change in standard prices
prescribes in the Navy Clothing price list for men
and women (NEXCOM Pub. 90).

STOCK TURN—The movement of stock through the
ship’s store operation. Stock is moved by

expending it from the ship’s store through sale,

issues to use, and surveys. A stock turn of 1.33 per

accounting period is desired resulting in 4.0 stock

turns per year, which is required.

SURVEY—An expenditure of stock for immediate

disposal. Surveys reduce accountability.

TRANSMITTIAL—A group of documents or

records sent to another activity for information or

action.

TRANSFER—The movement of stock from the

accountability of one sales officer to that of

another.

UPC—Universal Product Code.

UPC MAINTANENCE—The process of determining

if an item’s UPC code is linked to a SKU number.

VENDING MACHINE—A sales outlet where

canned drinks, candy, cookies, and other retail

items are sold.

VENDING MACHINE CUSTODIAN—The person

in charge of the vending machine operation.

VISUAL MERCHANDISING—The display of

merchandise in ship’s store activities.
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APPENDIX II

STANDARDS OF CONDUCT

Section I: GENERAL

Appendix II is published to emphasize that all ship’s store personnel must
adhere to the Standards of Conduct contained in DoD Directive 5500.7R, the Joint
Ethics Regulation. This appendix is not a substitute for reading and understanding
the requirements of the Joint Ethics Regulation.

Section II: STANDARDS OF CONDUCT

High ethical standards are a cornerstone of the Navy’s Core Values system. As
with all Navy personnel, individuals assigned to the ship’s store must act according
to government regulations regarding ethical conduct. Adherence to principles of
ethical conduct allows the service members we serve to have trust and confidence in
our actions. Earning the trust and confidence of customers’ means that ship’s store
personnel can carry out their assigned duties quickly and efficiently. Not only is
compliance with standards of ethical conduct required by the Navy, it makes good
business sense as well.

The specific rules and regulations regarding applicable standards of conduct are
promulgated in DoD Directive 5500.7-R, the DoD Joint Ethics Regulation.
Although the Joint Ethics Regulation is quite extensive, it is founded upon fourteen
fundamental ethical principles, summarized as follows:

1. As a member of the United States Navy, your public service is a public trust,
which requires you to place loyalty to the Constitution, laws, and ethical
principles above private gain.

2. Navy personnel shall not hold financial interest that conflict with the
conscientious performance of duty.

3. Navy personnel will neither engage in financial transactions using nonpublic
government information nor allow the improper use of such information to
further private gain.

4. Navy personnel shall not, unless specifically allowed by an applicable law or
regulation, ask for or accept any gift from any vendor or other entity doing or
seeking to do business with the government.

5. Navy personnel shall put forth an honest effort in the performance of their
duties.

6. Navy personnel shall make no unauthorized commitments or promises of any
kind purporting to bind the government.

7. Navy personnel shall not use public office for private gain.

8. Navy personnel shall act impartially and shall not give preferential treatment to
any private organization or individual.

9. Navy personnel shall protect and conserve government property and shall not
use it for other than authorized purposes.
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10. Navy personnel shall not engage in outside employment or activities, including
seeking or negotiating for employment that conflict with official duties and
responsibilities.

11. Navy personnel shall disclose waste, fraud, abuse, and corruption to
appropriate authorities.

12. Navy personnel shall satisfy in good faith, their obligations as citizens,
including all just financial obligations, especially those such as federal, state, or
local taxes that are imposed by law.

13. Navy personnel shall adhere to all laws and regulations that provide for equal
opportunity for all Americans regardless of race, color, religion, sex, national
origin, age, or handicap.

14. Navy personnel shall do their best to avoid any action creating even the
appearance that they are violating the law or the Joint Ethics Regulation.

Though this appendix is not a substitute for reading and understanding the Joint
Ethics Regulation, knowledge of the fourteen principles underlying the Joint Ethics
Regulations will assist ship’s store personnel in identifying potential ethical
violations. Further advice can be obtained from your Command Judge Advocate or
Legal Officer.
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APPENDIX III

DOCUMENT DISTRIBUTION

AIII-1

DOCUMENT DISTRIBUTION

Inventory (With PDT)

Original – Inventory Count Report
and Discrepancy Report

B28 (RK) File

Copy Accountable custodian

Inventory (Without PDT)

Original – Inventory Count Sheet,
Inventory Count Report, and
Discrepancy Report

B28 (RK) File

Copy Accountable custodian

Cash Register Record (NAVSUP Form 469)

Original Held by sales officer or cash collection
agent

Cash Receipt Book (NAVSUP Form 470)

Original Held by cash collection agent

Intra-Store Transfer Data (NAVSUP Form 973)

Original with confirmed copy RR1 File

Ship’s Stores Balance Sheet and Profit and Loss Statement (NAVCOMPT Form 153) (DFAS
Version)

Original and one copy DFAS with returns

Ship’s Stores Balance Sheet and Profit and Loss Statement (NAVCOMPT Form 153)

One copy Retained returns
Two copies Special services officer (MWR officer)
One copy Navy Supply Corps School (30 Sept only)

Summary of Material Receipts/Transfer (NAVCOMPT Form 176)

Original DFAS with returns
One copy Retained returns
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DOCUMENT DISTRIBUTION

Report of Survey (DD Form 200)

DD Form 200 – for NWCF

Original B15 (AO) File
Copy B15 (RK) File

DD Form 200 – for SSPN, Retail

Original B23 (AO) File
Copy B23 (RK) File

DD Form 200 – for SSPN, Vending

Original B27 (AO) File
Copy B27 (RK) File

Requisition and Invoice/Shipping Document (DD Form 1149)

DD Form 1149 – Bulk Sale to Another Activity

Original B12 (AO) File
Copy B12 (RK) File

DD Form 1149 – Cash Refund

Awaiting Refund Check
Original and all copies WF4 File

Refund Check Received
Original, copy, and refund check To disbursing

After Returned from the Disbursing Officer
Copy B12 (AO) File
Copy B12 (RK) File

DD Form 1149 – Credit Memorandum

Awaiting Credit Invoice
Original and all copies WF4 File

Credit Invoice Received
Original with original credit invoice B01 (AO) File
Copy with copy of credit invoice B01 (RK) File
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DOCUMENT DISTRIBUTION

DD Form 1149 – Health and Comfort Issue Recap (For personnel in a non-pay status)

Original and copy of DD 504 B10 (AO) File
Copy and copy of DD 504 B10 (RK) File
Copy and original of DD 504 To supply officer

DD Form 1149 – Issue to Other Appropriations (Such as General Mess and General Stores)

Original and one copy B10 (AO) File
One copy B10 (RK) File

DD Form 1149 – Memorandum Cash Sales Invoice Deposit of Cash with the Disbursing Officer

Original C02/C03/C04 (RK) File
One copy C02/C03/C04 (AO) File

DD Form 1149 – Receipt from Other Appropriation (Such as General Mess or General Stores)

Original and one copy B10 (AO) File
One copy B10 (RK) File

DD Form 1149 – Requisition and Receipt Document

Received from Transferring Ship with Merchandise
One copy WF1 File
One copy WF2 File

After Receipt
WF1 copy B05 (RK) File
WF2 copy B05 (RK) File
Receiving Report B05 (AO) File

DD Form 1149 – Transfer Invoice

Returned by Receiving Ship (Signed)
Original B19 (RK) File
Two copies B19 (AO) File

DD Form 1149 – Accounting Adjustments

Receipts from Purchases
Original B01 (AO) File
One copy B01 (RK) File

Receipts from Other Supply Officers
Original B05 (AO) File
One copy B05 (RK) File
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DOCUMENT DISTRIBUTION

Standard Form 1034

SF Form 1034 – Transfer to MWR

Original and all copies To disbursing officer

After Returned from the Disbursing Officer
One copy C22 (AO) File
One copy C22 (RK) File

SF Form 1034 – Amusement Machine Remittance

Original and all copies To disbursing officer

After Returned from the Disbursing Officer
One copy C19 (AO) File
One copy C19 (BO) File

SF Form 1034 – Laundry Claims

Original and all copies To disbursing officer

After Returned from the Disbursing Officer
One copy C13 (AO) File
One copy C13 (RK) File

DD Form 1348-1A

After Preparation
Original Issuing Activity
One copy WF1 File
One copy WF2 File

After Receipt
WF1 copy B05 (RK) File
WF2 copy B05 (RK) File
Receiving Report B05 (AO) File

Receipt of Invoice

Original and all copies B05 (RK) File (attached to applicable DD
Form 1348-1A)
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DOCUMENT DISTRIBUTION

Order for Supplies or Services (DD Form 1155)

DD Form 1155 – U.S. Merchandise Fast Pay Procedures Apply

After Preparation
Original and two copies Vendor
One copy WF1 File
One copy WF2 File

After Receipt
WF1 copy B01 (RK) File
WF2 copy B01 (RK) File
Receiving Report B01 (AO) File

Receipt of Invoice

Original and all copies B01 (RK) File (attached to applicable DD
Form 1155)

DD Form 1155 – U.S. Merchandise Fast Pay Procedures Do Not Apply

After Preparation
Original and one copy WF1 File
One copy WF2 File
One copy To vendor

After Receipt
WF1 original and copy B01 (RK) File
WF2 copy B01 (RK) File
Receiving Report B01 (AO) File

Receipt of Invoice
Original and three copies with
original of 1155 from B01 (RK)
File

Forwarded to DFAS

All remaining copies B01 (RK) File (attached to applicable DD
Form 1155)
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DOCUMENT DISTRIBUTION

DD Form 1155 – Foreign Merchandise Fast Pay Procedures Apply

After Preparation
Original and two copies NEX
One copy WF1 File
One copy WF2 File

After Receipt
WF1 copy B01 (RK) File
WF2 copy B01 (RK) File
Receiving Report B01 (AO) File

Receipt of Invoice

Original and all copies B01 (RK) File (attached to applicable DD
Form 1155)

DD Form 1155 – Foreign Merchandise Fast Pay Procedures Do Not Apply

After Preparation
Original and one copy WF1 File
One copy WF2 File
One copy To vendor

After Receipt
WF1 original and copy B01 (RK) File
WF2 copy B01 (RK) File
Receiving Report B01 (AO) File

Receipt of Invoice
Original and three copies with
original of 1155 from B01 (RK)
File

Forwarded to paying activity

All remaining copies B01 (RK) File (attached to applicable DD
Form 1155)
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DOCUMENT DISTRIBUTION

DD Form 1155 – Special DD Form 1155 Fast Pay Procedures Apply

After Preparation
Original and four copies Support Activity

After Receipt of Completed 1155 from Support Activity
One copy WF1
One copy WF2

Receipt of Material
WF1 copy B01 (RK) File
WF2 copy B01 (RK) File
Receiving Report B01 (AO) File

Receipt of Invoice

Original and all copies B01 (RK) File (attached to applicable DD
Form 1155)

DD Form 1155 – Special DD Form 1155 Fast Pay Procedures Do Not Apply

After Preparation
Original and four copies Support Activity

After Receipt of Completed 1155 from Support Activity
Original and one copy WF1 File
One copy WF2 File

Receipt of Material
WF1 copy B01 (RK) File
WF2 copy B01 (RK) File
Receiving Report B01 (AO) File

Receipt of Invoice

Original and all copies B01 (RK) File (attached to applicable DD
Form 1155)



 

 



APPENDIX IV

SHIP’S STORE OPERATION

STANDARDS OF CUSTOMER SERVICE

Appendix IV is published to outline the standards of customer service that
normally may be expected from the ship’s store. These standards should be used by
type commanders, commanding officers, supply officers, and sales officers to
evaluate the effectiveness of a ship’s store operation in terms of services offered to
customers.

In order to make a realistic evaluation, the evaluating officer must take into
consideration the facilities, equipment, space, and personnel available to the
individual ship’s store operation and match these capabilities with standards set
forth here. If a ship does not possess the capability to meet all or part of any standard,
its performance should be evaluated as if that standard or portion did not exist. At the
same time, continuing action must be taken by the chain of command to upgrade the
capabilities of the ship to meet these standards.

With regard to customer service all ships with a ship’s store should order
NAVEDTRA 10119-B1 (NSN 0502-LP-001-1770) entitled Navy Customer Service
Manual. This manual is also available on the Sale and Service Resource CD. All
ship’s store personnel should be required to complete this self-study course in an
effort to improve service to customers in afloat units.

Section 1 – Customer Service

A.   GENERAL

1. Ship’s store personnel present good personal appearance.

2. Ship’s store personnel are pleasant, outgoing, and friendly.

3. Ship’s store personnel treat all customers with equality and fairness.

4. Ship’s store personnel are considerate of customer’s time.

Section 2 – Retail Stores

A.   GENERAL

1. Retail stores are neatly maintained.

2. Suggestion boxes conveniently located with adequate supply of “customer
comment cards.”

3. Sales officer furnishes replies to all authentic suggestions.

B.   HOURS OF OPERATION

1. Store operating hours displayed to customers.
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2. 42 sales hours per week (underway).

3. 20 sales hours per week (in port).

4. Customers notified in advance of changes in store hours.

5. Store hours provide the entire crew an opportunity to shop.

6. Staggered hours for different retail stores to provide service after working
hours. (This service is important in ships that provide night operations.)

C.   POLICY SIGNS

1. The following policy signs should be posted in the retail store:

a. Checks.

b. Availability of Merchandise and Services: “In order to better serve you, we
solicit your comments on items carried and services offered. Drop a note in
the suggestion box. The sales officer will give it personal attention.”

c. Special Orders.

d. Profits.

e. Refunds.

f. Cigarettes.

g. Provisions of Purchase.

h. Authorized Ship’s Store Patrons.

D.   MERCHANDISE

1. 100 percent in-stock position of mandatory items listed in the Merchandising
and Stocking Guide (NEXCOM Pub. 81).

2. For ships with women mandatory items listed in the Women at Sea section of
the Merchandising and Stocking Guide (NEXCOM Pub. 81) are carried in
stock.

3. Perishable items (candy, cigarettes, cigars, film, etc.) are in a fresh saleable
condition.

4. Special order services available and promoted.

5. Exchange Mail Order Catalogs provided for the crew.

E.   PUBLICITY

1. Sales are publicized by the following:

a. Plan of the Day.

b. Signs and Flyers.

c. Closed Circuit Television.

d. Ship’s Newspaper.

F.   PRICING AND MARKDOWNS

1. Selling price is on each item, shelf, or bin.
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2. Surveys taken on all soiled or damaged merchandise.

3. Markdowns are made available on an equal basis to all customers.

G.   DISPLAYS

1. Display windows fully utilized and properly signed to present attractive and
effective merchandise displays.

2. Displays changed frequently to stimulate customer interest.

3. All store merchandise displayed in a manner that is attractive, quickly
identifiable, easily seen, neatly arranged, readily accessible for quick selection,
correlated for convenient selection and shopping ease, and clean (this includes
fixtures).

4. Tops of showcases kept clear of vendor supplied merchandise cards/racks
(walk-in stores).

5. Ledges used to display merchandise attractively and not to store it

6. Suitable sign holders used for wall signs, directory signs, merchandising signs,
etc.

7. Special event signs used.

8. New items featured and so identified.

9. Visual merchandising support services requested from the Fleet Assistance
Team in the area.

H.   GENERAL MERCHANDISING

1. Chocolate displayed away from soap, tobacco, and other items having strong
odors.

2. Holiday/seasonal items removed from regular stocked merchandise the day
after the holiday.

3. All merchandise displayed in a neat and appealing manner.

4. Outdated merchandise identified and either marked down or removed from
sales area.

5. Cartons, instructions, books, warranty cards, and carrying cases for items
displayed are stored in an appropriate place close to sales area.

6. Customers told electrical items purchased for use on board ship must be safety
checked before use.

7. All display models operate.

8. Customers allowed to handle display merchandise.

9. Batteries available for items that require them.

10. “Flowers by wire” services available to patrons on a special order basis.

11. Color photos of sample bouquets available to help patrons make selections
when ordering “flowers by wire.”

12. Price tags affixed to personal leather goods so they do not mar or deface the
leather.

13. Greeting cards available for sale.
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14. Seasonal greeting cards removed after the holiday.

15. All toiletries marked up 6 percent according to NAVSUP Pub. 487.

16. Self-service merchandise displayed full face for easy product identification.

17. Ethnic toiletries and combs available.

18. Selection of current fashion trends in jewelry stocked at moderate prices.

19. Watches, clocks, lighters are checked to determine if they work at time of sale.

20. For items that include guarantees, the guarantee given to the customer with the
item(s) purchased.

21. Only approved sunglasses offered for sale.

22. All sundries marked up 6 percent according to NAVSUP Pub. 487.

23. Fragrances available for sale.

24. Fragrances are kept to peak standards for quality and appearance.

25. All uniform items and insignia offered for sale and marked up 6 percent.

26. Sign posted informing customers of availability of direct delivery service on
uniform items from the Uniform Support Center.

27. Navy Uniform Catalog with order forms available.

28. Dungaree trousers and shirts arranged according to size.

29. White hats arranged according to size.

30. Ship’s ball caps available for sale.

31. Rating badges available for sale.

32. Clothing items neatly arranged according to size.

Section 3 – Vending and Amusement Machines

A.   GENERAL

1. Exterior of vending machines and adjacent area kept clean.

2. Prices and instructions prominently displayed on machine.

3. Adequate lighting for displays.

4. Adequate production selections.

5. Sold out indicators operating.

6. Glass free from breaks or cracks.

7. Inside of machine clean.

8. Outside machine finish in good condition.

9. Product fresh and proper temperature.

10. Safety devices installed and operating.

11. Refunds made cheerfully with no delay.

12. Customers reporting malfunctions treated courteously.

13. Sign indicating person to contact in the case of a refund or machine
malfunction.
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14. Malfunctioning machines properly serviced or repaired.

15. Machine custodian properly trained in good customer relations.

16. Trash receptacles available.

17. Fully stocked at regular intervals to ensure production availability.

18. Vendor flavor strips used vice hand written strips.

19. Sanitation requirements posted.

20. Vending machines inspected on a regular basis by a representative of the
medical department.

21. Safety note concerning vending machine tip over prevention on machine.

22. Machines equipped with dollar bill acceptors.

23. Extra vending machine changers on hand.

Section 4 – Barbershop

A.   GENERAL

1. Adequate ventilation, cooling, heating, lighting and hot and cold water
provided.

2. “No Tipping” sign posted.

3. “Authorized Grooming Standards for United States Navy Personnel” sign
prominently posted.

4. Barbers indoctrinated in customer courtesy, identification, and complaint
procedures.

5. Shop attractive, clean, and tastefully decorated.

6. Equipment in good condition and supply.

7. If sign up sheet is used, schedule is followed.

8. Hours of operation prominently posted.

9. Ships having less than 100 accommodations, portable bar shop utensils stored
in a locker.

10. Magazine rack and current magazine available. Reading material provided is in
good taste.

B.   SANITATION

1. Sanitary regulations posted and adhered to.

2. Before assuming duties, each barber must have a physical examination from the
medical officer and annually thereafter.

3. Barbers dressed in clean washable coats. Personal hygiene practiced by all
barbers at all times.

4. Barbers wash their hands and sterilize instruments before serving each
customer. Deodorants and mouthwash made available and their use by barber
encouraged.

5. Each unit equipped with sponge or paper towels to wipe out the basin and back
bar.
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6. Freshly laundered white towels or paper used for each customer.

7. Haircloths kept clean at all times. New neck strip used on each customer.

8. Bottles and jars kept closed when not in use.

9. All instruments scrupulously cleaned immediately after use. Scissors, combs,
clipper blades and other tools thoroughly washed with soap and hot water to
remove film and debris, then dried with disposable tissues and sanitized.

10. Clippers kept clean at all times. After each use, foreign matter removed and
clippers sprayed with clippercide.

11. If suspected that a customer has a communicable disease or infection, the
clippers and other metallic instruments used will be segregated and the ship’s
medical department contacted for disinfecting procedures to be followed.

12. Barbers having any infections or communicable diseases do not attend
customers.

13. Barbers do not smoke while attending customers.

14. Only types of material approved by medical officer used to treat “nicks.” These
materials applied only with freshly laundered towels or sterile cotton.

15. Common hairbrushes, dusters, and shaving brushes prohibited.

16. Cut hair frequently removed from floor by dustless methods.

17. Barbers are prohibited from shaving customers and treating pimples and
ingrown hair.

C.   HAIRCUTTING

1. Customers provided with the authorized type of haircut desired.

2. All haircuts completed by talc dust.

Section 5 – Laundry and Dry Cleaning

A.   GENERAL

1. Twenty-four hour service – maximum 3-day service.

2. Wash – 24 pounds per person per week.

3. Finish press three work uniform shirts and trousers per officer and CPO/SNCO
(E7-E9) accommodation per week.

4. Finish press one dress uniform shirt and trousers per crew (plus troops)
accommodation per week.

5. If self-service, customer is able to locate finished goods easily and checks out
within 15 minutes.

6. Customer given claim check for garments turned in for processing.

7. Sign indicating when finished work will be ready for pickup (In by ____ Out by
______)

8. Marking staples and tags removed from dry-cleaning garments are stapled in
such a manner as to not touch cloth belt loops, button holes, etc.

9. Policy to handle claims for lost or damaged customer goods in effect.
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10. Counter personnel’s appearance and attitude pleasing.

11. Inspection of two finished garments chosen at random compare favorably with
similar commercial processing (no missing buttons, free of wrinkles, no double
creases).

12. Entire customer service area, including counter, presents an attractive
appearance.

13. Dry clean and finish press one dress uniform per accommodation per month, if
dry-cleaning plant is available.

14. Only non-flammable dry-cleaning solvent shall be used in shipboard
dry-cleaning plants. The solvent used shall be tetrachlorethylene
(perchlorethylene). NSN 6810-00-819-1128 (5 GAL Drum) or NSN
6810-00-270-9982 (55 GAL Drum).

15. Laundries will be inspected frequently by the medical department for proper
sanitary methods of operation.

16. Safety precautions for operating machinery will be prominently posted next to
each machine.

17. The requirements of the Navy’s Heat Stress Program as contained in
OPNAVINST 51000.20 adhered to.
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APPENDIX V

REFERENCES USED TO DEVELOP THIS

NONRESIDENT TRAINING COURSE

NOTE: Although the following references were current when
this Nonresident Training Course (NRTC) was published, their
continued currency cannot be assured. Therefore, you need to be
sure that you are studying the latest revision.

AV-1

Afloat Supply, NAVSUP P-485, Volume I, Revision 3, Naval Supply Systems
Command, Mechanicsburg, Pennsylvania, October 1997.

Consolidated Afloat Requisitioning Guide Overseas, NAVSUP Pub. 4998, Naval
Supply Systems Command, Mechanicsburg, Pennsylvania, June 1999.

Department of the Navy Correspondence Manual, SECNAVINST 5216.5D,
Office of the Secretary of the Navy, Washington, DC, August 1996.

Manual of Naval Preventive Medicine, NAVMED P-5010, Chapter 1, Bureau of
Medicine and Surgery, Washington, DC, August 1999.

Manual of Naval Preventive Medicine, NAVMED P-5010, Chapter 2, Bureau of
Medicine and Surgery, Washington, DC, January 1995.

Navy and Marine Corps Records Disposition Manual, SECNAVINST 5212.5D,
Office of the Secretary of the Navy, Washington, DC, April 1998.

Navy Occupational Safety and Health (NAVOSH) Program Manual (Forces
Afloat), OPNAVINST 5100.19D, Department of the Navy, Office of the Chief
of Naval Operations, Washington, DC, June 2001.

Navy Safety Precautions For Forces Afloat, OPNAVINST 5100.19, Office of the
Chief of Naval Operations, Washington, DC.

Navy Ships’Technical Manual (NSTM), NAVSEA S9086-V4-STM-010, Chapter
655, “Laundry and Dry Cleaning,” Naval Sea Systems Command,
Washington, DC, October 2000.

Navy Supply System Command, website (http://www.navsup.navy.mil/index.jsp)

Retail Operations Module (ROM) II Policy and Procedures, NEXCOMINST
5230.8, Navy Exchange Service Command, Norfolk, Virginia, December
2000.

ROM II User’s Guide, Navy Exchange Service Command, Norfolk, Virginia,
December 2000.

Ships' Maintenance and Material Management (3-M) Manual, OPNAVINST
4790.4C, Department of the Navy, Office of the Chief of Naval Operations,
Washington, DC, November 1994.

Ships Store Afloat, NAVSUP P-487, Change 4, Revision 3, Naval Supply Systems
Command, Mechanicsburg, Pennsylvania, October 1997.

Ship’s Store Merchandising and Stocking Guide, NEXCOM Pub. 81, Navy
Exchange Service Command, Virginia Beach, Virginia, September 1997.



AV-2

Ship’s Store Visual Merchandising Guide, NEXCOM Pub. 90-33, Navy Exchange
Service Command, Virginia Beach, Virginia, October 1997.

Storage and Material Handling, DOD 4145.19-R-1, Assistant Secretary of
Defense, Washington, DC, September 1979.

Supply Afloat Fleet and Field Packaging Procedures, NAVSUP P-484, Naval
Supply Systems Command, Mechanicsburg, Pennsylvania, March 1994.



Assignment Questions

Information: The text pages that you are to study are
provided at the beginning of the assignment questions.



 

 



ASSIGNMENT 1

Textbook Assignment: “Organization, Administration, and Security,” chapter 1, pages 1-1 through 1-28 and
“Ship’s Laundry,” chapter 2, pages 2-1 through 2-19.

1-1. What is the highest level in the Navy’s supply
system chain of command?

1. NAVFINCEN
2. FAADC
3. NAVSUP
4. FMSO

1-2. Which of the following documents should be
used in conjunction with the ship's record
files to determine the requirements for
replenishment materials?

1. The MCRL
2. The COSAL
3. The NMRSL
4. All of the above

1-3. The major activity whose primary mission is
direct, waterfront supply is known by what
name?

1. FISC
2. DLA
3. DSC
4. NAVSUP

1-4. What organizational element has the primary
responsibility for the management of assigned
groups or classes of supply items?

1. Fleet Industrial Supply Center
2. Fleet Material Support Office
3. Navy Inventory Manager
4. Naval Supply Systems Command

1-5. You can find a current list of cognizance
symbols and their responsible inventory
managers in the NAVSUP P-485.

1. True
2. False

1-6. What command provides technical guidance,
policies and procedures, management and
acquisition support, and overall assistance to
the retail system?

1. FMSO
2. NAVICP
3. NAVSUP
4. NEXCOM

1-7. The fleet assistance branch of the NEXCOM is
identified by what code?

1. A-1
2. A-2
3. A-3
4. A-4

1-8. What branch of the NEXCOM provides
technical and procedural guidance in the
operation of shipboard laundries, barbershops,
dry-cleaning services, and self-serve
laundries?

1. Code A-1
2. Code A-2
3. Code A-3
4. Code A-4

1-9. What officer is responsible to the commanding
officer for the performance and administration
of all supply functions?

1. The ship's store officer
2. The assistant supply officer
3. The supply officer
4. The executive officer

1-10. What officer assigns responsibilities to the
supply officers via written request for
approval?

1. The ship's store officer
2. The supply officer
3. The executive officer
4. The commanding officer

1-11. The mess management specialists are assigned
to what supply division?

1. S-1
2. S-2
3. S-6
4. S-7

1-12. Personnel assigned to S-4 division perform
what functions?

1. Control all pay and allowances
2. Maintain all resale and service activities
3. Work in the wardroom
4. Procure all shipboard supplies
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1-13. Which of the following supply divisions uses
the ROM II computer program to perform daily
functions?

1. S-3
2. S-4
3. S-7
4. S-8

1-14. What administrative file contains a copy of
each DD Form 1149 and related credit
memorandum and correspondence which has
not been liquidated?

1. WF-2
2. WF-3
3. WF-4
4. WF-5

1-15. Which of the administrative logs is used to
record all purchases from a commercial
vendor?

1. The requisition log
2. The expenditure log
3. The car seal number log
4. The purchase order log

1-16. Before unauthorized personnel can be allowed
into supply department spaces, final approval
must be granted by which of the following
individuals?

1. The supply officer
2. The leading petty officer
3. The ship’s store officer
4. The person in charge of the space

1-17. The keys to the supply office are issued at the
discretion of what individual?

1. The office records keeper
2. The leading petty officer of supply
3. The ship’s store officer
4. The supply officer

1-18. What should the Storekeeper in charge of a
Group I space do with the key to the space at the
end of the workday?

1. Retain it until the next day
2. Return it to the general key locker in the

supply office
3. Turn it over to the duty supply officer
4. Turn it over to the leading SK in the duty

section

1-19. The master keys to all Group I spaces are kept
by which of the following individuals?

1. The leading storekeeper
2. The stores officer
3. The duty supply officer
4. The supply officer

1-20. When dead-bolt locks cannot be installed on
doors leading to Group III spaces, what action
should you take?

1. Have the ship’s security patrol check the
space once an hour

2. Install a high-security key-type padlock
with a shrouded shackle and a
high-security hasp

3. Install two high-security hasps and two
combination locks

4. Install one high-security hasp with one
combination or key-type lock and attach a
car seal at the end of each business day
making sure it is properly logged in the
car seal log

1-21. For security purposes, duplicate keys to Group
III spaces are placed in a sealed envelope,
signed and dated across the flaps by the ship’s
store officer and the responsible custodian. The
flaps of the envelope will be sealed with
cellophane tape over the signatures and any
other openings and placed in the ship’s store
officers safe.

1. True
2. False

1-22. When available from supply, which of the
following items should be installed on doors
leading to Group III spaced in addition to dead-
bolt locks?

1. Keyless combination locks
2. Key-type padlocks
3. Key-type padlock with a high security

shackle
4. Key-type padlock used in conjunction

with a car seal

1-23. When installing hasps on doors leading to
Group III spaces, what items should you use to
secure the hasp to the door?

1. Screws
2. Pop rivets
3. Tamperproof bolts
4. Nails
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1-30. Locks installed by the manufacturer on the
outside of a vending machine are considered
adequate for security purposes.

1. True
2. False

1-31. When locked money boxes are used inside the
vending machine, the keys that lock the money
box into the machine are kept by what
individual?

1. The vending machine operator
2. The supply officer
3. The agent cashier
4. The person making collections

1-32. With what security measure are the duplicate
keys to the money boxes in the vending
machines controlled?

1. They are kept in a special duplicate key
locker in the supply office

2. They are sealed in an envelope and kept in
the supply officer’s safe

3. They are sealed in an envelope and kept in
the ship’s supply officers safe

4. They are retained by the responsible
custodian until relieved

1-33. Emergency entry procedures are included in
the supply department instructions and should
be posted outside which of the following
spaces?

1. Group I
2. Group II
3. Group III
4. Group IV

1-34. In the absence of the responsible custodian and
the ship’s store officer has to open a Group III
space, such entry should be made in the
presence of a minimum of how many
witnesses?

1. One
2. Two
3. Three
4. Four

1-35. After the Group III space has been entered by
the ship’s store officer, how long must the
witnesses be present?

1. Until the responsible custodian returns
2. Until the command duty officer arrives
3. Until the space is secured
4. They do not have to remain present
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1-24. What action, if any, should be taken for
exposed hinge pins on hasps installed on doors
leading to Group III spaces?

1. Make a note of the problem to the security
patrol and have the space checked more
often

2. Use an additional hasp with the appropriate
lock

3. Tack-weld the pins to prevent removal
4. None

1-25. The inside perimeter of the removable sales
window to the retail store is secured by using
what type of securing device(s)?

1. A car seal
2. Bars
3. Slip locks
4. Key locks

1-26. What additional security measures should the
custodian of the bulk storeroom take when the
contents of the storeroom are visible from
outside?

1. Keep all high-cost, small-cube items out
of sight or break them out to the retail
store

2. Make sure adjacent passageways are well
lighted

3. Make sure the security watches check the
bulk storeroom

4. Each of the above

1-27. A Group III space should not be entered after
normal working hours without obtaining
permission from which individual?

1. The supply officer
2. The ship’s store officer
3. The duty supply officer
4. The leading ship’s serviceman

1-28. Merchandise exceeding what retail value
should NOT be left in the display window of
the retail store after normal working hours?

1. $25
2. $35
3. $40
4. $50

1-29. The keys or combination to the padlock
securing the coin box in the vending machine is
kept by which of the following individuals?

1. The vending machine operator
2. The supply officer
3. The ship’s store officer
4. The supply duty officer



1-42. How often is the ship’s store officer required to
review the ROM security access rights?

1. Daily
2. Weekly
3. Monthly
4. Annually

1-43. Before disposing of any material in port or at
sea, you should first consult which of the
following documents?

1. OPNAV P-4500
2. OPNAV P45-110-91
3. OPNAV 5090.1
4. OPNAV 5100.2

1-44. According to the Hazardous Material User's
Guide, bleach is considered what type of
material?

1. Acidic
2. Unstable
3. Oxidizer
4. Explosive

1-45. When storing laundry bins of hazardous
material in the ship’s laundry, what item must
you maintain in the space in which the
hazardous materials are kept?

1. A fire extinguisher
2. Absorbent pads
3. A Hazardous Materials User's Guide
4. An MSDS for each item

1-46. Which of the following items is NOT a
symptom of heat exhaustion?

1. Headaches
2. Diarrhea
3. Fatigue
4. Nausea

1-47. What tool is used to obtain accurate and
reliable temperature readings in a laundry
area?

1. An electronic thermometer
2. An all-weather thermometer
3. A high-range thermometer
4. A dry-bulb thermometer

1-48. At what minimum interval should heat stress
readings be taken and logged?

1. Every hour
2. Every four hours
3. Every six hours
4. Every twelve hours
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1-36. How should the ship’s store officer secure a
Group III space after he or she has entered it
and is ready to secure the space?

1. Replace the lock and attach a numbered
car seal

2. Replace the lock after changing the
combination

3. Replace the lock and add a key-type lock
4. Lock it with a different keyless padlock

1-37. What individual may enter a Group III space in
the presence of two witnesses when an
emergency exists and the ship’s store officer or
the responsible custodian is not available?

1. The duty section leader
2. The duty storekeeper
3. The leading ship’s serviceman
4. The command duty officer

1-38. After normal working hours, where are the
working keys to the ship's laundry kept?

1. In the custody of the ship’s serviceman
who is responsible for the laundry

2. In the custody of the duty supply officer
3. In the custody of the leading ship’s

serviceman
4. Inside the general key locker in the supply

office

1-39. What security precaution is taken when
duplicating keys to Group IV spaces?

1. They are kept in a sealed envelope in the
supply officer's safe

2. They are kept by the supply officer in a
special duplicate key locker in the supply
officer’s safe

3. They are kept in the general key locker in
the supply office

4. They are kept by the leading ship’s
serviceman

1-40. The ROM system is included under what
security classification?

1. Routine
2. Unclassified
3. Classified
4. Secret

1-41. Before you are granted access to the ROM
system, what person must issue you a user ID
and a password?

1. The security officer
2. The supply officer
3. The ship’s store officer
4. The leading ship’s serviceman



1-49. Sanitary requirements for all ship’s laundry
personnel to follow are outlined in which of the
following publications?

1. NAVMED P-5010
2. NAVMED P-2020
3. OPNAV 5100.2
4. OPNAV 5100.19

1-50. How often should the ship’s store officer
inspect the laundry area to ensure all sanitation
practices are being followed?

1. Daily
2. Weekly
3. Biweekly
4. Monthly

1-51. After normal working hours, the laundry
supervisor should turn the laundry keys over to
which of the following people?

1. The leading supply supervisor
2. The duty section leader
3. The duty supply officer
4. The command duty officer

1-52. What person must approve the use of the ship's
laundry after normal working hours?

1. The laundry supervisor
2. The ship’s store officer
3. The duty supply officer
4. The command duty officer

1-53. Before you will be authorized to operate the
laundry equipment, you are required to
complete which of the following training
requirements?

1. Class A school
2. The Ships Serviceman 3 & 2
3. 50 hours of on-the-job training
4. The laundry JQR

1-54. What person reports and is directly responsible
to the sales officer for the proper operation to
the ship’s laundry?

1. The laundry supervisor
2. The laundry LCPO
3. The ship’s store officer
4. The supply officer

1-55. During deployments, the ship's laundry
personnel are supplemented by what group of
individuals?

1. People working in the galley
2. TAD personnel from embarked troops or

squadrons
3. People detailed to the ship only for the

deployment
4. People from S-6 division

1-56. To improve the versatility of the laundry
personnel, you should rotate everyone to all
stations in the laundry room.

1. True
2. False

1-57. What organization can assist you with
planning the physical layout of a ship’s
laundry?

1. The NEX Fleet Habitability Assistance
Branch

2. The Navy Fleet Services Branch
3. The Navy Moral, Welfare, and Recreation

Center
4. The Navy Supply Support Center

1-58. In 1 week, a properly operating ship’s laundry
should be able to process a minimum of
how many pounds of laundry per
accommodation?

1. 10
2. 15
3. 24
4. 30

1-59. Which log is used to record officer and chief
petty officer lots received in the laundry?

1. The bulk work log
2. The khaki load log
3. The press deck log
4. The press machine log

1-60. As the receiving laundryman, what is a very
important aspect of your job?

1. Carefully logging in and out of all laundry
2. Ensuring the laundry is clean and dry
3. Carefully separating the colors from the

whites
4. Inventorying all laundry soaps and bleach
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1-61. When making entries in the press deck log,
what information should you enter in the
“other” column?

1. Dungaree shirts
2. Dungaree trousers
3. Civilian clothes
4. Items other than shirts and trousers

1-62. Where should rust and stain removers be
stored?

1. In the ship's store officer's safe
2. In a cool, dry place
3. In the laundry room
4. In the main supply storage area

1-63. What is the newest laundry chemical available
for use in the ship’s laundry?

1. Color-fast detergent
2. Biodegradable bleach
3. Solid cake
4. Oxygen bleach

1-64. What chemical is used to neutralize acidic
wash water?

1. Stabilizer
2. Sour
3. Brine
4. Lime

1-65. What two chemicals are contained in the
two-shot detergent?

1. Sour and detergent
2. Stain remover and bleach
3. Detergent and oxygen bleach
4. Chlorine bleach and detergent

1-66. What product is considered to be the safest
product used in the laundry?

1. Starch
2. Sour
3. Detergent
4. Bleach

1-67. What is the first step in the laundry process?

1. Distribution
2. Receiving
3. Handling
4. Sorting

1-68. What items are included in individual lots?

1. Bulk laundry delivered from enlisted
berthing

2. Civilian clothing from the ship’s crew
3. Officer and chief petty officer laundry

delivered in net bags
4. Items delivered from individual

crewmembers

1-69. What form should be sent to the ship’s laundry
with an individual lot?

1. NAVSUP Form 233
2. NAVSUP Form 1199
3. NAVSUP Form 2257
4. NAVSUP Form 4253

1-70. Guidance and procedures for stenciling items
of clothing can be found in what publication?

1. Naval Regulations
2. Uniform Code of Military Conduct
3. Standard Operating Procedures for

Shipboard Living Manual
4. Navy Uniform Regulations Manual

1-71. Ships that do not have a marking machine
should use what items to mark laundry items?

1. An indelible magic marker
2. A laundry-marking pen
3. A ball-point pen
4. Waterproof marking dye

1-72. What is the maximum number of bundles that
you should put into one lot?

1. 20
2. 30
3. 40
4. 50

1-73. When you are checking in bulk lots, what is the
proper procedure to determine the amount of
laundry in the bag?

1. Count the individual items in the bag
2. Have the person who is delivering the bag

count the items in your presence
3. Weigh the bag on a scale
4. Rely on the amount listed on the laundry list

1-74. What total number of baths is in one wash
cycle?

1. 3
2. 4
3. 5
4. 6
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ASSIGNMENT 2

Textbook Assignment: “Ship’s Laundry,” chapter 2, pages 2-20 through 2-43, and “Dry-Cleaning Plant,”
chapter 3, pages 3-1 through 3-22.

2-1. How many different types of soils is a concern
when dealing with laundry?

1. One
2. Two
3. Three
4. Four

2-2. What type of soil may be removed partially or
entirely by spotting operations?

1. Chemical-soluble soil
2. Special soil
3. Insoluble soil
4. Water-soluble soil

2-3. What type of washing machine is most
commonly found on board a ship?

1. Front loading
2. Top loading
3. Variable capacity
4. DYNA wash

2-4. What safety feature will stop an incorrectly
loaded washing machine during the extract
cycle?

1. The vibration switch
2. The wobble switch
3. The unbalanced load switch
4. The jog switch

2-5. What chemical is used to remove scum and
other accumulations from the exterior of the
washing machine?

1. A brine solution
2. An oxalic solution
3. A bleach solution
4. A general-purpose solution

2-6. What item should be used to improve laundry
quality, prevent mechanical failures, and
increase the life expectancy of the washer
extractor?

1. An adjustable control switcher
2. A programmable logic controller
3. An LED readout panel
4. A multi-function keypad

2-7. What acts as the brain of the solid cake
dispensing system?

1. A sequencing control panel
2. A multi-function control box
3. A microcomputer
4. The operator

2-8. What is the most important aspect of laundry
operations?

1. The quality of the chemicals
2. The quality of the water
3. The quality of the machinery
4. The quality of the operators

2-9. When soap is combined with hard water, the
calcium and magnesium salts in the water
combine with the soap to form a sticky,
insoluble deposit known by what term?

1. Lime
2. Sulfate
3. Carbon
4. Sludge

2-10. What method softens the water by exchanging
the calcium and magnesium compounds in the
water for sodium compounds?

1. The replacement method
2. The chemical exchange method
3. The mineral substitution method
4. The base-exchange method

2-11. What detergent, which contains bleach, does
not require special handling and is safe for
washing all fabrics?

1. Industrial strength detergent
2. Quick-release detergent
3. Two-shot detergent
4. Fast-acting detergent

2-12. When is sour added to the wash cycle?

1. Before starting the load
2. During the first spin cycle
3. Before the first rinse cycle
4. During the last rinse cycle

7



2-13. The Navy generally uses what type of sour
during the laundry process?

1. Fluoride
2. Acetic acid
3. Fluorosilicic acid
4. Hydrofluoric acid

2-14. When is the correct time to add starch the
laundry?

1. Before starting the load
2. After the first rinse cycle
3. During the final bath
4. Before the garment is ironed

2-15. The laundry press head temperature should be
set at what setting?

1. 150 to 180 degrees
2. 225 to 250 degrees
3. 300 to 325 degrees
4. 350 to 400 degrees

2-16. To keep the laundry press padding dry, you
should set the buck head thermostat at what
temperature?

1. 110 to 120 degrees
2. 180 to 200 degrees
3. 260 to 275 degrees
4. 300 to 325 degrees

2-17. The press layout on a Navy ship is determined
by what command?

1. The ship in possession of the equipment
2. NEXCOM
3. NAVSUPCOM
4. NAVSEASYSCOM

2-18. Which of the following is a major safety
feature of a laundry press?

1. The machine is equipped with a
temperature switch to prevent the press
from overheating

2. The press must be closed by pushing the
two close buttons with both hands

3. The press will automatically shutoff if the
press is not used within 15 minutes of
reaching operation temperature

4. The press will not heat up if the head is
locked in the closed position

2-19. For normal pressing, the press head should
remain in the closed position for what amount
of time?

1. 10 seconds
2. 15 seconds
3. 20 seconds
4. 30 seconds

2-20. When you are performing maintenance on the
presses, the steam pressure to the press should
be what pressure?

1. 25 psi
2. 50 psi
3. 75 psi
4. 100 psi

2-21. What should be used to apply press head
cleaner to a laundry press?

1. The smooth side of the press head mitt
2. A clean, dry cotton rag
3. A lint-free rag
4. Steel wool

2-22. During normal usage, how often should the
two flannel pads of the press machine be
replaced?

1. Monthly
2. Every 2 months
3. Every 6 months
4. Annually

2-23. Which of the following statements is NOT a
consideration when determining the sequence
of lays for a garment?

1. The part of the garment that should be
pressed first to prevent damage to the final
product

2. The minimum number of lays required to
produce satisfactory work

3. The logical sequence of lays needed for
easy and quick handling

4. The part of the garment to be pressed last
to prevent damage to the finish of the
most conspicuous part of the garment

2-24. How should trousers be kept until you are
ready to begin pressing?

1. In a cool, dry place
2. Hung on hangers to prevent unnecessary

wrinkling
3. In the dryer used to dry the garment
4. In a damp box with a wet net over them
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2-25. Before pressing the legs of a pair of trouser,
you should first perform what step?

1. Press the cuffs of the trouser
2. Iron the pockets with a hand iron
3. Match the inseams
4. Ensure the zipper is laying flat to prevent

damage

2-26. What is the recommended amount of lays
when pressing a garrison cap?

1. One
2. Two
3. Three
4. Four

2-27. If they are not first preconditioned, what
possible damage may occur to a tablecloth or
napkins?

1. They may scorch
2. The wrinkles may be permanently imbedded
3. They may shrink
4. They may not be crisp and wrinkle free

2-28. When you are using a flatwork ironer, the
flatwork is ironed after coming from what
location?

1. The dryer
2. The completed wash bin
3. The washer extractor
4. The lay press

2-29. What part of the flatwork ironer is used to press
the flatwork against the cylinder?

1. A drive wheel
2. Pressure rollers
3. A tumble bar
4. Heated cylinders

2-30. What method is used on the flatwork ironer to
produce a smooth finish, prolong ribbon life,
and prevent the linen from sticking to the
heated cylinder?

1. Using flatwork starch in the rinse cycle
2. Pressing the flatwork when it is damp
3. Cleaning the cylinder before each use
4. Waxing the cylinder

2-31. The flatwork ironer is NOT designed to press
what type of fabric?

1. Nylon
2. Poly/wool blends
3. Polyester
4. 100 percent cotton

2-32. When using the flatwork ironer, how many
people should feed large items into the
machine?

1. One
2. Two
3. Three
4. Four

2-33. To ensure laundry is returned to the customer in
a clean, satisfactory manner, you should
practice what technique from the receiving
area to the finished product?

1. Continuous training
2. Meticulous supervision
3. Quality assurance
4. Rewards and discipline

2-34. What is the most common complaint in the
laundry process?

1. The laundry smells bad
2. The laundry is not clean
3. The laundry has wrinkled items
4. The laundry has lost or missing items

2-35. What is the life expectancy of a garment that is
dry-cleaned only?

1. 1 year
2. 2 years
3. 3 years
4. 4 years

2-36. What individual is responsible for the proper
performance of 3-M System functions within
their respective work center?

1. The leading seaman
2. The shop supervisor
3. The group supervisor
4. The ship’s store officer

2-37. What manual contains only the planned
maintenance requirements applicable to a
particular work center?

1. The 3-M System Manual
2. The Work Center PMS Manual
3. The Equipment Technical Manual
4. The Weekly PMS Manual

2-38. What basic PMS reference document is issued
for each installed system/equipment for which
PMS support has been established?

1. The Maintenance Index Pages
2. The Maintenance Instruction Pages
3. The Equipment Maintenance Manual
4. The 3-M PMS Maintenance Manual
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2-39. What publication provides detailed procedures
for performing maintenance and describes
who, what, how, and with what resources a
specific requirement will be accomplished?

1. The Maintenance Instruction Manual
2. The 3-M PMS Cards
3. The Maintenance Requirement Cards
4. The Ship’s Maintenance Instructions

2-40. Who should provide the sanitation instructions
to be posted in the dry-cleaning area?

1. The dry-cleaning supervisor
2. The supply officer
3. The ship’s store officer
4. The medical officer

2-41. What person is responsible for identifying the
substance that caused the spot or stain and the
correct cleaning agent to remove it?

1. The washer
2. The spotter
3. The chemist
4. The removal specialist

2-42. What type of security classification is assigned
to the dry-cleaning area?

1. Group I
2. Group II
3. Group III
4. Group IV

2-43. When dry-cleaning tags are used during the
receiving process, what other identification
can be eliminated?

1. Stenciling of the garment
2. Stapling numbers to the garment
3. The use of the dry-cleaning logbook
4. Using the plastic number system

2-44. When classifying items of clothing for dry
cleaning, you should classify the items by color
and type of fabric.

1. True
2. False

2-45. After you have postspotted an article of
clothing, what should be the next step in the
dry-cleaning process?

1. Allow the item to air-dry and begin the
pressing process

2. Dry the postspotting chemicals with low-
pressure air

3. Dry-clean the items a second time to
remove the postspotting chemicals

4. Press the item while the postspotting
chemicals are wet

2-46. What are the only dry-cleaning solvents
authorized to be used aboard Navy ships?
1. Synthetic solvents
2. Organic solvents
3. Non-chlorinated solvents
4. Non-HAZMAT solvents

2-47. What are the most significant difference
between dry cleaning and the regular laundry
process?
1. Dry cleaning uses no moisture in the

cleaning process
2. Dry cleaning reduces the cleaning process

to half the time of regular washing
3. The cost of the regular laundry process is

50 percent less than dry cleaning
4. Dry cleaning uses reusable solvents

instead of water
2-48. In what part of the dry-cleaning machine is the

solvent purified?
1. In the filter
2. In the distiller
3. In the solvent wash tank
4. In the solvent decontamination tank

2-49. The drying cycle of the dry-cleaning machine
continues until which of the following events
occur?
1. The solvent reclamation light illuminates
2. The setting on the timer finishes
3. The machine temperature reaches between

140 to 160 degrees
4. The operator determines that the garment

is dry
2-50. How is the deodorizing cycle of dry cleaning

accomplished?
1. By injecting fabric freshener into the

machine
2. By rinsing the fabric with odor-free

solvent
3. By injecting a stream of fresh air into the

machine
4. By spraying the garment with deodorizer

before pressing
2-51. Covering the perforated, metal mask of a

dry-cleaning press with a moleskin type of
fabric accomplishes what objective?
1. It prevents the perforated, metal mask

from creating indentations in the fabric
2. It prevents a gloss on the fabric
3. It provides a soft, smooth finish
4. It absorbs any remaining moisture from the

fabric
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2-52. What type of fabric should NOT be pressed on
hot head presses?

1. Colored
2. Wool
3. Polyester
4. Synthetic

2-53. The automatic pants topper uses what medium
to eliminate wrinkles in trousers?

1. Steam or air
2. Heated rollers
3. A duel pad press
4. Steam-injected rollers

2-54. What is the purpose of using a puff pad and
pressing the garment against the press?

1. To smooth areas that cannot be pressed by
the machine

2. To soften overstarched fabrics
3. To moisten heavily wrinkled areas
4. To remove solvents after postspotting

2-55. What is the first step when pressing an enlisted
jumper?

1. Ensure that the rating badge is laying flat
2. Apply starch to all the creases
3. Turn the jumper inside out
4. Press the collar first

2-56. When available, you should use what machine
to finish coats and jackets?

1. A tumble finisher
2. A steam-air finisher
3. A coat lay press
4. A flatwork press

2-57. The steam-air finisher should always be
operated in what mode of operation?

1. High
2. Low
3. Manual
4. Automatic

2-58. What determines the amount of time set for
each control of the steam-air finisher?

1. The amount of wrinkles
2. The type of fabric
3. The thickness of the fabric
4. Whether the garment is wet or dry

2-59. What is the difference between a spot and a
stain?

1. A spot is made of organic materials
2. A stain can be removed without damage to

the fabric
3. Stains are spots that are set into the fabric
4. Spots do not require dry cleaning to be

removed

2-60. When performing a chemical test to determine
the type of spot or stain, you can indicate the
presence of acid or alkali with what item?

1. A black light
2. A spotting gun
3. Ammonia and cheesecloth
4. Litmus paper

2-61. The main spotting board looks like what other
piece of laundry equipment?

1. An ironing board
2. A flatwork press
3. A hot press
4. A steam-air finishing press

2-62. What part of the spotting board is mounted 6
inches above the main spotting board?

1. The spotting gun
2. The chemical tray
3. The sleeveboard
4. The garment tray

2-63. What item used in association with the spotting
board is used to remove stains from wool, silk,
or synthetics?

1. The spatula
2. The spotting brush
3. The spotting gun
4. The cheesecloth and blotter

2-64. The bristles of the spotting brush are made of
what material?

1. Soft plastic
2. Nylon
3. Boar’s hair
4. Horse hair

2-65. During the spotting process, what is used to
remove water and spotting solution from the
fabric?

1. A chamois
2. A vacuum
3. Warm, dry compressed air
4. A drying machine
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2-66. What is used to remove excess spotting agent
from around the spot to prevent rings from
forming?
1. A paper towel
2. A vacuum
3. Cheesecloth
4. Towels

2-67. The correct way to remove soils or stains from
a fabric is to dissolve it.
1. True
2. False

2-68. During spotting, soaps and detergents added to
a solvent are known by what term?
1. Emulsifiers
2. Balancing agents
3. Reacting agents
4. Stabilizers

2-69. What is the term used to describe the action of
an acid when it is used to remove an alkaline?

1. Reactive
2. Unbalanced
3. Chemical
4. Complex

2-70. Wearing away or damaging fabric can be
caused by what method of spotting?

1. Dissolving
2. Emulsifying
3. Chemically treating
4. Mechanical action
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ASSIGNMENT 3

Textbook Assignment: “Barbershop,” chapter 4, pages 4-1 through 4-19 and “Retail Outlets,” chapter 5, pages
5-1 through 5-25.

3-1. Upon completion of the Ship’s Serviceman
barber school , what Navy Enlis ted
Classification Code will you receive?

1. SH-1045
2. SH- 2241
3. SH-3122
4. SH-4178

3-2. What individual has the overall responsibility
for the administration and operation of the
barbershop?

1. The barbershop supervisor
2. The ship’s store officer
3. The supply officer
4. The commanding officer

3-3. Barbershop services aboard ship are provided
to meet what objective?

1. To provide customer service
2. To meet Navy-grooming standards
3. To supplement ship’s store profit
4. To replace the NEX barbershop

3-4. What person is responsible for preparing the
instruction covering the sanitation of the
barbershop and personal hygiene?

1. The medical officer
2. The supply officer
3. The ship’s store officer
4. The commanding officer

3-5. How often should the medical department
inspect the barbershop?

1. Daily
2. Weekly
3. Monthly
4. Quarterly

3-6. After you receive your initial physical
examination, you should receive another one
how often?

1. Semiannually
2. Annually
3. Every 2 years
4. Every 4 years

3-7. Which of the following is not considered to be
a disinfectant?

1. Marvicide
2. Clippercide
3. Kool Lube
4. Alcohol

3-8. The purpose of a wet disinfectant is to sterilize
what type of objects?

1. Combs
2. Clippers
3. Shears
4. Floors

3-9. When sterilizing combs, what minimum
amount of time should you should let them
remain in the disinfectant solution?

1. 5 minutes
2. 20 minutes
3. 30 minutes
4. 60 minutes

3-10. After you have completed the initial cut with
the electric clippers, you can use what item(s)
to complete the blend?

1. A No. 2 clipper blade
2. A No. 3 clipper blade
3. A No. 2 and No. 3 clipper blade
4. A comb and shears

3-11. To finish a haircut, you should use a T-edger or
finisher to thin around the ears and the back of
the neck.

1. True
2. False

3-12. When planning the setup and layout of a
barbershop, you must account for the number
of accommodations your facility will service.
An extra chair should be added to the layout for
what minimum number of addit ional
accommodations?

1. 50
2. 100
3. 200
4. 300
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3-13. What should be the optimum temperature to
maintain the barbershop at a comfortable
temperature?
1. 70 degrees
2. 72 degrees
3. 74 degrees
4. 76 degrees

3-14. The proper spacing between the barber chairs
should be what distance?
1. 2 to 3 feet apart
2. 3 to 4 feet apart
3. 4 to 5 feet apart
4. 5 to 6 feet apart

3-15. When assigning a security classification to the
barbershop, you should classify the space as
what type?
1. A Group I space
2. A Group II space
3. A Group III space
4. A Group IV space

3-16. What is the maximum time it should take a
barber to give a quality haircut?
1. 10 minutes
2. 20 minutes
3. 25 minutes
4. 30 minutes

3-17. On a commissioned ship, what action is
required by the commanding officer to
establish a ship’s store?
1. Receive approval from the ship’s type

commander
2. Inform the Naval Supply Systems

Command of the day that the ship’s store
is scheduled to begin operation

3. Inform the Navy Exchange Service
Command of the day that the ship’s store
is scheduled to begin operation

4. Send an official letter to the fleet
accounting and distribution center
requesting approval to establish a ship’s
store

3-18. The ship’s store is operated to fulfill which of
the following purposes?
1. To provide a source of funds for moral,

welfare, and recreation
2. To provide a convenient place for the

crew members to obtain articles necessary
to their health and comfort

3. To provide the services necessary for
day-to-day living

4. All of the above

3-19. Which of the following individuals is
accountable for the operation of the ship’s
store?

1. The retail store operator
2. The leading serviceman
3. The ship’s store officer
4. The supply officer

3-20. Which of the following operations would be
considered a combined responsibility
operation?

1. A service activity and a bulk storeroom,
supplied and operated by different persons

2. The same person is responsible for the
sales outlet and a bulk storeroom,
supplying the sales outlet

3. A canned drink machine and a bulk
storeroom, supplying the vending machine
and  operated by different people

4. All of the above

3-21. When a retail store is operated by more than
one person, which of the fol lowing
requirements should be met?

1. The cash should be collected at the end of
each shift

2. Inventory should be taken monthly
3. Approval must be obtained from the ship’s

type commander
4. Shift change must be conducted in the

presence of the ship’s store officer

3-22. Which of the following personnel are NOT
authorized to use the ship’s store?

1. Foreign service personnel in a foreign port
2. Enlisted Marine Corps personnel en route

to a duty station
3. Public health service personnel on board

for training
4. Officers of the Coast Guard on board for

training

3-23. A third class petty officer comes to the standard
Navy clothing store to make a purchase. Which
of the following uniform items should NOT be
sold to the petty officer?

1. A neckerchief
2. A third-class chevron
3. An E-7 insignia
4. A white service dress jumper
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3-24. The hours of operation for a retail clothing
store are prescribed by what individual?

1. The supply officer
2. The ship’s store officer
3. The retail sales officer
4. The commanding officer

3-25. The retail or clothing store operator should
post the store hours so they are visible from
outside the store.

1. True
2. False

3-26. What minimum number of hours per week
should the retail store be open when the ship is
underway?

1. 20
2. 24
3. 42
4. 48

3-27. The retail store should remain open how many
minutes past normal closing time to allow
customers in a walk-in store to complete their
shopping?

1. 5
2. 10
3. 15
4. 20

3-28. How many days in advance should the crew be
notified of changes in store hours?

1. 1 day
2. 7 days
3. 10 working days
4. 30 days

3-29. What is the purpose of a merchandise display
in a ship’s store?

1. To make the store look attractive
2. To inform and educate customers
3. To facilitate taking inventory
4. To show what is available for order

3-30. Which of the following areas would be the
BEST place for a retail store operator to post
the sign regarding authorized customers?

1. On the door leading to the ship’s store office
2. Near the quarterdeck area
3. On the bulletin board in the ship’s store
4. Near the cash register in the store

3-31. Decorations are used in the sales outlets for
which of the following purposes?

1. To arouse customer interest
2. To alert customers to upcoming events
3. To add to the appearance of the display

merchandise
4. All of the above

3-32. What is the maximum time decoration should
remain on a display without being refreshed or
changed?

1. 1 month
2. 2 months
3. 3 months
4. 6 months

3-33. The prices for the merchandise sold in the
ship’s store are computed in the sales office by
using what device or publication?

1. The Retail Sales Manual
2. The NEXCOM recommended pricing guide
3. The naval supply systems pricing guide
4. The ROM computer system

3-34. What markup rate, if any, is prescribed for
retail items in the ship’s store?

1. Cost plus 15 percent
2. Cost plus transportation expenses and 15

percent
3. Cost plus 15 percent rounded up to the

highest nickel
4. None of the above

3-35. Who may override the ROM system markup
price by keying in the desired selling price on
the stock record?

1. The ship’s store operator
2. The supply LCPO
3. The ship’s store officer
4. The supply officer

3-36. The markup on retail items should be sufficient
enough to provide for which of the following
expenditures?

1. Markdowns and surveys
2. Operating expenses of the service activity
3. Sales outlet operating expenses
4. All of the above
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3-37. What overall maximum percentage of profit is
the ship’s store authorized to make?

1. 5 percent
2. 10 percent
3. 15 percent
4. 20 percent

3-38. For what price are standard Navy clothing
items sold in the ship’s store?

1. The retail price
2. The price prescribed in the standard price

list
3. The cost price plus 15 percent
4. The price established by the Naval Supply

Systems Command

3-39. The ROM system will not compute a markup
for items assigned to which of the following
department codes?

1. A1
2. D1
3. D3
4. L1

3-40. What is meant by the term “mark-on?”

1. An amount added to the cost price to
arrive at the retail price

2. An increase in the previously established
retail price

3. An amount added to the cost of operation
items to cover inventory losses

4. An increase in the originally established
cost price

3-41. When mark-on is desired on selected items in
the retail store, the retail store operator can
only change the price of those items after what
action has taken place?

1. The ship’s store officer takes an inventory
of the desired items that require a price
change and the retail store operator signs
and dates the Retail Price Change form

2. The ship’s store record keeper is notified
of the price change

3. A number is assigned to the Retail Price
Change form from the number control log

4. The price change is authorized by the
sales officer

3-42. ROM-generated shelf labels are used in the
retail store to eliminate the need for individual
price making.

1. True
2. False

3-43. Which of the following individuals is
authorized access to the cash register in the
retail store to ring up sales?

1. The retail store operator and the ship’s
store officer

2. The designated cash collection agent
3. The retail store operator only
4. All of the above

3-44. When a ship’s store operator receives a change
fund for the cash register, the operator must
sign which of the following forms verifying the
amount of the change fund?

1. A Statement of Agent Officer’s Account
form

2. A Cash Register Record form
3. An Inter-Store Transfer Data form
4. A Cash Quantity Receipt form

3-45. What should happen to Form 1081 after the
store operator returns the change fund at the
end of the business day?

1. It is filed with the store’s record keeper
2. It is sent to the ship’s store officer
3. It is filed in the dispersing office
4. It is destroyed

3-46. On ships that are properly equipped to handle
electronic transaction, a customer can
purchase merchandise by using what type of
payment?

1. Cash advance
2. The Navy Cash card
3. A Visa
4. A credit union debit card

3-47. What type of payment is NOT authorized when
purchasing merchandise in the ship’s store?

1. A personal check
2. U.S. currency larger than $50 bills
3. A two-party check
4. A Navy Cash card

3-48. The chip on a Navy Cash card allows for what
procedure to occur?

1. It displays the cardholder’s name to
eliminate unauthorized use

2. It allows a dollar value to be loaded onto
the card

3. It will generate a personalized receipt each
time the card is used

4. It allows the card to be used ashore at any
retail store
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3-49. What device on a Navy Cash ship reads the
Navy Cash card and reduces the dollar value on
the chip by the amount of the purchase?

1. The register scanner
2. The microchip reader
3. The ship’s LAN
4. The K22 device

3-50. If your cash drawer has less than five
compartments, where should you keep
personal checks that are received during the
business day?

1. In the store’s safe
2. Under the $20 bills
3. Under the cash drawer
4. In any one of the compartments

3-51. What procedure should you follow when
taking cash from a customer?

1. Say “thank you” and return the change
2. Place the cash received on the top of the

register until the transaction is complete
3. Place the cash in the drawer and count the

change to the customer
4. Say aloud the amount of money the

customer hands you, as well as the
amount of the transaction

3-52. What individual is required to set the ship’s
store refund policy?

1. The ship’s store officer
2. The sales officer
3. The supply officer
4. The commanding officer

3-53. The checks received by the ship’s store are
posted as a single entry on the Cash Register
Record log.

1. True
2. False

3-54. The use of what type of sales mat eliminates the
problem of not being able to serve all potential
customers on board a ship due to limited
operating hours?

1. Door-to-door sales
2. Hanger bay sales
3. Group sales
4. Extended hour sales

3-55. When the retail store is operating more than
one shift, when should the cash in the register
be collected?

1. At the end of each shift
2. At the end of the day
3. Before the first shift of the day
4. Every other working day

3-56. The change fund may be left in the register
overnight, providing the change fund does not
exceed what dollar amount?

1. $25
2. $50
3. $75
4. $100

3-57. After the ship’s store operator and the cash
collection agent count the money in the
register, the amount is recorded on what form?

1. NAVSUP Form 365
2. NAVSUP Form 450
3. NAVSUP Form 469
4. NAVSUP Form 648

3-58. When the Cash Register Record form is filled
out, how are errors corrected?

1. Do not continue using the form and
transcribe all information to a new form

2. Draw a single line through the error only
and write the correct information above
the error

3. Draw a single line through the mistake
and write the correct information on the
next entry line

4. Use correction fluid and correct the mistake

3-59. When the ship’s store is restocked from a bulk
storeroom, where is the merchandise that is
transferred documented?

1. In the bulk storeroom log
2. In the merchandise received log
3. On the ROM computer system
4. On the Intra-Store Transfer Data form

3-60. Based on the sales history of each item, what
document will show what items that need
breakout from the bulk storeroom?

1. The ROM breakout recommendation report
2. The retail store usage log
3. The bulk storeroom breakout log
4. The ship’s store inventory control record
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3-61. What person is required to sign the NAVSUP
Form 973 after it has been prepared and
printed?

1. The store operator
2. The record keeper
3. The ship’s store officer
4. The supply officer

3-62. When a special sales outlet is established, how
are all the transactions handled?

1. As cash only sales
2. As a first come, first serve sales
3. As Non-EPOS sales
4. As vendors’ only sales

3-63. A retail outlet is considered to be a Non-EPOS
outlet when it does not have an EPOS cash
register.

1. True
2. False

3-64. Which part of the ship’s store operations is
considered to be a 24-hour a day, 365 days a
year operation?

1. The retail store
2. The vending machines
3. The bulk storeroom
4. The ship’s store office

3-65. The markup on canned drinks sold in the
vending machines should be between what two
percentages?

1. 10 to 20 percent
2. 15 to 25 percent
3. 30 to 40 percent
4. 35 to 55 percent

3-66. Who is responsible for inspecting the
cleanliness of the vending machines?

1. The supply officer
2. The ship’s store officer
3. The MWR officer
4. The medical officer

3-67. While in port, you are only required to collect
the money from the vending machine how
often if the sales do not exceed $110 a day?

1. Once a day
2. Once a week
3. Twice a week
4. Twice a month

3-68. When the ship requires a temporary vending
service to be established for the crew and
approval has been granted, who should arrange
the service?

1. The ship’s store officer
2. The supply officer
3. The commanding officer
4. The NEXCOM

3-69. In what publication can you find the
procedures to be followed when fraud is
suspected and discovered in the ship’s store?

1. The Military Justice Manual
2. The NAVSUP P-487
3. The Courts-Martial Manual
4. The Investigation Fraud, Waste, and

Abuse Procedures Manual
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ASSIGNMENT 4

Textbook Assignment: “Cash Collections,” chapter 6, pages 6-1 through 6-13 and “Appropriation and
Funds,” chapter 7, pages 7-1 through 7-7.

4-1. Which, if any, of the following publications
would a Ship’s Serviceman find instructions on
approved cash collection procedures?

1. NAVSUP P-487
2. NAVSUP Pub. 4998
3. OPNAV 1000/2
4. None of the above

4-2. What officer provides guidance to the ship’s
store officer on cash collecting procedures?

1. Disbursing officer
2. Supply officer
3. Admin officer
4. Personnel officer

4-3. To be a cash collection agent, you must be
formally designated in writing by the ship’s
store officer.

1. True
2. False

4-4. Which of the following assigned personnel
may be designated as cash collection agents?

1. Vending machine personnel
2. Retail store personnel
3. Records keeper
4. Disbursing officer

4-5. What type of equipment is normally used as a
cash register in the ship’s store?

1. Standard computer
2. Hand calculator
3. Non-EPOS
4. EPOS

4-6. After the cash register tape of an Non-EPOS
register is changed, what must be done before
the tape is filed with the store officer?

1. Sign and date the tape
2. Make a duplicate copy of the tape
3. Have the CDO make a log entry
4. Nothing is required to be done

4-7. Volume 5 of the Financial Regulations
Management Manual details approved
requirements for safes that will be used to store
collected cash.

1. True
2. False

4-8. At a minimum, how often should the
combination to the cash collection agents’ safe
be changed?

1. Annually
2. Quarterly
3. Monthly
4. Biannually

4-9. A personal check has been returned to the
ship’s store because of insufficient funds. What
publication would you refer to for information
on matters concerning returned checks?

1. SORM
2. NAVSUP P-485
3. NAVSUP P-487
4. ROM II User’s Guide

4-10. Cash collection agents will have their change
funds audited by an appointed officer a
minimum of how often?

1. Weekly
2. Monthly
3. Quarterly
4. Annually

4-11. Change funds are normally limited to a
maximum of what specific amount?

1. $100
2. $75
3. $50
4. $25

4-12. Which, if any, of the following forms is used as
the Statement of Agent Officer’s Account?

1. DD Form 1081
2. NAVSUP Form 469
3. NAVSUP Form 470
4. None of the above
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4-13. Normally, cash collection agents will provide
funds to vending machine operators a
maximum of what specific amount of funds?

1. $25
2. $15
3. $10
4. $5

4-14. The commanding officer of a ship may allow
the change fund custodian to cover a money
shortage with personal funds until the
discrepancy can be resolved.

1. True
2. False

4-15. A shortage of a change fund exceeds $250
because of theft. According to NAVSUP
P-487, what specific action should be taken by
the change fund custodian?

1. File an incident report
2. Ask for donations to cover the loss from

store personnel
3. Write it off as a loss, and forget about it
4. Take action to recover the loss from the

disbursing or supply officers

4-16. How often is cash received from EPOS and
Non-EPOS sales?

1. When the amount exceeds $100
2. When the amount exceeds $250
3. At the end of each business day
4. At the end of each watch shift

4-17. Cash, collected from vending machine sales, is
collected a minimum of how often?

1. Weekly
2. Biweekly
3. Monthly
4. Quarterly

4-18. What is NAVSUP Form 469?

1. The close out procedures list
2. The ship’s store inventory list
3. The statement of agent officer’s account
4. The cash register record

4-19. During the End of Till reconciliation process,
what term is used to indicate the amount of
shortage or overage in the cash register record?

1. Allowance
2. Variance
3. Differential
4. Discrepancy
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4-20. Change funds for dollar bill changer machines
on ships with a complement of less than 700
personnel/ 700 personnel or more will not
exceed what specific amount?

1. $50/$100
2. $200/$400
3. $300/$600
4. $400/$800

4-21. Which of the following methods is NOT an
approved cash collection procedure?

1. Use a night depository safe
2. Use locked money boxes for vending

machines
3. Have the sales outlet operator deliver the

cash
4. Place sales proceeds in a sealed envelope,

and deposit funds the next working day

4-22. Sales outlet operators are issued moneybags in
order to deliver collected cash. What informa-
tion is required to maintain moneybag logs?

1. Date, time, bag number, receiver, and
issuer signature

2. Name, date, and amount collected
3. Name, date, bag number, and amount

collected
4. Name and bag number only

4-23. Where should a spare key for a Night
Depository Safe be kept?

1. With the disbursing officer
2. In the sales officer’s safe
3. In the cash register till
4. With the supply officer

4-24. Where are self-locking moneyboxes installed?

1. Cash registers
2. Safes
3. Vending machines
4. Dollar bill changer machines

4-25. Who maintains the Night Deposit Log?

1. The cash custodian
2. The sales operator
3. The disbursing officer
4. The duty officer

4-26. Which, if any, of the following personnel
conduct a monthly review of the NAVSUP
Form 469?

1. The sales officer only
2. The cash collection agent only
3. The sales officer and the cash collection agent
4. None of the above



4-27. What is the ROM C02/C03/C04 Report?

1. A report of collected cash from each sales
outlet

2. A report detailing a sales outlet inventory
3. A report listing all sales custodians
4. A report of all vending machine transactions

4-28. At least how often will the sales officer
compare the ROM Report with the NAVSUP
Form 469?

1. Hourly
2. Daily
3. Weekly
4. Monthly

4-29. It is recommended that a cash collection agent
review the NAVSUP Form 469 a minimum of
how often?

1. The start of the business day
2. When a change of sales agent occurs
3. Hourly
4. Daily

4-30. What officer receives deposits from daily sales?

1. Supply officer
2. Sales officer
3. MWR officer
4. Disbursing officer

4-31. When is a Memorandum Cash Sales Invoice
Deposit of Cash (DD Form 1149) required?

1. To substantiate monthly cash receipts
from sales

2. When the ship’s store officer or disbursing
officer is relieved

3. When cash is deposited with another
disbursing officer

4. All of the above

4-32. In what form does the Navy receive funds to
operate, train, and maintain fleet readiness?

1. Through an appropriation authorized by
Congress

2. Through private funding by corporations
3. Through the allocation of foreign aid funds
4. Through the taxation of those entities that

are protected on the high seas by the U.S.
Navy

4-33. The calendar year is synonymous with the
federal fiscal year.

1. True
2. False

4-34. The federal fiscal year 2010 would begin and
end at what specific date of the calendar year?

1. 1 October 2010/30 September 2011
2. 1 January 2010/31 December 2010
3. 1 October 2009/30 September 2010
4. 1 January 2009/31 December 2009

4-35. The fiscal year for ship’s stores is separated
into how many accounting periods?

1. One
2. Two
3. Three
4. Four

4-36. When are ship’s stores financial reports
detailing returns submitted to the Defense
Financial Accounting Service?

1. Monthly
2. Annually
3. At the beginning of each accounting period
4. At the end of each accounting period

4-37. Normally, what is the purpose of an annual
appropriation?

1. To cover all expended and obligated funds
for the fiscal year

2. To cover only current FY shipboard
expenditures

3. To cover all expended and obligated funds
for the calendar year

4. All of the above

4-38. Fiscal year obligated funds remain available
for a maximum of how long of a time period?

1. For only the fiscal year the appropriation
was allocated

2. For a period of 2 years from the date the
obligated funds were contracted

3. For a period of 6 years from the end of the
fiscal year from which obligated funds
were allocated

4. From a period not exceeding 6 months
past the end of fiscal year of the obligation

4-39. Normally, projects that have indefinite
completion dates will be supported from what
type of appropriation funding?

1. Annual
2. Continuing
3. Multiple-Year
4. Indefinite
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4-40. Which of the following programs would
normally be supported by a continuing
appropriation?

1. Shipbuilding
2. Research and development
3. Public works construction
4. All of the above

4-41. For a project that requires a large amount of
advance planning and will incur obligations for
a definite period of time, exceeding 2 years or
more, would best be covered by what specific
type of appropriation?

1. Multiple-year
2. Annual
3. Continuing
4. Special

4-42. How do funds differ from appropriated
money?

1. No difference, they are the same
2. Funds expire, while appropriated money

does not
3. Funds do not expire, while appropriated

money is only good for a specified time
period

4. Funds can be used for any purpose, while
there is no limit to how appropriated
money may be used

4-43. Which type of funds is commonly used by the
U.S. Navy?

1. Trust, Re-usable, and Appropriated
2. Trust, General, and Appropriated
3. General, Trust, and Revolving
4. Revolving, Re-usable, and Trust

4-44. The Navy Working Capital Fund (NWCF) is
what specific type of fund?

1. Trust
2. General
3. Stock
4. Revolving

4-45. The Defense Working Capital Fund is a
combination of Army, Navy, and Air Force
funds only.

1. True
2. False

4-46. What is the purpose of the Navy Working
Capital Fund?

1. To provide the capital required to
purchase and maintain shipbuilding
operations

2. To provide the capital required to
purchase and maintain stocks of common
supply items for the support of all
Department of Defense entities

3. To provide the necessary capital to
purchase and maintain stocks of common
supply items for support and operation of
the navy

4. All of the above

4-47. The Navy Stock Account (NSA) serves as a
holding account for NWCF procured before
sales.

1. True
2. False

4-48. How is money deposited into the General Fund
to be spent?

1. To carry on the general operations of the
government

2. Shipbuilding contracts
3. Military pay raises
4. Increase in COLAs

4-49. How may profits from the Ship’s Store Profits,
Navy (SSPN) trust fund be used?

1. Ship repair
2. Morale, welfare, and recreation of Navy

personnel
3. Electronic equipment repair
4. Purchase medical supplies

4-50. What authority maintains the Ship’s Store
Profits, Navy, General Fund?

1. CNO
2. NEXCOM
3. NAVSUPSYSCOM
4. NAVPERSCOM

4-51. What specific criteria of a ship delineate the
percentages of assessment of the ship’s total
retails sales to support the SSPN, General
Fund?

1. Water displacement
2. Geographic location
3. Vessel mission
4. Crew size
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4-52. What is OPNAV 1000/2?

1. Manpower Authorization Document
2. Enlisted Distribution Verification Report
3. Financial Regulations Manual
4. Statement of Agent Officer Account

4-53. A ship has a crew size of 1,600. What
percentage of the ship’s total retail sales will be
assessed?

1. 0.5 percent
2. 5.0 percent
3. 5.5 percent
4. 50 percent

4-54. What is the purpose of the Account
Classification System?

1. To classify type and/or purpose of
expenditures only

2. To designate the authority(ies) responsible
for recording expenditures only

3. To classify type and/or purpose of
expenditures and to designate the
authority(ies) responsible for recording
expenditures

4. To designate the property accounting
activity only

4-55. How many elements comprise the accounting
classification system?

1. Five
2. Seven
3. Ten
4. Eight

4-56. What does the first element in a classification
code represent?

1. Bureau control number
2. Cost code
3. Appropriation
4. Transaction type

4-57. What does the letter ‘‘X” in the appropriation
code indicate?

1. Type of appropriation
2. Type of purchase
3. Specific military branch
4. Accounting activity

4-58. What specific element of the accounting
classification code represents the allotment
authorization number?

1. Seven
2. Six
3. Five
4. Four

4-59. What specific element in the accounting
classification code indicates the UIC of the
accounting activity?

1. Object class
2. Authorization accounting activity
3. Property accounting activity
4. Transaction type

4-60. Which, if any, of the following codes in the
transaction type element of the accounting
code indicates items purchased for the ship’s
store are chargeable to the NWCF?

1. 1J
2. 7J
3. 2I
4. None of the above

4-61. What functional account number indicates
losses in stores and miscel laneous
expenditures?

1. 99
2. 75
3. 51
4. 13

4-62. What does the functional account number
99250 signify?

1. NWCF cash sales from ship’s stores
2. Expenses of operation charged to SSPN
3. Military personnel claims for damage to

personal property
4. Consumables supplies
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ASSIGNMENT 5

Textbook Assignment: “Procurement,” chapter 8, pages 8-1 through 8-17 and “Receipts and Expenditures,”
chapter 9, pages 9-1 through 9-18.

5-1. What is the optimum stock level for items in a
ship’s store?

1. 30 days
2. 60 days
3. 90 days
4. 120 days

5-2. What is the term used to identify the movement
of stock through the ship’s store?

1. Stock turn
2. Stock flow
3. Stock time
4. Stock life

5-3. Which of the following ratios defines the
minimum rate at which a 90-day supply of
stock should be turned over?

1. 1.33 to 1
2. 3.33 to 1
3. 4.50 to 1
4. 6.66 to 1

5-4. What publication provides a mandatory stock
guide which should be followed by all ship’s
stores?

1. NAVSUP 2110
2. NAVSUP 2202
3. NEXCOM Pub. 81
4. NEXCOM Pub. 101

5-5. The ship’s store stock assortment should be
based on what publication?

1. NAVSUP Pub. 487
2. NAVSUP Pub. 4998
3. NEXCOM Pub. 81
4. NEXCOM Pub. 101

5-6. What publication should be used to determine
the acceptability of material, such as
magazines, music, and books?

1. NAVSUP Pub. 487
2. NAVSUP Pub. 4998
3. NEXCOM Pub. 81
4. NEXCOM Pub. 101

5-7. What code should be used on the stock record
card to identify emblematic items?

1. A
2. E
3. H
4. Z

5-8. Emblematic items should be limited to what
percentage of the total ship’s store inventory
cost value?

1. 5 percent
2. 10 percent
3. 15 percent
4. 50 percent

5-9. A requisition for items that are not listed on the
authorized stock list should be submitted to
what person or location?

1. The ship’s store officer
2. The ship’s supply officer
3. The local fleet supply office
4. The NEXCOM ship’s store division

5-10. Which of the following is an example of
merchandise that is prohibited to be purchased
for the ship’s store?

1. Items made in a foreign country
2. Items purchased in a foreign country
3. Items that bear impressions of U.S. currency
4. Each of the above

5-11. What is the maximum authorized inventory
level, per person, when a ship is deployed?

1. $102
2. $204
3. $310
4. $500

5-12. What technology, other than ROM, made
inventory management easier for the ship’s
store?

1. EDS
2. EPOS
3. IST
4. ITST

24



5-13. How often should a supply demand review be
conducted?

1. Every 7 days
2. Every 14 days
3. Every 30 days
4. Every 90 days

5-14. What individual should review the re-order
recommendation report each month?

1. The ship’s store officer
2. The sales officer
3. The supply officer
4. The commanding officer

5-15. What report lists the emblematic inventory
levels by the inventory code?

1. The ship’s stock report
2. The item’s list report
3. The line item report
4. The emblematic listing report

5-16. What total number of sales ranking reports is
available to answer stock management
questions?

1. One
2. Two
3. Three
4. Four

5-17. What method is the most effective means to
determine the crew’s preference concerning
items sold in the ship’s store?

1. Rotate stock and order new items
2. Verbally communicate with the crew
3. Provide a questionnaire
4. Install a suggestion box

5-18. The quantity of items in the NEXCOM
Publication No. 81 is derived from the analysis
of actual sales in the ship’s store for what
specific period of time?

1. 1 month
2. 6 months
3. 3 months
4. 8 months

5-19. What total number of primary sources for
procurement is available for ship’s store item in
the United States?

1. Three
2. Five
3. Seven
4. Nine

5-20. What is the first method of procurement when
you are trying to acquire items for the ship’s
store?

1. Order items from the P-487
2. Use the excess stock list
3. Contact private vendors
4. Contact the NEXCOM

5-21. The Automated Ship’s Store Afloat Catalog
Listing (ASL) is available in what medium?

1. In a paper publication printed quarterly
2. Accessible on the Internet
3. On a resource CD
4. All of the above

5-22. What is the maximum dollar value, per
purchase order, allowable when you are using
the ROM-generated Order for Supplies or
Services/Request for Quotation as a purchase
order?

1. $500
2. $1,000
3. $5,000
4. $10,000

5-23. When your ship is deployed overseas, what
method of shipment is used to deliver
merchandise ordered through ASL?

1. FEDEX
2. UPS
3. Parcel Post
4. Navy supply system

5-24. When other sources are not available, the Order
for Supplies or Services/Request for Quotation
(DD Form 1155) should be used to order a
limited amount of authorized items of ship’s
store stock from what location?

1. Private vendors
2. Other ships
3. Navy exchange
4. Foreign vendors

5-25. In what chapter of the CARGO will you find
the national stock number for laundry
chemicals?

1. Six
2. Two
3. Five
4. Four
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5-26. For emergency procurement of ship’s store
stock while on deployment, the supply office is
authorized what maximum dollar amount for
purchases?

1. $5,000
2. $10,000
3. $15,000
4. $25,000

5-27. What form of payment is used by the supply
officer for emergency procurement?

1. A DD Form 214
2. A DD Form 1348
3. A government credit card
4. A ship’s check

5-28. What reference provides procedures on how to
create a stock record card?

1. NAVSUP P-487
2. NAVSUP P-4998
3. NEXCOM P-81
4. The ROM User’s Guide

5-29. What form is used to procure merchandise
from a commercial source?

1. DD Form 1348
2. DD Form 1155
3. DD Form 1322
4. DD Form 1148

5-30. The MILSTRIP is NOT used to procure
merchandise from which of the following
agencies?

1. Defense Logistic Agency
2. Military installations
3. Foreign husbanding agents
4. General Services Administration

5-31. MILSTRIP requisitioning is the use of a coded,
single line item document for each supply
transition.

1. True
2. False

5-32. What is the prescribed document to be used
when a MILSTRIP requisition is being
prepared?

1. DD Form 1348
2. DD Form 1348-1
3. DD Form 3298
4. DD Form 4998

5-33. What method of obtaining items for the ship’s
store eliminates the detailed coding required
by a MILSTRIP requisition?

1. Transfers
2. Encoding
3. Open purchase
4. Contracting

5-34. Funding for major equipment required on
board a ship is controlled by what command?

1. Naval Supply System Command
2. Naval Dispersing Command
3. Naval Equipment Distribution Command
4. Naval Sea Systems Command

5-35. What individual has final approval for the
assembly of a working party?

1. The ship’s store officer
2. The supply officer
3. The executive officer
4. The commanding officer

5-36. During a working party, what title is given to
the person that is responsible for directing
working party personnel along the correct
route to prevent theft?

1. Spotter
2. Director
3. Guider
4. Leader

5-37. What event should always occur when
rearranging stock in a storeroom?

1. Arrange the store in alphabetic order
2. Place the new stock in the back of the

shelf and the older stock up front
3. Place the lesser-used items on the higher

shelves
4. Arrange the storeroom so that the

commonly used items are near the door

5-38. What person is responsible for the receipt,
identification, and inspection of all incoming
stock?

1. The spotter
2. The receipt inspector
3. The ship’s store officer
4. The supply officer
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5-39. Who is responsible for ensuring that the
government receives the materials that it paid
for according to the terms of the contract?

1. The ship’s store operator
2. The receipt inspector
3. The ship’s store officer
4. The supply officer

5-40. During a working party, which of the following
is NOT a result of proper spotting?

1. Consolidation of unloading operations
2. The shortest possible distance to the storage

area
3. Accounting for all personnel in the working

party
4. Continuous flow and proper balance of

personnel carrying stock and equipment

5-41. What technique is used to ensure that all
containers that are handled by the working
party do not become misplaced?

1. Count the number of boxes that are
received on the pier and after they arrive
in the storeroom

2. Number the boxes sequentially when they
are received and inventory them when
they get to the storeroom

3. Verbally assign numbers to the container
which are reported to the storeroom
personnel when the containers are
delivered

4. Color code the different types of items and
count the number of containers when they
arrive in the storeroom

5-42. The two most common types of receipts are
receipts from purchase and receipts from other
supply officers.

1. True
2. False

5-43. Which of the following items is NOT required
to be entered on the receipt inspector’s
certification of the receipt document?

1. Circle the quantity accepted
2. Enter the name of the individual that

delivered the material
3. Enter the date the items are received
4. Sign the document to indicate receipt

5-44. The DD Form 1149 or the DD Form 1348-1A
is used as a receipt document from which of the
following sources?

1. Commercial vendors
2. Foreign vendors
3. Other supply officers
4. NEX

5-45. In what manner is defective material handled
that is received from other supply officers?

1. Return the material to the shipping officer
2. Dispose of the material by survey
3. Accept the material and return it to the

manufacture
4. Initiate a DD Form 1349 and return the

defective material to the purchasing agent

5-46. What is the proper procedure to be followed by
the receipt inspector when the shipping
documentation is not received with the
material ordered?

1. Contact the shipping agency for the
shipping invoice

2. Inventory the material and produce a
shipping invoice using the ROM

3. Use a DD Form 1182 to document all
material received

4. Use a copy of the purchase order for the
inspection

5-47. What action is taken when unsatisfactory
material is received from a purchase made on
the DD Form 1155?

1. Return the material to the vendor
2. Accept the material and initiate a survey
3. Dispose of the items and receive credit

from the vendor
4. Contact the supply officer for disposition

orders

5-48. When material is purchased using the DD
Form 1155, which of the following is NOT an
acceptable action to be taken when the quantity
of items received is different from the quantity
shown on the DD Form 1155?

1. Record and circle the actual quantity
received on the DD Form 1155

2. Contact the shipping agency to correct the
discrepancy

3. Check the inspected, received, and
conformed space in block 26 of the DD
Form 1155

4. Date and sign the DD Form 1155 in block 26
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5-49. In which file are the receipt documents for the
bulk storeroom kept?

1. WF 1
2. WF 2
3. WF 3
4. WF 4

5-50. All cross outs on the receipt document in the
bulk storeroom require what action to be
taken?

1. They must be initialed by the bulk
storeroom custodian

2. They require the material to be inventoried
by the receiving inspector and the
storeroom custodian

3. They are highlighted and signed by the
storeroom custodian

4. They are required to be signed by the
ship’s store officer

5-51. After the two receipt documents are recon-
ciled, procedures for posting receipts require
that all receipt data be entered in what location?

1. In the ROM card
2. In the receipt log
3. On the item inventory report
4. On the DD Form 1165 in the WF 2 file

5-52. Receiving reports for receipts from purchase
are kept in what file location?

1. B01
2. B02
3. B03
4. B05

5-53. What is the key data element when ship’s store
transactions are documented?

1. The ROM database
2. The stock record card
3. The inventory turnover log
4. The receipt and sales record

5-54. What is the appropriate action to be taken when
youreceiveaboxofmerchandisemarked“1of 3?”

1. File the shipping document until all the
boxes are received

2. Place the shipping document in the box
until the material that was ordered is
received

3. Mark “Partial Shipment” in the receipt
document and note the quantity received

4. Document the remaining quantity that was
not received in ROM

5-55. At the end of the accounting period, what file
will be used as part of the retained returns using
receipts from other supply officers?

1. B01
2. B02
3. B05
4. B06

5-56. When fast pay procedures apply, a copy of the
Receiving Report will be filed in B01 until
what specific event has occurred?

1. The next reporting period begins
2. Until the monthly transmittal to DFAS
3. Until the payment receipt is received
4. After 12 months has elapsed

5-57. Procedures for auditing receipts are contained
in what publication?

1. The NAVSUP P-487
2. The NEXCOM handbook
3. The Ship’s Store Instructions Manual
4. The Naval Supply Procedures Afloat Guide

5-58. When examining the receipt procedures used
by the records keeper, you should NOT ask
what question during the audit process?

1. Is the correct amount posted in the Journal
of Receipts

2. Are bonus-free items received properly
3. Do the receipt amounts balance with the

Requisition log entries
4. Are the receipt amount posted to the

correct column of the Journal of Receipts

5-59. The procedures for the distribution of each type
of receipt document are contained in what
publication?

1. The NAVSUP P-487
2. The NEXCOM handbook
3. The Ship’s Store Instructions Manual
4. The Naval Supply Procedures Afloat Guide

5-60. What term describes the transaction that shifts
custody and accountability for material from
one ship’s store officer to another ship’s store
officer?

1. Issue
2. Acceptance
3. Transfer
4. Acquisition
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5-61. How often does ROM prepare the Summary
of Materials Receipts/Expenditures to
summarize transfers to other supply officers?

1. At the end of each week
2. At the end of each month
3. At the end of each year
4. At the end of each accounting period

5-62. Which of the following is NOT a circumstance
that issues are made to personnel in a pay
status?

1. When the person is temporarily out of
money

2. After the birth of a child
3. When the person is in a naval confinement

facility
4. When a person has not received their

initial clothing allowance

5-63. When a health and comfort issue has been
made to a person without money, how is the
debt reconciled?

1. Return payment in cash is paid on payday
2. A post-dated check is held until a

specified date
3. The person’s Navy pay card is debited on

payday
4. The amount is charged to the person’s pay

record

5-64. For accounting purposes, how are health and
comfort issues handled?

1. As a tax-free sale
2. As a cash sale
3. As a return receipt sale
4. As a debit sale

5-65. What is the monetary limit on the value of
clothing items issued to an individual in a
non-pay status?

1. $50
2. $100
3. $250
4. There is no limit

5-66. A merchant ship in distress may be issued
items from the ship’s store stock after written
orders from what individual?

1. The ship’s store officer
2. The supply officer
3. The executive officer
4. The commanding officer
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5-67. How are the materials paid for when ship’s
store stock is issued for the ship’s use?

1. By transferring funds from one account to
the other

2. The funds are charged to the ship’s credit
card

3. The funds are charged to the ship’s OPTAR
4. Credit is given to the ship’s store and the

materials are replaced at a later date

5-68. What factor will determine to which fund a
survey will be charged?

1. The manner in which the item was damaged
2. The replacement cost of the item
3. The type of item that was damaged
4. Who possessed the item when it was

damaged

5-69. What fund should be charged when a survey is
generated because of theft?

1. The Ship’s Store Survey Fund
2. The Ship’s Store Profits, Navy
3. The Navy Working Capital Fund
4. The Navy Survey Fund

5-70. To prevent a survey of ship’s store items, you
should use what technique to sell slow- moving
items that can become shopworn or that are
perishable?

1. Price reduction
2. Aggressive advertising
3. Incentive buying
4. Item raffles

5-71. Deep markdowns of Group I items should be
taken when items become how old?

1. 1 month
2. 6 months
3. 3 months
4. 9 months

5-72. What clause should a purchase order include
when ordering items that are guaranteed for
sale?

1. “Return accepted if unsold”
2. “Replacement upon request”
3. “Return for credit”
4. “Reimbursement required if unsold”

5-73. Which of the following methods is NOT
recommended to dispose of excess stock?

1. Sales to the Navy exchange
2. Sales in foreign ports
3. Return to vendors for credit
4. Transfers to other supply officers



ASSIGNMENT 6

Textbook Assignment: “Stowage,” chapter 10, pages 10-1 through 10-24,  “Inventory,” chapter 11, pages 11-1
through 11-11, and “Returns,” chapter 12, pages 12-1 through 12-6.
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6-1. Which of the following is NOT a responsibility
of the bulk storeroom custodian?

1. Purchasing the stock
2. Stowage of the stock
3. Security of the stock
4. Receiving and issuing the stock

6-2. Safety procedures for handling ship’s store
stock can be found in what publication?

1. NEXCOM P-4285.23
2. NAVSUP P-2310.42
3. SECNAVINST 3257.2, Vol. 3
4. OPNAVINST 5100.19, Vol. 2

6-3. What term is given to the equipment that is
used to move items aboard ship?

1. Shipboard material equipment
2. Material-handling equipment
3. Mechanical movement equipment
4. Material transport equipment

6-4. What specific name is given to a pallet that is
built so that it can be lifted from all sides?

1. Multi-port pallet
2. Multi-purpose pallet
3. Four-way pallet
4. Variable entry pallet

6-5. What material is used to fill spaces between
items on a pallet so that when the pallet is
moved the material does not shift?

1. Banding
2. Strapping
3. Dunnage
4. Bubble wrap

6-6. Pallet trucks may be battery-powered or
manually operated?

1. True
2. False

6-7. What type of forklift is used in enclosed,
poorly ventilated spaces?

1. Battery-powered
2. Gasoline-powered
3. Diesel-powered
4. Propane-powered

6-8. Which of the following statements best
describes the characteristics of a forklift?

1. They are rear-wheel driven and have
front-wheel steering

2. They are front-wheel driven and have
front-wheel steering

3. They are front-wheel driven and have
rear-wheel steering

4. They are rear-wheel driven and have
rear-wheel steering

6-9. Which of the following is NOT a safety
precaution to be observed when operating a
forklift?

1. Tilt the mast back when moving a load
2. Do not load the forklift when in motion
3. Move forward when going up a ramp and

backwards when going down a ramp
4. Spotters are required on all four sides of

the forklift when moving heavy loads

6-10. What is the maximum lifting capacity of a hand
truck?

1. 500 pounds
2. 1,000 pounds
3. 1,500 pounds
4. 2,000 pounds

6-11. What items are used to move supplies in a fixed
line of travel?

1. A hand truck
2. A forklift
3. A conveyor
4. A pallet dolly

6-12. What maximum degree of incline should a belt
conveyor be used to transport supplies?

1. 10°F
2. 15°F
3. 20°F
4. 25°F

6-13. What should be placed near open hatches or
other open spaces?

1. A safety watch
2. A barricade
3. A safety sign
4. All of the above



6-14. Which of the following is NOT a safety
precaution associated with a HAZMAT
stowage area?

1. Allow only authorized personnel in the
space

2. Monitor the shelf life of the HAZMAT
and use the first-in, first-out rule

3. Prohibit smoking, eating, and drinking
4. Stow incompatible materials in the same

stowage locker

6-15. What person will monitor the HAZMAT
stowage areas for oxygen depletion, an explo-
sive atmosphere, and potentially toxic vapors?

1. The gas free engineer
2. The head of the fire department
3. The storeroom attendant
4. The storeroom supervisor

6-16. As defined by the National Fire Protection
Association, a flammable liquid is considered
to be a liquid with a flash point below what
temperature when it has a vapor pressure of 40
pounds per square inch?

1. 50°F
2. 100°F
3. 150°F
4. 250°F

6-17. Flammable and combustible material must be
stowed separately from what other type of
material?

1. Acidic
2. Oxidizing
3. Alkaline
4. Corrosive

6-18. In what location on the ship should inorganic
acids be stowed?

1. On the weather decks
2. In the main storeroom
3. In a storeroom above the waterline
4. In a storeroom below the waterline

6-19. What special preparation is required on the
bulkheads of a storeroom that contains
inorganic acids?

1. They must be painted with a lead-free paint
2. They must have a watertight

acid-resistance rubber lining
3. They must be painted with an

acid-resistant paint
4. They need to be watertight and paint free

6-20. If the flammable liquid storeroom is not
separated by partitions, what minimum
distance is required between organic acids and
all other materials?

1. 1 foot
2. 5 feet
3. 3 feet
4. 10 feet

6-21. Many laundry materials contain what type of
chemicals in very large concentrations?

1. Acids
2. Alkalies
3. Corrosives
4. Nitrates

6-22. Under normal operating conditions, oxidizers
should not be stowed above what maximum
temperature?

1. 100°F
2. 150°F
3. 175°F
4. 200°F

6-23. Aerosols should be stored at what maximum
temperature?

1. 100°F
2. 120°F
3. 150°F
4. 175°F

6-24. Before personnel are permitted to enter the
storeroom that contains compressed gas
cylinders, what minimum time should the
space be ventilated?

1. 5 minutes
2. 15 minutes
3. 30 minutes
4. 60 minutes

6-25. All compressed gas cylinders should be stowed
in what position?

1. A horizontal position on the deck
2. A vertical position with the valve up
3. At a 45° angle to the deck
4. Suspended above the deck in a horizontal

position
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6-26. What is the proper technique when handling
heavy objects?

1. Lift with your legs, not your back
2. When attempting to lift an object, bend at

the waist and grasp the object firmly with
both hands

3. Change your grip frequently when
carrying heavy objects

4. When placing a heavy object on a table,
place it in the middle of the table

6-27. How often should a storeroom be ventilated?

1. Daily
2. Weekly
3. Monthly
4. Quarterly

6-28. In what publication are the codes found that
indicate the manufacturing dates placed on a
container?

1. NAVSUP P-485
2. NAVSUP P-382
3. NEXCOMINST 4067.4
4. NEXCOMINST 4040.2

6-29. Which of the following is NOT a safety
precaution that should be taken when handling
flammable ship’s store stock?

1. Periodically inspect items for leakage
2. Post “no smoking” signs in the storage area
3. Place all flammable items in a fireproof

stowage locker
4. Limit store quantities to 3 days of

anticipated sales

6-30. After wrapping clothing items, such as gold
braids, buttons, and cap devices, what item
should not be used to secure the wrapping?

1. Scotch tape
2. Masking tape
3. Liquid adhesive
4. Rubber bands

6-31. Food products should be stowed at what
specific temperature?

1. 40°F
2. 60°F
3. 70°F
4. 75°F

6-32. Chocolates should be stowed at what
temperature?

1. 45°F to 50°F
2. 50°F to 55°F
3. 55°F to 60°F
4. 60°F to 65°F

6-33. Which of the following times is an itemized
inventory of all ship’s stores and Navy clothing
stock NOT required?

1. When the sales officer is relieved
2. On the last day of the fiscal year
3. When the responsible custodian is relieved
4. Upon receiving evidence that an

unauthorized entry into a Group III space

6-34. The sales officer is required to conduct a
weekly spot inventory of what percentage of
the stock?

1. 5 percent
2. 10 percent
3. 15 percent
4. 20 percent

6-35. When possible, a spot inventory should be
done at which of the following times?

1. At the end of each shift
2. At the end of each day
3. After a breakout or issue
4. After the Non-EPOS sites are stocked

6-36. After a breakout is made, the storeroom
custodian should document the balance on
hand in what location?

1. In the breakout log
2. In the ROM computer system
3. On an Inventory Control Sheet
4. On the NAVSUP Form 973

6-37. Upon completion of a spot inventory and the
filing of the Discrepancy Report and Inventory
Count Sheet, what other documentation is
required?

1. Complete a DD Form 1389 and file it with
the Discrepancy Report and Inventory
Count Sheet

2. Prepare a Gains and Losses Report that is
sent to the TYCOM and NEXCOM

3. Post all inventory, gains, and losses on the
NAVCOMPT Form153

4. Send a written report to the commanding
officer stating the result of the spot
inventory
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6-44. A Store Kept Unit (SKU) number is what
specific number of digits?

1. 7
2. 10
3. 12
4. 15

6-45. Detailed procedures for creating an Inventory
Count Sheet are located in what document?

1. The NEXCOM Report Procedures Manual
2. The NAVSUPINST 3252.4
3. The ROM II User’s Guide
4. The Inventory Procedures Manual

6-46. When an undercount occurs, the scanner can
correct the error by rescanning the item and
adding the missing quantity.

1. True
2. False

6-47. When a manual inventory is being conducted,
what procedure is used to make a correction?

1. White-out the mistake and make the
correction over the top of the error

2. Draw a single line through the error and
make the correction on the next line

3. Make the correction in ink and both
individuals must initial the correction

4. A new sheet must be started because
corrections cannot be made to the
Inventory Count Sheet

6-48. The PDT is designed to scan what specific item
on packaging?

1. The Universal Retail Logo (URL)
2. The Universal Product Code (UPC)
3. The Universal Processing Code (UPC)
4. The Universal Detailing Code (UDC)

6-49. All credit memorandums and cash refunds that
are outstanding will be added to what location?

1. The Bulk Storeroom Inventory
2. The Inventory Charge Sheet
3. The Outstanding Income Report
4. The Non-EPOS Outlet Inventory

6-50. The sales officer is responsible to ensure that
all breakback quantities are added to what
inventory?

1. The breakback inventory
2. The retail outlet inventory
3. The bulk inventory
4. The Non-EPOS inventory
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6-38. In advance of an inventory, what action should
the sales officer take?

1. Notify the storeroom custodians and sales
outlets of the scheduled inventory

2. Consult with the supply officer to
determine special inventory requirements

3. Make a layout sketch of the storerooms
and sales outlet(s)

4. Notify the commanding officer
concerning the scheduled inventory

6-39. Before the beginning of the inventory, who is
responsible for confirming that all receipts,
expenditures, and breakout/breakback
documents are confirmed in ROM?

1. The office records keeper
2. The storeroom custodian
3. The ship’s store officer
4. The sales officer

6-40. Before calculating the profitability of a
Non-EPOS outlet, the records keeper must
ensure what action is taken concerning the
merchandise in the snack vending, canned
drink vending, and other outlets that do not use
Point of Sale cash registers?

1. The inventory must be deducted for the
Total Inventory Sheet

2. The inventory must be brokeback to the
bulk storeroom

3. The inventory must be gained in ROM as
unsold merchandise

4. No action is required

6-41. What tool should be used by the inventory team
to complete an inventory?

1. A ROM hand scanner
2. A calculator
3. A bar code reader and portable printer
4. A Portable Data Terminal (PDT)

6-42. What is the required amount of personnel that
make up an inventory team?

1. One
2. Two
3. Three
4. Four

6-43. What document should be obtained from the
records keeper if a PDT is not available for the
inventory?

1. An Inventory Count Sheet
2. An Inventory Facts Sheet
3. An Inventory Control Document
4. A Storeroom Inventory Document



6-51. What report shows a detailed description of
variances between the Book Quantity and the
Actual Quantity?

1. The Update Inventory Report
2. The Items Scanned But Not Found Report
3. The Discrepancy Report
4. The Items Count Sheet Report

6-52. Where are financial differences reported after
the inventory is confirmed and all cash is
posted?

1. To DFAS
2. On the Cash Balance Sheet
3. On the Discrepancy Report
4. On the back of the 153 Report

6-53. The first transaction that you should complete
at the beginning of the new accounting period
is to breakout all Non-EPOS merchandise that
was brokeback for the inventory.

1. True
2. False

6-54. How many different levels are financial
differences divided into?

1. Six
2. Two
3. Three
4. Five

6-55. What level of differences is an indication that
procedures require a managerial review?

1. Level 1
2. Level 2
3. Level 3
4. Level 4

6-56. What difference level is considered to be an
adverse difference?

1. Level 1
2. Level 2
3. Level 3
4. Level 4

6-57. When a Level 3 Difference has occurred, a
letter that explains the possible cause and
corrective action must be sent to the TYCOM
and DFAS.

1. True
2. False

6-58. At the end of the accounting period, ship’s
store returns must be sent to DFAS within what
maximum number of days?

1. 5
2. 15
3. 30
4. 60

6-59. How many types of returns must be submitted?

1. One
2. Two
3. Three
4. Four

6-60. Returns may be merged if the total of the
normal accounting period and the merged
period does not exceed how many months?

1. 6
2. 5
3. 3
4. 4

6-61. When returns cannot be submitted on time,
which of the following is NOT an acceptable
method of notification?

1. E-mail
2. Salts
3. Formal letter
4. Message

6-62. What document is a report of the total income
from sales, cost of stock, and other operating
expenses that is used to compute the net profit
for the accounting period?

1. The Profit and Loss statement
2. The Total Expenditures Report
3. The Gains and Losses Report
4. The Net Profit statement

6-63. In what location on the NAVCOMPT Form 153
are the dates of the beginning of the accounting
period and the end of the accounting period
printed?

1. The top left
2. The top right
3. The top center
4. The bottom right
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6-64. The total value of receipts from other supply
officers (OSO) is entered on what line of the
Ship’s Store Balance Sheet?

1. B06
2. B08
3. B05
4. B09

6-65. The total value of the ship’s store stock that was
surveyed to the Navy Working Capital Fund is
reported on what line of the Ship’s Store
Balance Sheet?

1. B09
2. B10
3. B12
4. B15

35



 

 


	 CHAPTER 1 
	ORGANIZATION, ADMINISTRATION, AND SECURITY
	INTRODUCTION
	INTEGRATED NAVY SUPPLY SYSTEM
	Figure 1-1.—Department of the Navy organization.
	Figure 1-2. —Responsibilities of the Naval Supply Systems Command.

	COMBAT LOGISTICS FORCES
	NAVY EXCHANGE SERVICE COMMAND
	SUPPLY DEPARTMENT AFLOAT
	Figure 1-3.—Organization of supply department afloat.
	Figure 1-4.—Typical organization of a supply department on an aircraft carrier.

	S-3 DIVISION ORGANIZATION
	ADMINISTRATION
	Figure 1-5.—Typical calculator.
	Figure 1-6.—Point of Sale computer system.

	ADMINISTRATIVE FILES
	Table 1-1.—Table of SSA Files and Contents
	Table 1-1.—Table of SSA Files and Contents—Continued

	ADMINISTRATIVE LOGS
	Figure 1-7.—Requisition and purchase order logs.

	SECURITY
	Figure 1-8.—Supply department security groupings.
	Figure 1-9.—Group III key lock box.
	Figure 1-10.—Properly secured ship's store storeroom.
	Figure 1-11.—Merchandise security system.
	Figure 1-12.—Security camera.
	Figure 1-13.—Properly secured vending machines.

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 2
	SHIP'S LAUNDRY
	INTRODUCTION
	SAFETY
	DO'S
	DON'TS
	LAUNDRY SECURITY
	ASSIGNMENT OF DUTIES
	Figure 2-1.—Basic laundry organization.

	TRAINING LAUNDRY PERSONNEL
	LAYOUT OF A SHIP'S LAUNDRY
	LAUNDRY SCHEDULE
	LAUNDRY LOGS
	Table 2-1.—Laundry Heat Stress Log
	Figure 2-2.—Laundry bulk work and press deck logs.
	Figure 2-2.—Laundry bulk work and press deck logs.
	Figure 2-3.—Weekly Laundry Summary Report.

	LAUNDRY SUPPLIES
	Figure 2-4.—Laundry Equipment Maintenance Log.

	RECEIVING AREA OPERATION
	Figure 2-5.—Work flow for a laundry operation.
	Figure 2-6.—Ship's Store Laundry List, NAVSUP Form 233.
	Table 2-2.—Proper Stenciling Location for Common Items
	Figure 2-7.—Ribbon-type laundry marking machine.

	WASH DECKS
	Figure 2-8.—A laundryman weighing and logging in a divisional laundry bag.

	TYPES OF SOIL
	WASHER EXTRACTORS
	Table 2-3.—List of Washer Extractors Used by the Navy
	Figure 2-9.—Eyewash station.

	WARNING
	Figure 2-10.—PLC and chemical control pad.
	Figure 2-11.—Proper loading of a washer extractor.
	Figure 2-12.—Solid cake capsule dispensing system.

	WASHING FORMULAS
	Table 2-4.—Two-Shot Detergent Amounts

	DRY CYCLE
	Figure 2-13.—Diagram of an electric- and steam-heated tumbler dryer.
	Figure 2-14.—Set of tumbler dryers.
	Figure 2-15.—Ship's Serviceman unloading the tumbler dryer.
	Table 2-5.—Tumbler Dryer Controls and Functions
	Figure 2-16.—Primary lint trap open, ready to be cleaned.

	PRESSING AND FINISHING
	Figure 2-17.—Secondary lint trap installation.
	Figure 2-18.—Utility laundry press basic parts.
	Table 2-6.—Laundry Presses Used Aboard Ship
	Figure 2-19.—Laundry press single-operator station.
	Figure 2-20.—Several single-operator stations.

	CAUTION
	Figure 2-21.—Changing laundry press padding.
	Figure 2-22.—Lays for shirts (lays 1 through 6).
	Figure 2-23.—Lays for shirts (lays 7 through 13).
	Figure 2-24.—Lays for shirts (lays 14 and 15).
	Figure 2-25.—Sailor pressing two collars.
	Figure 2-26.—Press lays for trousers.

	FLATWORK
	Figure 2-27.—Laundry personnel using the flatwork ironer.

	FINISHED WORK
	Figure 2-28.—Assembly room.

	CUSTOMER SERVICE
	SHIP'S 3-M SYSTEM
	Table 2-7.—Chart of Claims Adjustment Values
	Figure 2-29.—List of effective pages.
	Figure 2-30.—An example of a Maintenance Index Page.
	Figure 2-31.—An example of a Maintenance Requirement Card.

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 3
	DRY-CLEANING PLANT
	INTRODUCTION
	SAFETY
	SANITATION
	DRY-CLEANING PERSONNEL
	DRY-CLEANING PLANT SECURITY
	RECEIVING AND IDENTIFYING
	Figure 3-1.—Dry-cleaning list.

	DRY-CLEANING SOLVENT
	Figure 3-2.—Dry-cleaning flow chart.

	DRY-CLEANING EQUIPMENT
	Figure 3-3.—Typical dry-cleaning machine.
	Figure 3-4.—Dry-cleaning machine components.
	Figure 3-5.—Dry-cleaning press.
	Figure 3-6.—Front and rear view of automatic pants topper.
	Figure 3-7.—Lays for pressing trouser tops.
	Figure 3-8.—Lays for pressing trouser legs.
	Figure 3-9.—Lays 1 through 6 for pressing uniform coats.
	Figure 3-10.—Lays 7, 11, and 13 for pressing uniform coats.
	Figure 3-11.—Lays for pressing enlisted trousers.
	Figure 3-12.—Lays 1, 2, 3, and 5 for pressing enlisted jumpers.
	Figure 3-13.—Lays 7, 8, and 9 for pressing enlisted jumpers.
	Figure 3-14.—Steam-air finisher.

	ASSEMBLING AND ISSUING
	SPOTS AND STAINS
	METHODS USED IN SPOTTING
	Table 3-1.—Spotting Formulas

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 4
	BARBERSHOP
	INTRODUCTION
	THE BARBERSHOP
	PERSONAL HYGIENE
	BARBERSHOP SANITATION
	Figure 4-1.—Sterilizer jar.
	Figure 4-2.—Dry disinfecting cabinet.

	CAUTION
	Table 4-1.—Recommended Minimum Barber Equipment and Supplies

	HAIRCUTTING
	Figure 4-3.—Using electric clippers over comb.
	Table 4-2.—Various Blade Sizes Used in Barbershops
	Figure 4-4.—How to hold the shears.
	Figure 4-5.—Position of barber using shears and a comb.
	Figure 4-6.—Position of clipper in front of ear, right side.
	Figure 4-7.—Position of clipper in back of ear, right side.
	Figure 4-8.—Position of clipper, left side.
	Figure 4-9.—Graduating the taper, rear of head, right side.
	Figure 4-10.—Graduating the taper, rear of head, left side.
	Figure 4-11.—Continuing the taper of neck hairline.
	Figure 4-12.—An even taper from right to left.
	Figure 4-13.—Tapering front, right side.
	Figure 4-14.—Tapering back of head, right side.
	Figure 4-15.—Tapering back of head, left side.
	Figure 4-16.—Topping right side to top of the head.
	Figure 4-17.—Finished haircut, rear view.
	Figure 4-18.—Finished haircut, side view.
	Figure 4-19.—Topping the hair using the fingers, comb, and shears.
	Figure 4-20.—Fork-type comb.
	Figure 4-21.—Curly hair, front view.
	Figure 4-22.—Combing the hair with a fork-type comb, front view.
	Figure 4-23.—Position of the clipper in front view of the ear, right side.
	Figure 4-24.—Position of the clipper in back of the ear, right side.
	Figure 4-25.—Position of the clipper, left side.
	Figure 4-26.—Tapering the back of the head.
	Figure 4-27.—Finishing the taper.
	Figure 4-28.—Cutting free hand from the back right side.
	Figure 4-29.—Cutting free hand, front right side.
	Figure 4-30.—Cutting free hand, back of the head.
	Figure 4-31.—Cutting free hand, top right side.
	Figure 4-32.—Completed taper, right side.
	Figure 4-33.—Tapering left side of head.
	Figure 4-34.—Tapering the back of the neck.
	Figure 4-35.—Completed back of neck taper.
	Figure 4-36.—Lining up and around front of head, if desired by customer.
	Figure 4-37.—Finished product, side view.
	Figure 4-38.—Finished product, front view.
	Figure 4-39.—Parting the patron's hair.
	Figure 4-40.—Clipping hair to hold it out of the way.
	Figure 4-41.—Combing and cutting the hair.
	Figure 4-42.—Making the second part.
	Figure 4-43.—Making a semicircle cut.
	Figure 4-44.—Using shears to cut and conform hair to contour of the head.
	Figure 4-45.—Using your fingers to shape the haircut.
	Figure 4-46.—Hair clipped aside in preparation for cutting other side.
	Figure 4-47.—Evening out bangs.
	Figure 4-48.—Blending in the hair lengths.
	Figure 4-49.—Barber cutting to even hair length.
	Figure 4-50.—Shaping the back of the hair.
	Figure 4-51.—Cutting new section of hair.

	BARBERSHOP MANAGEMENT
	Figure 4-52.—Making sure no ragged edges are left.
	Figure 4-53.—The completed haircut.

	SCHEDULING APPOINTMENTS
	CUSTOMER SERVICE
	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	 CHAPTER 5 
	RETAIL OUTLETS
	INTRODUCTION
	ESTABLISHING A SHIP'S STORE
	OPERATION OF THE RETAIL STORE
	SHIP'S STORE FLOOR  OPERATION
	Figure 5-1.—ROM department markup by percentage screen.
	Figure 5-2.—Point of Sale cash register.
	Figure 5-3.—Cashier's logon screen.
	Figure 5-4.—Main Sales Form.
	Figure 5-5.—Main Sales Form showing articles being purchased.
	Figure 5-6.—Customer making a purchase with the Navy Cash® card.
	Figure 5-7.—Arranging money in the register.
	Figure 5-8.—Ship's store operator making a sale.
	Figure 5-9.—Bulk sales.
	Figure 5-10.—Example of EPOS Cash Register Record, NAVSUP Form 469.
	Figure 5-11.—Ship's store operator stocking shelves.
	Figure 5-12.—ROM's Breakout Recommendation Report.
	Figure 5-13.— Ship's store operator using a PDT to scan an item UPC.
	Figure 5-14.—Initial Intra-Store Transfer Data, NAVSUP Form 973 (Breakout document).
	Figure 5-15.—Confirmed Intra-Store Transfer Data, NAVSUP Form 973.

	SPECIAL SALES OUTLETS (HANGAR BAY/PIER SALES)
	VENDING MACHINES
	VENDING MACHINE SAFETY NOTE
	Figure 5-16.—Vending machine custodian replenishing the machine.

	AMUSEMENT MACHINES
	VENDING AND AMUSEMENT MACHINE CASH COLLECTIONS
	Figure 5-17.—Cash collection of the amusement machine.

	SECURITY
	Figure 5-18.—Customers jackets hanging outside the store front.

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 6
	CASH COLLECTIONS
	INTRODUCTION
	RESPONSIBILITY FOR CASH COLLECTION
	Table 6-1.—Sample Night Deposit Log

	ACCOUNTING FOR CASH COLLECTED
	Figure 6-1.—Entries for uncollectible checks and bulk sales.

	DEPOSITS WITH THE DISBURSING OFFICER
	Figure 6-2.—Non-EPOS, Cash Register Record, NAVSUP Form 469.
	Figure 6-3.—EPOS, Cash Register Record, NAVSUP Form 469.
	Figure 6-4.—Memorandum Cash Sales Invoice, DD Form 1149.

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 7
	APPROPRIATION AND FUNDS
	INTRODUCTION
	APPROPRIATIONS
	FUNDS
	Figure 7-1.—NWCF, NSA, and DFAS in operation. 

	ACCOUNTING CLASSIFICATION SYSTEM
	Figure 7-2.—The accounting classification code.

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 8
	PROCUREMENT
	INTRODUCTION
	STOCK CONTROL
	Figure 8-1.—ROM re-ordering screen. 
	Figure 8-2.—ROM re-ordering recommendations.
	Figure 8-3.—Re-ordering Recommendation Report.

	PROCUREMENT IN THE UNITED STATES
	PREPARATION OF PROCUREMENT DOCUMENTS
	Figure 8-4.—Stock Record Card.
	Figure 8-5.—Confirmed Purchase Order Document (DD Form 1155).
	Figure 8-6.—Example of MILSTRIP documents.
	Figure 8-7.—Requisition and Invoice/Shipping Document (DD Form 1149).

	PROCURING EQUIPMENT
	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 9
	RECEIPTS AND EXPENDITURES
	INTRODUCTION
	RECEIPTS
	Figure 9-1.—Accepting receipts by the receipt inspector.
	Figure 9-2.—Example of manually extending a purchase order document.
	Figure 9-3.—Receiving Report.

	AUDITING RECEIPTS
	Figure 9-4.—NAVCOMPT Form 176, Summarizing Transfers to OSO.
	Figure 9-5.—Issues to the General Mess.
	Figure 9-6.—Issues to Ship's Use (OPTAR).

	Markdown Groups
	Figure 9-7.—Confirmed Credit Memorandum (DD Form 1149).

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 10
	STOWAGE
	INTRODUCTION
	BULK STOREROOM STOWAGE
	Figure 10-1.—Two-way and four-way pallets.
	Figure 10-2.—Box pallet.
	Figure 10-3.—Recommended ways to load a pallet.
	Figure 10-4.—Pallet sling.
	Figure 10-5.—Battery-powered pallet truck.
	Figure 10-6.—Forklift truck.
	Figure 10-7.—Two-wheeled warehouse hand truck.
	Figure 10-8.—Gravity-type conveyor.
	Figure 10-9.—Power-driven belt conveyor.
	Figure 10-10.—Stores strike-down chute.

	SPECIAL STOWAGE
	Figure 10-11.—Supervisor checklist.
	Figure 10-12.—Material-handling safety precautions.

	STOWAGE AND STOCK  ROTATION
	Figure 10-13.—Manual lifting.

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS 

	CHAPTER 11
	INVENTORY
	INTRODUCTION
	PHYSICAL INVENTORY
	Figure 11-1.—ROM's Inventory Count Selection screen.
	Figure 11-2.—Layout sketch for the retail store and bulk storeroom.
	Figure 11-3.—The scanner and counter conducting inventory in the ship's store.

	Functions of the Various Buttons on This Screen
	Figure 11-4.—ROM II Inventory Count screen.
	Figure 11-5.—ROM II Inventory Count screen.

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	CHAPTER 12
	RETURNS
	INTRODUCTION
	TYPES OF RETURNS AND THEIR SUBMISSION
	Figure 12-1.—A completed Ship's Store Balance Sheet and the Profit and Loss Statement.
	Figure 12-2.—NAVCOMPT Form 153, Balance Sheet, Receipts Section.
	Figure 12-3.—NAVCOMPT Form 153, Balance Sheet, Expenditures Section.
	Figure 12-4.—NAVCOMPT Form 153, Profit and Loss Statement.
	Figure 12-5.—Emblematic Listing Report.
	Table 12-1.—Documents Required to Substantiate Ship's Store Returns
	Table 12-1.—Documents Required to Substantiate Ship's Store Returns—Continued
	Figure 12-6.—Arrangement of Ship's Store Returns.

	SHIP'S SERVICEMAN
	ANSWERS TO EMBEDDED QUESTIONS

	APPENDIX I
	GLOSSARY
	APPENDIX II
	STANDARDS OF CONDUCT
	APPENDIX III
	DOCUMENT DISTRIBUTION
	APPENDIX IV
	SHIP'S STORE OPERATION
	STANDARDS OF CUSTOMER SERVICE
	APPENDIX V
	REFERENCES USED TO DEVELOP THIS NONRESIDENT TRAINING COURSE
	 Assignment Questions 
	ASSIGNMENT 1
	ASSIGNMENT 2
	ASSIGNMENT 3
	ASSIGNMENT 4
	ASSIGNMENT 5
	ASSIGNMENT 6



