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June 22, 2001
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Daily Activity Report Requirements


The purpose of this memorandum is to update Daily Activity Report (DAR) requirements for NAF Instrumentality (NAFI) managers.


Daily Activity Reports are the prescribed vehicle to convey financial and other pertinent information to the NAF Central Accounting Office (CAO).  DAR requirements are described in paragraph A040102, Volume 13-NAF Policy and Procedures, DOD 7000.14-R, DOD Financial Management Regulation.


The consolidated DAR is a summary of all the cashiers' and other operating reports of each department by location.  DA Form 4082 and bank deposit slips prepared in each activity for the day will be sent to the CAO with the consolidated DAR.  The DAR will be sent within two days of receipt or issue so that the DAR is received in the CAO timely.  The CAO may establish a deadline for receipt of the DAR if necessary to achieve the desired timeliness.  The DAR will also include the following documents: party contracts, cash register readings, DA Forms 1992 or other receipt forms, coupons redeemed, credit card sales slips, over-ring slips, etc.  Army Recreation Machine Program activities will provide machine activity reports along with the DAR.  Discrepancies between the consolidated DAR and the supporting documents will be resolved before submission to the CAO.  Each NAF location or department will prepare a consolidated DAR for each day of operation.  However, if the weekly volume of business is $500 or less, activity reports may be prepared weekly rather than daily.  Even if activity reports are sent weekly, a report is required on the last business day of each month.  If no business has occurred since the last report, a negative report will be submitted.  All deposits made during the covered period will be consolidated on the weekly activity report.
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There is no DA prescribed format for the DAR. However, it must contain the correct header of the activity and the following information: date of report, day(s) covered by the report, installation and fund code, location code, general ledger account code (GLAC), department code, all revenue received in the period covered, cash overages and shortages, name and signature of person preparing report, and name and signature of person verifying the data.  CAOs may add additional DAR requirements where necessary for the NAFIs they support.

RECTRAC, GOLFTRAC, and CYMS users will submit the DAR Report from the system and the following back-up reports: the Cash Receipts Journal (shows cash, check and credit card transactions), the G/L Distribution Report (details), and on the first reporting period of the month the Unearned Income Report (for those activities with accrual accounts).  The Cash Receipts Journal and G/L Distribution Reports are the equivalent of the continuous register tape.  RECTRAC users will also submit the Cashier’s Sales History Report (break down by department and cashier that is used to balance back to the manual 4082s) and the POS Sales History Report (breaks down GLACs by department).  POS systems not mentioned above, with thermal receipt printers, must include a printout of the internal file that shows the continuous receipt generation or another suitable substitute for the continuous receipt tape.

A prescribed DAR format for the Army Lodging Property Management System (ALPMS) is currently under development.  It will include an automated DAR and required supporting documents.  The ALPMS DAR guidance will be sent out by the proponent for ALPMS.


This policy memorandum was coordinated with the US Army Community and Family Support Center.  Point of contact is      Mr. Charles Thompson, commercial (317) 510-3119 or DSN 699-3119.  Our FAX number is DSN 699-1197 or commercial (317) 510-1197.    E-mail Charles.Thompson@DFAS.MIL.







  ///SIGNED///







Cathryn A. Kuhns





Deputy Director for Nonappropriated Funds
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DISTRIBUTION:

COMMANDER

U. S. ARMY EUROPE AND SEVENTH ARMY, ATTN:  AEAGA-G, AEAGA-RM-N, 

AEUFC-NF-A

U. S. ARMY FORCES COMMAND, ATTN:  AFPI-MWR, AFPI-MWC

U. S. ARMY TRAINING AND DOCTRINE COMMAND, ATTN:  ATBO-F

U. S. ARMY MATERIEL COMMAND, ATTN:  AMCPE-M

U. S. ARMY PACIFIC COMMAND, ATTN:  APPE-CFA

EIGHTH U. S. ARMY, ATTN:  EAGA-MWR, EACS, EAFC-CAO, EAGA-MWR-FM

U. S. ARMY MILITARY DISTRICT OF WASHINGTON, ATTN:  ANPE-NAF-FM, 

ANCS, ANPE-DP

U. S. ARMY SOUTH, ATTN:  SOCS, SOPR-CFS, SPRM-A

U. S. ARMY MEDICAL COMMAND, ATTN:  MCPE-H, MCCS, MCRM

U. S. ARMY MILITARY TRAFFIC MANAGEMENT COMMAND, ATTN:  MTPAL-HR, 

MTCS

U. S. ARMY INTELLIGENCE AND SECURITY COMMAND, ATTN:  IAPE-HR-PB

U. S. ARMY TEST AND EVALUATION COMMAND, ATTN:  CSTE-ZA

U. S. ARMY JAPAN, ATTN:  AJGH-FA-CAD

U. S. ARMY COMMUNITY AND FAMILY SUPPORT CENTER, ATTN:  CFSC-FM

DIRECTOR

DEFENSE LOGISTICS AGENCY, ATTN:  CAHM, CAAP, DLA-D

PENTAGON ATHLETIC CENTER, ATTN:  JDHQ-P

ARMY AND AIR FORCE CIVILIAN WELFARE FUND

JUDGE ADVOCATE GENERAL SCHOOL, ATTN:  JAGS-SSL

SUPERINTENDENT

U. S. MILITARY ACADEMY, ATTN:  MAPA

CF:
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