[image: image1.png]


UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                             IN REPLY REFER TO:

[image: image2.png]


                                                                             BaseO P10110.15A

                                                                             LSG

                                                                             NOV 14 2000

BASE ORDER P10110.15A
From:  Commanding General

To:    Distribution List

Subj:  STANDARD OPERATING PROCEDURES FOR FOOD SERVICE

       (SHORT TITLE: SOP FOR FOOD SERVICE)

Ref:   (a) MCO P10110.14L

       (b) MCO 10110.34E

       (c) NAVMED P5010.1

       (d) MCO P10110.42A

       (e) Marine Corps Manual

       (f) NAVCOMPT Manual Vol. IV Chap. I

       (g) MCO 4855.10B

       (h) BaseO P5100.19

       (i) BaseO 11320.6

       (j) ALMAR 369/96

       (k) JFTR, Vol 1

       (l) BaseO 1020.5

       (m) BaseO P3140.5

Encl:  (1) LOCATOR SHEET

Reports Required:  List, page v.

1.  Purpose.  To establish standard operating procedures for the Food Service Program within Marine Corps Base Hawaii, Kaneohe Bay.

2.  Cancellation.  BaseO P10110.15.

3.  Action.  The Food Service Program shall be operated per references (a) through (m) and this manual.

4.  Effective Date.  The provisions of this manual are effective upon receipt.

5.  Summary of Revisions.  This revision contains a substantial number of changes and should be reviewed in its entirety.

6.  Recommendations.  Suggestions and recommendations concerning this manual are invited and should be submitted to the Commanding General, Marine Corps Base Hawaii (LSG).

7.  Applicability.  This manual is applicable to all commands within Marine Corps Base Hawaii, Kaneohe Bay, or who otherwise operate a mess hall aboard the Base.

8.  Certification.  Reviewed and approved this date.

M. L. OLSON

Deputy Commander    

DISTRIBUTION:  A                   

                                                             BaseO P10110.15A

                                                             NOV 14 2000

LOCATOR SHEET

Subj:  STANDARD OPERATING PROCEDURES FOR FOOD SERVICE(SHORT TITLE: SOP FOR FOOD        

       SERVICE)
Location:  __________________________________________________________                                                          

           (Indicate the location(s) of the copy(ies) of this Manual).

ENCLOSURE (1)

SOP FOR FOOD SERVICE

RECORD OF CHANGES

Log completed change action as indicated.

	Change

Number
	Date of

Change
	Date

Entered
	Signature of Person Incorporated Change

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


i

SOP FOR FOOD SERVICE

CONTENTS

CHAPTER



REPORTS REQUIRED

  1    
GENERAL

  2    
FOOD SERVICE PROCEDURES

  3    
ACCOUNTING FOR PERSONNEL FED

  4    
SALE OF MEALS AND CONTROL OF FUNDS

  5    
SUBSISTENCE SUPPLY

  6    
FOOD SERVICE PROPERTY CONTROL AND MAINTENANCE PROCEDURES

  7    
SAFETY AND WASTE DISPOSAL

  8    
TRAINING

  9    
CIVILIAN MESSMEN CONTRACT

  10   
PROCEDURES FOR DESTRUCTIVE WEATHER READINESS

iii

SOP FOR FOOD SERVICE

REPORTS REQUIRED

                                    REPORT

REPORT TITLE              
      CONTROL SYMBOL           PARAGRAPH  

 I.  Chef of the Quarter     

       EXEMPT           1011.3

Nominations                                    

II.  Daily Cost Analysis     

       EXEMPT           2006.1a   

III.  IVVAL Report            

       EXEMPT           2006.1b              

IV.  Missing, Stolen,        

 OPNAV 5500-1           6008.3

Lost Report             



 V.  Quarterly Minor         

       EXEMPT           6009.1

Property Inventory

v

SOP FOR FOOD SERVICE

CHAPTER 1

GENERAL

                                            

PARAGRAPH       PAGE
CONTROL . . . . . . . . . . . . . . . . . . . . . .     1001          1-3

AC/S G-4 RESPONSIBILITIES . . . . . . . . . . . . .     1002          1-3

SUPPLY OFFICER RESPONSIBILITIES . . . . . . . . . .     1003          1-3

FOOD SERVICE OFFICER (FSO) RESPONSIBILITIES . . . .     1004          1-3

MESS OFFICER RESPONSIBILITIES . . . . . . . . . . .     1005          1-4

MESSHALL MANAGER/ASSISTANT MESSHALL

MANAGER RESPONSIBILITIES  . . . . . . . . . . . . .     1006          1-4

CHIEF COOK RESPONSIBILITIES . . . . . . . . . . . .     1007          1-6

MENU PLANNING BOARD . . . . . . . . . . . . . . . .     1008          1-7

AUTHORIZED RECEIVING PERSONNEL  . . . . . . . . . .     1009          1-8

TECHNICAL INSPECTIONS . . . . . . . . . . . . . . .     1010          1-8

SECURITY OF FOOD SERVICE AREAS  . . . . . . . . . .     1011          1-8

CHEF OF THE QUARTER BOARD . . . . . . . . . . . . .     1012          1-8

1-1

SOP FOR FOOD SERVICE                      

CHAPTER 1

GENERAL

1001.  CONTROL.  Financial control of the enlisted messhall for the food service system located at Marine Corps Base Hawaii (MCBH), Kaneohe Bay, is the responsibility of the Commanding General (CG), MCBH delegated to the Food Service Officer.  Operational control of the messhall is under the Assistant Chief of Staff G-4 (AC/S G-4), MCBH.

1002.  AC/S G-4 RESPONSIBILITIES    

1.  Assign in writing a Messhall Officer (normally the Food Service Officer (FSO)) for the detailed supervision of the messhall.  The Messhall Officer is guided per references (a) through (m), and this Manual.

2.  Establish procedures to ensure that officers, civilians, and enlisted personnel receiving per diem or basic allowances for subsistence reimburse the government for all meals consumed.

1003.  SUPPLY OFFICER RESPONSIBILITIES
1.  Ensure procedures are in place to preclude subsistence or property items (cups, silverware, etc.) from being removed from the messhall for other than authorized feedings.

2.  Ensure proper portion control is in effect to preclude waste.

3.  Ensure sale of meals from the enlisted messhall and control of messhall funds are complied with in accordance with chapter 4 of this Manual.

4.  Ensure that a patron education program is established per reference (a) as part of the MCBH welcome aboard briefs and incorporated into the command training schedule on at least a semi-annual basis.

1004.  FOOD SERVICE OFFICER (FSO) RESPONSIBILITIES.  The FSO is guided in the performance of duties per references (a) through (i) and is responsible for:

1.  Organize, administer, and control the Food Service Division per reference (a).

2.  Advise the CG, MCBH via the Base Supply Officer, and Assistant Chief of Staff regarding the status of garrison operations as necessary.

3.  Provide guidance and technical assistance to tenant unit commanders on food service related issues when requested.

4.  Prepare the Subsistance Operations Analysis Report (SOAR) NAVMC 10369 for garrison operations, excluding packaged operational ration (POR) reporting.
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5.  Preparing budgets, and requesting funds for Operations and Maintenance Marine Corps (O&MMC), Personal Support Equipment (PSE), and Food Preparation and Serving Equipment (FPSE).

6.  Administering the Subsistence-In-Kind (SIK) account for SIK under the O&MMC budget.

7.  Ensuring the messhall operates within the established financial controls.

8.  Coordinating requirements for the food service mess men contract.

9.  Acting as the senior member of the MCBH Menu Planning Board.

10.  Providing technical assistance to Mess Officer, in the operation of the Base messhall.

11.  Ensuring garrison-type food service equipment and supplies are not removed from the enlisted messhall to support field operations.

12.  Ensuring that a fourth meal is not served.  Early and late meals may be served, however precautions must be taken to ensure that an individual does not receive more than three meals a day or two meals when brunch-type meals are served.

1005.  MESS OFFICER RESPONSIBILITIES.  The Mess Officer performs the duties per references (a) through (g) and this Manual, and is responsible for:

1.  Advising the Supply Officer on matters relating to the operation of the messhall (operating at a deficit, ability to obtain necessary information to provide required support, sanitary conditions, adequacy of supplies, personnel, etc.).

2.  Coordinating repairs to equipment and facilities with the FSO.

3.  Administering Military Occupation Specialty (MOS) training for food service personnel assigned to the messhall.

4.  Ensuring proper collection and turn-in of funds for meals sold and accountable for cash meal payment sheets per reference (a).

5.  Ensuring all required messhall paperwork is prepared properly and submitted per reference (a).

6.  Furnishing the FSO with a monthly complete inventory list for minor property, and quarterly for subsistence.

7.  Ensuring subsistence and supplies are requisitioned per established schedules and procedures.

1006.  MESSHALL MANAGER/ASSISTANT MESSHALL MANAGER RESPONSIBILITIES.  The Messhall Manager is responsible to the Messhall Officer for the operation and control of the messhall.  The Assistant Messhall Manager acts primarily in the absence of the Manager.  Either the Manager or the Assistant Manager will ensure that serving lines are supervised properly when meals are being served.  The Manager and 
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Assistant Manager perform the duties per references (a) through (g), and the following:

1.  Supervise and manage the daily operation of the messhall per reference (a) and other related manuals.

2.  Ensure policies and procedures are followed in the use of Marine Corps Food Management Information System (MCFMIS).

3.  Turn in Daily Cost Analysis and Inventory Variance Report to Food Service Technician every Friday.  The following programs are used on a daily basis as shown in Figure 2-1:

    a.  PICKLIST.

    b.  ISSUEMAN.

    c.  REALCNT.

    d.  FASTRCV.


    e.  PROGUIDE.

    f.  MENQUA.

    g.  DCA.

    h.  INCOST.

    i.  SMARTCAR.

    j.  MDFEDMAN.

    k.  ORDGUIDE.

    l.  ORDENTRY.

    m.  COMBREQ.

    n.  SAVE COST.

    o.  PURGE MCFMIS QUARTERLY. 

* Recman, Soarman, Menman or any programs that add change or delete receipts are not authorized for use unless directed by the FSO.

4.  Periodically inspect the serving lines throughout meal periods to determine the quality and quantity of food being served, attitude and appearance of personnel serving food, and initiate corrective action as required.

5.  Take necessary action to ensure proper use of food and the elimination of 
all food waste.

6.  Establish operating and working procedures for cooks and other production

personnel.  Become thoroughly familiar with the amount of manpower required for the 
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various duties in the messhall and assign duties as necessary for the successful operation of the messhall.

7.  Hold meetings as necessary with messhall personnel, to discuss food preparation, serving of foods, subsistence storage, and any other areas of concern that will improve overall efficiency.

8.  Instruct and train the messhall staff properly, and monitor the instructions provided.

9.  Develop subordinates for future positions and assignments through proper training.

10.  Ensure only authorized persons are allowed to receive subsistence items from the messhall and subsistence is properly reported.

11.  Maintain up-to-date Daily Cost Analysis (DCA) and brief the Mess Officer weekly on the financial stability of the messhall.

12.  Conduct periodic inspections of food service personnel and facility for cleanliness.  Ensure that the building, equipment, and outside areas are kept in a sanitary condition per reference (c).

13.  Ensure successful operation of the messhall through aggressive food management and systematic training.

14.  Requisition subsistence items and food service property in accordance with current directives.  Request repairs on equipment when necessary.

15.  Attend food service meetings as required by the FSO.

16.  Periodically observe patron conduct.  Personnel who do not conduct themselves properly will be reported to the MCBH Command Duty Officer (CDO) at 257-7700/1824.

17.  In the event subsistence items are suspected of spoilage or other visible deterioration, contact the Veterinary Office to conduct a survey of the suspected items to receive appropriate credit.

1007.  CHIEF COOK RESPONSIBILITIES
1.  The tour of duty for the Chief Cook is directed by the Messhall Manager.  Operation of the galley and the activities of all cooks and bakers are the responsibility of the Chief Cook.  The Chief Cook, while on tour of duty, will remain in the messhall and will:

    a.  Supervise the preparation of meals, and ensure cleanliness of the galley, subsistence storage area, food service equipment, and serving utensils.

b. Observe and enforce the rules of personal hygiene and messhall 

sanitation per reference (c), and this Manual.

    c.  Personally inspect and brief the watch before preparation of the first meal, and debrief upon completion of the meal.
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    d.  During meal periods, assign one cook to supervise each food line, and provide complete instructions concerning proper portions to the line servers.

    e.  Assign work to the cooks on watch and train them in the performance of their duties.

    f.  Adhere to proper cooking practices, and recipes per reference (a) and local recipes, in order to obtain maximum nutrients and minimize cooking loss.

    g.  Ensure good order and discipline of personnel while on duty.  Loud or profane language, unnecessary noise or horse playing is not tolerated in the messhall.

    h.  Record all leftovers properly on the PROGUIDE for the meal using the leftovers.  Disposition of leftovers will be per reference (c) and Messhall Manager’s policy.

    i.  Consult with the manager regarding any special instructions before assuming duty.

    j.  Ensure accurate completion of the PROGUIDE per the current directives.  The Chief Cook will inspect food preparation equipment for cleanliness and sanitary conditions.

    k.  Ensure the galley is in good state of order and cleanliness, and is satisfactory to the oncoming Chief Cook before dismissing the watch.  Advise the oncoming Chief Cook concerning any information passed down or that may pertain to the watch.

    l.  Enforce clean-as-you-go policy in the galley.  Enforce such orders as may be necessary to ensure the success of this policy.

    m.  Ensure conservation of utilities is practiced in the galley.  All gas, electricity, water and steam appliances will be turned off when not in use.  Take necessary action to ensure the proper and economical use of food and elimination of waste.

    n.  Advise the contract supervisor regarding the proper procedures for preparation of all vegetables and salads, commensurate with the PROGUIDE, pre-prep sheet, and the current edition of reference (d).

    o.  Conduct a daily final inspection of the messhall to include the galley, subsistence storage area, mess decks, sculleries, pot shack and other areas of the messhall in conjunction with the civilian supervisor.  Enter the results of the inspection to include action taken, in the Chief Cook's log book.

2.  In the absence of the Manager or Assistant Manager, accompany any CDO, special staff officer or visiting official who is visiting the messhall.  Report the results of such visits to the manager immediately upon return to the messhall.

1008.  MENU PLANNING BOARD.  The purpose, organization and responsibilities of the menu planning board are cited in reference (a).  The board's principal functions are to develop and update menus for MCBH, Kaneohe Bay.
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1009.  AUTHORIZED RECEIVING PERSONNEL.  The Mess Manager will ensure that an updated letter of authorized personnel to receive subsistence and property is available with names and sample signatures of personnel.

1010.  TECHNICAL INSPECTIONS  

1. The FSO shall conduct a quarterly food service technical inspection.  The

evaluation shall include subsistence accounting, financial management, sanitation, training of food service personnel, maintenance of equipment/facilities, and food preparation.  The FSO shall forward the complete evaluations to the AC/S G-4, MCBH via the Supply Officer, MCBH.

2.  Unannounced monthly or weekly staff visits are conducted by the FSO or Food Service Technician.  A report of the findings will be provided to the Mess Manager for appropriate action.

1011.  SECURITY OF FOOD SERVICE AREAS
1.  General.  The following general security rules apply to food service areas:

    a.  Subsistence storage spaces will be kept locked when not in use or occupied.

    b.  Keys to food service areas will not be removed from the messhall.

    c.  All external doors are secured or locked before duty personnel secure for the day.

2.  Custody and Handling of Keys.  All keys to messhall spaces are turned over to the night cook before securing for the day.

1012.  CHEF OF THE QUARTER BOARD
1.  Purpose.  The Chef of the Quarter Board is established to recognize and provide an incentive program for food service personnel.

2.  Membership.  The Chef of the Quarter Board consists of the following voting members:  MCBH Food Service Technician, Messhall Manager, and two managers from tenant units aboard MCBH.

3. Duties.  The Chef of the Quarter Board meets quarterly to select one

Marine as chef of the quarter.  The board will consider nominees for selection based on the information submitted by the messhall manager:  personal appearance, general knowledge of the food service MOS, military subjects, and current events.  The selection consists of three phases:  written test, interview board, and cook-off.  Each quarter, a Food Service Memorandum shall be issued defining specific guidelines to be followed in regards to the cook-off phase of the competition.  Sufficient utensils are available to each nominee.
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4.  The final phase of the competition will be the cook-off.  The winner of the cook-off is recognized by the CG, MCBH as the "Chef of the Quarter”.  Personnel selected as "Chef of the Quarter" shall receive the following:

    a.  Trophy.

    b.  Certificate of Commendation from the CG, MCBH.

    c.  Four day Special Liberty Pass.

5.  All runners-up will receive a 48-hour special liberty pass and a meritorious mast certificate.

6.  The FSO is responsible to prepare the Certificate of Commendation and Meritorious Mast.

7.  The quarterly, "Chef of the Quarter" finalists will be automatically entered into the cook-off for the "Chef of the Year."  In the event that a Chef of the Quarter finalist is unavailable, a replacement will be chosen from the runners-up.

8.  The winner of the "Chef of the Year" will be nominated for a Navy and Marine Corps Achievement Medal.
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CHAPTER 2

FOOD SERVICE PROCEDURES

2001.  AUTHORITY.  The scope and authority for the Food Service Program is contained in paragraph 4301 of reference (e).

2002.  ORGANIZATION.  Organization of the Food Service Program is in the current edition of reference (a).

2003.  INTERNAL CONTROL OF SUBSISTENCE IN THE MESSHALL  

1.  The procedures outlined in reference (a) and this Manual will be followed to provide positive internal control of subsistence items.

2.  The safekeeping of subsistence supplies that have been issued to the messhall is the responsibility of the Messhall Manager.

3.  Complete subsistence inventories are taken by the Messhall Officer on the last day of each quarter, to obtain accurate cost figures for the end of the reporting period.  Using MCFMIS, inventories are properly priced, extended, totaled, and arranged in sequence by perishable and nonperishable items. 

4.  The Messhall Manager will initiate request for survey, in letter form to the FSO, MCBH.  The request shall contain a copy of the veterinary or medical officer's recommendations.  In addition to the information provided by the Medical Officer, the following data shall be included on each survey request:

    a.  Name of the items.

    b.  Quantity.

    c.  Total cost price.

    d.  Date of receipt.

    e.  Any other pertinent data for evaluating the cause of loss  (improper holding temperatures, storage conditions, conditions upon receipt, handling damages, etc.).

    f.  Authorization is received from the FSO for all solid type food, meat, bread, vegetables, etc., before a financial credit is allowed.

2004. SPECIAL MEALS.  Liquid type products (milk, juice, etc.) surveyed as a

result of spillage or leakage are excluded from this requirement.  Disposition instructions are requested before allowing credit on items surveyed for reasons other than those listed above.

1.  Box Lunches (Nonflight).  The box lunch provides a suitable meal for personnel who cannot be fed a hot meal in the messhall due to the performance of official duties.
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    a.  The box lunch replaces a missed meal and will not be served in addition to the regular meals.

    b.  Each box lunch is stamped by messhall personnel and will consist of the following information:

DATE__________                      

This box lunch (nonflight) was prepared by __________________________________                     

                                                        FULL NAME

at            ____________ on                ______, and must be consumed before            _______________ on                ______.

    c.  Issue and control of box lunches are the responsibility of the Messhall Manager operating the messhall.

        (1) Request for box lunches and field rations are submitted to the Messhall Manager, using the special meal request form 5 working days before the meal is needed.  Persons not entitled to rations-in-kind pay for box lunches prior to pick up.  Such requests are attached to the appropriate Meal Signature Record (NAVMC 10789).  Under no circumstances will NAVMC 10789 be given to units for providing a list of names of personnel authorized rations-in-kind or personnel on commuted rations.

        (2) Requests must include a list of persons entitled to rations-in-kind with their social security numbers.  The names of personnel not entitled to subsist at government expense will be on a separate list.  All such requests shall be attached to the appropriate Meal Signature Record (NAVMC 10789).  Under no circumstances will NAVMC 10789 be given to units for providing a list of names of personnel authorized rations-in-kind or personnel on commuted rations-in-kind or personnel on commuted rations.

        (3) A block certification will be placed on the NAVMC 10789 and signed for by the person picking up box lunches.  A block stamp will be provided by the FSO for this purpose.

        (4) Box lunches for use to mainland flights cannot contain any fresh fruit due to customs regulations per reference (a).

2.  Recreational Events.  The use of government subsistence and/or the facility and its staff to support unit picnics or parties is not authorized.  Official unit recreational events such as military field meets, family day, open house, and military appreciation day may be supported by serving a meal and is authorized only when:  

    a.  Approval is granted by the CG, MCBH and can be delegated to officers having operational control of a messhall.

    b.  The meal replaces the normal lunch or dinner meal.  The menu should be equal to the Basic Daily Food Allowance (BDFA) value of the meal for which it is being served.  Subsistence is procured from an authorized source.
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    c.  The messhall is provided all essential data such as date, time, location, subsistence support required, and a breakdown by category of personnel to be supported including officers, enlisted personnel and guests at least 10 working days before the event.

    d.  Signature head count procedures are established and followed to include the collection of applicable food cost.

3.  Unauthorized diversion or misuse of government subsistence, supplies, and facilities through failure to maintain essential data, or accurately document the head count, or cash collection is considered mismanagement.  Any such cases shall be investigated under chapter 11 of reference (a).

2005.  SALE OF PREPARED SUBSISTENCE ITEMS FOR OFFICIAL COMMAND FUNCTIONS
1.  Per references (g) and (l) the following guidance will govern the sale of all prepared subsistence items:

    a.  Sale of messhall prepared cakes and pastries.  The use of appropriated subsistence funds, facilities and or messhall staff (military or civilian) for the preparation and resale of cakes and pastries in support of non-appropriated fund social functions is no longer authorized.  Support for such functions must be obtained from other resale facilities or commercial sources.  Exceptions to this policy will be reviewed by the CMC (LFS) on a case by case basis.  Commands must submit written requests for approval to the CMC (LFS) with full justification prior to preparation and sale of cakes/pastries from messhall.

    b.  Messhall Manager may provide the prepared items when authorized by the CG, MCBH.  Documentation of the sale shall be provided to the FSO for inclusion into the SOAR NAVMC 10369.

2006.  RECORDS DISPOSITION.  The following are guides for the maintenance, filing and disposal of records from the messhall.

1.  Messhall Administration.  The following documents are contained in a folder for each calendar day:

    a.  Left Side of Folder     

        (1) Daily Cost Analysis.

        (2) Man-Day Fed Report.

        (3) Cash Meal Payment Sheets.  5 years.

        (4) Meal Verification Records.  90 days.

    b.  Right Side of Folder
        (1) Documents of credit or debit.

        (2) Completed monthly subsistence inventories.
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 (3) True bills.

        (4) INVCOST.

        (5) PICKLIST (ISSUERPT).

    c.  Separate Folder.  Green Copy of Cash Meal Payment Sheets.

2.  The above folders are kept on file for a period of 3 months.

3.  Letters of monthly audit are held for 5 years by the collection agent, then destroyed.  Quarterly Man-Days Fed Reports (NAVMC 565-1), are held for 2 years.

2007.  QUARTERLY FOOD SERVICE TECHNICAL INSPECTION
1.  In order to facilitate the inspection procedures, the following correspondence are displayed in one location for the inspector:

    a.  Appointment letters for Unit Messhall Officers and authorized Collection Agent.

    b.  All food service correspondence for current quarter are displayed including the following:

        (1) Cash Meal Payment Sheets.

        (2) Recreational Events request (Special Meal Request).

        (3) Field feeding request (Special Meal Request).

        (4) Bag Lunch request (Special Meal Request).

        (5) INVCOST.

        (6) Man-Days Fed Report.

        (7) PICKLIST (ISSUERPT).

        (8) Meal Verification Records.

    c.  Copies of all work request and emergency maintenance log.

    d.  Copies of applicable Marine Corps directives, technical manuals, Base Orders, and Base Bulletins.  Retention of MCFMIS reports. (See figure 2-1.)

2.  Property.  The following records regarding food service equipment and supplies shall be made available:

    a.  Quarterly updated CMR.

    b.  Appointment letter for RO.

c. Minor property report (current quarter).
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d. Copies of all inspection reports.

e. Receipts for occupational clothing.

     f.  Request for turn-in or replacement of unserviceable and excess equipment.

                                                                              2-7

SOP FOR FOOD SERVICE

RETENTION OF MCFMIS REPORTS

                                 HARD COPY     TAPE      RETENTION
A.  MAN-DAY FED REPORT               X                   3 MONTHS

B.  FINANCIAL STATUS (DCA)                      X        3 MONTHS

C.  COOKS WORKSHEET (PROGUIDE)       X                   UNTIL DATA ENTRY

D.  BREAK OUT SHEET (PICKLIST)                           3 MONTHS

E.  SUBSISTENCE ISSUE RECEIPT                            3 MONTHS

    (ISSUERPT)

F.  PRODUCT CONVERSION SHEET         X                   COMPLETION OF DAY

G.  PRODUCE CONVERSION SHEET         X                   COMPLETION OF DAY

H.  NAVMC 708 CARD (ING HSTRY)                   X       3 MONTHS

I.  END OF THE MONTH INVENTORY                   X       3 MONTHS

J.  ACCEPTABILITY FACTORS (REALCNT)              X       3 MONTHS

K.  LETTER OF ADJUSTMENT             X                   3 MONTHS

L.  SUBSISTENCE REQUISITIONS         X                   3 MONTHS

    (ORDPO)

M.  SUBSISTENCE RECEIPTS             X                   3 MONTHS

    (INVOICES)

N.  ACCESS APPOINTMENT LETTER                            6 MONTHS

Figure 2-1.--Sample of retention of MCFMIS Report.
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CHAPTER 3

ACCOUNTING FOR PERSONNEL FED

3001.  MEAL SIGNATURE RECORD (NAVMC 10789)
1.  The Meal Signature Record (NAVMC 10789) is used to record various categories of personnel entitled to subsist at government expense per reference (a).

2.  Cashier/headcount personnel duties are performed by the military.  Personnel assigned to this duty will:

    a.  Be in the appropriate uniform of the day, or as designated by the Messhall Manager.

    b.  Report to the Messhall Cash Collection Agent, before each meal for any special instructions.

    c.  Perform the meal signature supervisory duties per existing instructions, ensure all personnel show a Smart Card or Valid Meal Card (DD 714) and Armed Forces Identification Card (DD Form 2) or pay for meals before entering the serving line.

    d.  Compare the individual's identification card and meal card.  Report any discrepancies or difficulties to the cash collection agent.

    e.  Ensure that all personnel who are entitled to rations-in-kind complete the NAVMC 10789; SSN and command/unit are included.

    f.  Ensure meal verification records and cash meal payment sheets are prepared and submitted properly as shown in Figure 3-1.

3002.  RESPONSIBILITIES OF CASH COLLECTION AGENT
1.  The Cash Collection Agent shall be responsible to instruct cashier/headcount personnel on their duties and provide the required facilities and equipment.

2.  The Cash Collection Agent will conduct frequent observations to ensure procedures are followed, and report discrepancies to the Messhall Manager.
 

3.  Cooks or the meal verification supervisor will complete the NAVMC 10789, or pay cash for their meals.

3003.  MAN-DAY FED REPORT (NAVMC 565-1)  

1.  The Man-Day Fed Report (NAVMC 565-1) shall be prepared per MCFMIS.  The original computer generated form shall be forwarded to the Supply Officer for signature.  Retention of the Man-Day Fed Report original will be for a period of 90 days.  The officer who certifies the meal signature record, cannot certify the Man-Day Fed Report.
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2.  Date.  Enter the date the meal is served.

3.  Type of meal.  Check the applicable block, (breakfast, lunch, dinner, etc.).

4.  Category of Personnel.  Check the applicable block.  Extraordinary categories are explained in reference (a).  Use separate NAVMC 10789 to record each category of personnel.

5.  Social Security Number.  Enter the social security number as recorded on each individual's Meal Card DD 714.

6.  Command or Unit.  Enter the abbreviated title of the unit/organization to which the individual is attached (CSSG-3, 1st Marine Aircraft Wing Aviation Support Element, etc.).

7.  Certification.  Upon the conclusion of each meal, the meal card verifier will assemble the verification records in sequence by category of personnel, and draw a line diagonally through all unused spaces on each sheet.  Each verification record is certified and presented to the Cash Collection Agent.  The Cash Collection Agent shall ensure the Messhall Manager, and Messhall Officer's signature block is filled.  Before certifying the NAVMC 565-1, the Messhall Officer will sign the last page of the NAVMC 10789 for category and meal of each personnel.

8.  Disposition Instructions.  Attach NAVMC 10789 to the NAVMC 565-1 to support credits, and retain for 3 months per reference (a).

9.  Exception Procedures.  All personnel entitled to SIK shall complete the NAVMC 10789.  Exceptions to this process are in chapter 2 of reference (a).  When personnel subsist under the exception conditions, a block meals certification on the NAVMC 10789 will be made by the person responsible for feeding the group, as outlined below:

"I acknowledge receipt of                         meals this date which are for (must be numerical)_______________individuals who are entitled to SIK."

__________________________________________   _____       __________________                                                                    (Signature)                      (Rank)            (Organization)

Figure 3-1.--Sample of Meal Signature Record (NAVMC 10789).
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CHAPTER 4

SALE OF MEALS AND CONTROL OF FUNDS

SECTION 1:  SALE OF MEALS FROM THE ENLISTED MESSHALL

4101.  GENERAL.  Comply with the provisions of the current editions of references (a) and (f) regarding the sale of meals and control of funds derived from the messhall.

4102.  ENLISTED PERSONNEL ON COMMUTED RATIONS.  Enlisted personnel receiving separate allowance for subsistence (commuted rations), may purchase meals from the enlisted messhall.

4103.  MEAL RATES POLICY.  Per reference (j), the Office of the Secretary of Defense (OSD) has eliminated the requirement for personnel to individually pay a surcharge rate when subsisting in an appropriated fund messhall.  OSD has established two sets of meal rates.  These meal rates will apply only to certain categories of personnel exempted from paying the full meal rate by statutory laws.  These categories are identified below.  All other personnel will be charged the full meal rate for meals consumed at Marine Corps appropriated fund messhalls.

1.  Discount meal rate.  Listed below are persons authorized by statutory law to be charged the discounted meal rate. 

    a.  Dependents of E1 through E4.  Discount meal rates will be charged to spouses and other dependents of enlisted personnel in grades E1 through E4. Enlisted personnel in grades E1 through E4 receiving comrats/BAS will pay the full meal rate.

    b.  Youth groups.  Discount meal rates will be charged to members or organized non-profit youth groups sponsored at either the national or local level under agreements in effect on June 30, 1986, and permitted to eat in the messhall by the Installation Commander.

    c.  Field/sea operations, group travel, and Essential Unit Messing (EUM).  Discount meal rates will be charged to officers and federal civilian employees who are not receiving the meal portion of per diem and who are either:  

        (1) Performing duty on U.S. Government vessels.

        (2) On field duty [as defined in reference (k)].

        (3) In a group travel status.

        (4) Included in EUM [as defined in reference (k)].

*All officers and enlisted personnel drawing per diem are responsible to notify the cashier and are required to pay the full meal rate.
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4104.  SPECIAL OCCASIONS.  The CG, MCBH may authorize the sale of meals to foreign military, civilians, and youth groups who are visiting the activity in connection with inspections, surveys, entertainment, special events, orientation, or public relations programs.  Requests shall be submitted to the CG, MCBH Kaneohe Bay at least 10 working days before the occasion.  Specify the organization, length of time requiring subsistence, type of subsistence, and purpose for visit.  Special occasions do not justify a special menu.

4105.   DEPENDENTS, RELATIVES, GUESTS.  The CG, MCBH may authorize the sale of

prepared meals to dependents, relatives, and guests of military personnel authorized to subsist in the messhalls if such sales reflect realistic advantages in the form of good will, morale or better public relations.  The appropriate charges are in the current Marine Corps Bulletin series 10110.

4-4

SOP FOR FOOD SERVICE

CHAPTER 4

SALE OF MEALS AND CONTROL OF FUNDS

SECTION 2:  CONTROL OF MESSHALL FUNDS

4201.  APPOINTMENT AND CONTROL PROCEDURES
1.  The appointment of Collection Agents, and the control and safekeeping of messhall funds will be per references (a) and (f).

2.  A meal signature supervisor shall be provided monthly to the messhall by the following commands:  HQBN, MCBH (1); MCAF, MCBH (1); CSSG-3 (1); 3D Marine Regiment (1); ASEK (1); 1ST Radio Battalion (1).

3.  The Supply Officer, MCBH, Kaneohe Bay shall appoint a Cash Collection Agent and alternate to act under supervision of the FSO.

4202.  CHANGE FUND.  A change fund can be used from the previous days collections.  The change from patrons are used to curtail the accumulation of cash overages.  The drawing of a change fund from Disbursing is not authorized.

4203.  CASH MEAL PAYMENT SHEET (NAVMC 10298)
1.  Issue.  The Cash Collection Agent will obtain cash meal payment sheets (NAVMC 10298), from the FSO.  The Cash Collection Agent shall maintain a record of these payment sheets.

2.  Preparation of Payment Sheets.  Per reference (a), the Cash Collection Agent will issue and receive NAVMC 10298, from designated cashiers, to ensure the registers are prepared.

3.  Procedures for Turn-In of Funds.  The Cash Collection Agent is authorized to hold a maximum of $500.  All funds and supporting payment sheets for the day’s collection, will be turned into the Bank of Hawaii, MCBH at least once every other day Monday through Friday.  Accumulation of more than $500 during a single day requires additional turn-ins by the cash collection agent.  (The Cash Collection Agent shall receipt for the money on the original NAVMC 10298, and provide a cash receipt to the appropriate cashier).  The original copy of the payment sheets will be retained by the FSO and the copy is retained by the Cash Collection Agent.

4204.  QUARTERLY VERIFICATION OF RECORDS OF THE FOOD SERVICE COLLECTION AGENT.   A Verification Officer is appointed by the Supply Officer to conduct an unannounced quarterly verification of the NAVMC 10298 sheets, maintained by the Cash Collection Agent.  This verification will be conducted by the FSO at irregular intervals and includes records of business during the current quarter.  The Verification Officer is guided by reference (f), part C 041502-5.  Questions concerning the verification are referred to the FSO.  The Verification Officer will submit in writing results of the verification to the CG, MCBH, with a copy to the FSO.
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4205.  CASHIER/HEADCOUNT PROCEDURES.  A Messhall Cashier is appointed in writing by the Supply Officer to act under supervision of the Cash Collection agent.  The Messhall Cashier collects cash for the sale of meals and safe guards this money until it is turned over to the collection agent.  Meal signature supervisors shall be provided monthly to the messhall by the following commands: HQBN, MCBH (1); MCAF (1); CSSG-3 (1); 3D Marine Regiment (1); ASEK (1); 1st Radio Battalion (1).

1.  Cashier Duties
    a.  Collect funds derived from the sale of meals to mess patrons and contract employees.

    b.  Ensure paying or reimbursable patrons sign their names, rank, costs and exception code on the NAVMC 10298.  Obtain NAVMC 10298 from the Cash Collection Agent and return in numerical sequence.  Use a separate NAVMC 10298 for contract employees.  All employees pay before eating, and sign the cash meal payment sheet.  The NAVMC 10298 sheet used for contract employees is marked "FOR CONTRACT EMPLOYEES ONLY.” 

    c.  Meals are sold to military personnel only, except when specifically authorized in writing, by competent military authority, or verbal approval by the FSO.  All officers and civilians pay the full meal rate.  This does not include contract employees and dependents of military personnel in the pay grade of E-4 and below.

    d.  Cashiers are provided a safe for the exclusive use of government funds, which is accessible only to them.  The combination of the safe is known only to the designated cashier and will not be communicated to or placed in the custody of anyone else.  Funds collected from the sale of meals are not intermingled with other funds, nor will classified material be stored in the safes.

    e.  Limitations
        (1) Cashiers are authorized to have in their possession, public funds from the sale of meals not to exceed $500.  Cash from the sale of meals are turned into the Cash Collection Agent.  If adequate safekeeping facilities are not available, or the amount of collections exceed $500, the Cash Collection Agent is notified immediately.

        (2) All funds with supporting NAVMC 10298 are turned into the authorized Cash Collection Agent at least once each day and whenever collections exceed $500.  When more than one cashier is used, each cashier turns their funds over to the Cash Collection Agent.

        (3) Cashiers maintain accountability of all forms provided to them.  All lost forms or cash are reported immediately to the Cash Collection Agent.  Cash or payment sheets will not be left unattended.

2.  Head-count Procedures.  The following procedures apply to personnel authorized to eat at government expense meal card holders:

a. Personnel are required to present their meal card and Armed Forces

Identification Card (DD Form 2) for proper identification, before signing the NAVMC 10789 or consuming a meal.
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    b.  Once properly identified, they will sign the NAVMC 10789.  Each record is prepared per reference (a), which is provided by the Cash Collection Agent.

    c.  Personnel who do not have a meal card or money to pay for their meal, are not authorized to sign the NAVMC 10789 or NAVMC 10298.  Personnel who have lost their meal cards will be referred to the Messhall Manager or Chief Cook.  
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CHAPTER 5

SUBSISTENCE SUPPLY

5001.  GENERAL 

1.  Subsistence Supplies.  Subsistence supplies include those food items required for feeding authorized patrons and for issue or sale to organizations and activities authorized per reference (a).  Items authorized for stockage are in the current Federal Supply Catalog C8900-SL.

2.  Nonperishable Subsistence.  Nonperishable subsistence includes food items that do not spoil or deteriorate rapidly (canned, dried, dehydrated, etc.).  Under normal conditions the items are stored unrefrigerated.

3.  Perishable Subsistence.  Perishable subsistence includes food items that normally require controlled conditions of temperature (refrigerated) or humidity during transportation and storage.

5002.  LEVELS OF SUBSISTENCE SUPPLIES.  The authorized maximum level of supply for subsistence items in the mess hall is 10% of monetary credits, at the end of the quarterly accounting period.

5003.  MARINE CORPS FOOD MANAGEMENT INFORMATION SYSTEM (MCFMIS).  The use of the MCFMIS at MCBH is one of a combined food service office and messhall software system.  Guidance for MCFMIS use is in Volume 3, MCFMIS users guide.  Authorization to use MCFMIS must be appointed in writing from the Messhall Manager and must state all programs the appointee is authorized access.  Under no circumstances are these appointees authorized access to the program:  PRICES.  This will be done only by the Food Service Office.  A daily record by authorized personnel will be kept stating programs accessed and data inputted or exported.  Also a daily Savecost will be run at the end of each work day for seven consecutive days in case of system errors.  The Messhall will provide Food Service and Savecost at the end of each quarter, to keep on file.  The orders will be created in MCFMIS then taken to FSO for submission.

5004.  STORES II NT.  Subsistence Total Order and Receipt Electronic System for Windows NT.  This system is used to order and receive subsistence for the food service operation.  Subsistence orders must be submitted to Base Food Service no later than thirty minutes prior to the time STORES NT has to have orders sent by.  This will allow sufficient time to correct any errors that may occur.  The STORES NT clerk is responsible for making price changes in MCFMIS and is the only one authorized unless otherwise deemed by the FSO.  Guidance for daily operational procedure is in the STORES NT manual.
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5005. FLEET AND INDUSTRIAL SUPPLY CENTER (FISC), PEARL HARBOR, CURRENTLY REPLACED BY PRIME VENDOR CONTRACTOR 
1.  The Subsistence Chief/Messhall Manager will establish liaison with Prime Vendor Contractor (subsistence section) personnel.  Liaison will be made with Base FSO to obtain delivery via the STORES NT system.

2.  FORMS TO ACCOMPANY SHIPMENT.  Invoices will accompany shipment of all items received from the Prime Vendor Contractor, Open Vendor or Defense Subsistence Office (DSO), Pearl Harbor.  All invoices of items received must be signed legibly by personnel authorized to receive subsistence.  Requisitioning of items will be done by Base FSO via STORES NT.  The Prime Vendor Contractor will attempt to fill the order, if not able to fulfill the requisition an open vendor will be automatically selected to fill the order.  If that fails, the vendor should contact the Subsistance Chief or Messhall Manager and inquire about an acceptable replacement for the item or items not in stock.  If no acceptable replacement is found, the Subsistence Chief or Messhall Manager must submit an DD 1149 to Base Food Service.

5006.  LOCALLY PURCHASED SUBSISTENCE
1.  Local purchases of subsistence supplies, are done through the Prime Vendor Contractor.  Before receipt at the messhall, locally purchased subsistence are inspected by the Base Veterinarian.

2.  Receipts shall be retained for three years.

5007.  SHIPMENT DISCREPANCIES
1.  Discrepancies in shipment are the difference between the actual count of the incoming shipment, from that listed on the shipping document.

2.  Report discrepancies in shipments to the FSO.  The Food Service Clerk will initiate appropriate action on all discrepancies (quantity) received that differs from quantity contained on shipping documents, short or over, difference in billing, etc.  Forward discrepancy reports to Defense Supply Center Philadelphia (DSCP).  A copy is filed by the FSO and retained for use in the Subsistence Operational Analysis Report (NAVMC 10369) to substantiate the financial operation of the messhall MCFMIS program.

5008.  STORAGE OF SUBSISTENCE
1. Storage Guidance.  Storage is based on the availability of adequate storage

facilities designed to afford the normal range of protection for various types of food items.  Food service personnel must exercise special and continuous close surveillance over storage spaces to ensure that prescribed storage temperatures are constantly maintained to preclude damage to products stored.
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2.  Perishable Food Items.  Handle fresh and frozen food items expeditiously, to reduce their exposure to weather elements.  Keep free of foreign material that could cause spoilage.  Do not store citrus fruits, onions, tomatoes, cabbages, cantaloupe and celery with eggs or butter or in rooms where it is possible for odors from such fruits and vegetables to penetrate into eggs or butter.  Potentially hazardous food items, must be kept refrigerated at the proper temperature except when being prepared or served.  Cleanliness of refrigerated spaces helps to prevent the growth of mold or other decay causing organisms.  Excess stock of items decreases the efficiency of the cooling equipment, makes cleaning more difficult and leads to sanitation problems.  Stacking of items should start from the bulkheads and work inward toward the center.

3.  Semi-perishable Food Items.  Semi-perishable food items are regarded as nonperishable items, and do not require special care or protection storage.  Semi-perishable food items are not as susceptible to spillage as perishable food items, but spoilage can occur if the products are mishandled or improperly stored for excessive periods of time.  Excessive heat is the primary cause of accelerated spoilage in canned foods and are controlled by providing adequate ventilation.

5009.  REQUISITIONING, ISSUING, AND BILLING OF SUBSISTENCE
1.  Requisitioning Procedures.  Before requisitioning subsistence, forward a copy of all requisitions to the food service Fund Administrator Personnel (FAP).  The FAP will determine availability of funds prior to obligating funds for subsistence, and submitting requisitions to FISC.

2.  Issuing and Billing Procedures
    a.  Nonperishable and Perishable Subsistence.  When items are delivered to the messhall, the personnel authorized in writing to receipt for subsistence acknowledges weights and/or quantities of subsistence items received by signing the appropriate invoices.  Some items may be delivered by local vendors and must be inspected and stamped by the Base Veterinarian.  The copies of the invoices shall be used to update the DCA, fiscal report and INVVAL on the MCFMIS system used in the messhall.  The original invoices shall be maintained by the FSO.  All discrepancies noted are resolved with the FSO immediately.

    b.  Dairy Products and Bread Products.  Before acceptance at the messhall, these items are delivered by local vendors and must be inspected by the Base Veterinarian.  Messhall personnel are to verify packaging code dates and quantities of all vendor delivered products before acknowledging receipt.

    c.  Subsistence Received at the Messhall.  Subsistence is dated upon receipt.  Dates will be on the label side of containers or on the side of the case facing the isle.  Use the first-in, first-out system when issuing subsistence from storage areas.

3.  Holiday Schedules.  Coordinate with the Prime Vendor Contractor or local vendors, for special instructions covering deliveries during federal or local holiday periods.

4.  Emergency Issues.  Emergency issues for subsistence are made after coordination with the FSO and the Prime Vendor Contractor.
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CHAPTER 6

FOOD SERVICE PROPERTY CONTROL AND MAINTENANCE PROCEDURES

6001.  MISSION.  To purchase supplies through O&MMC, FPSE, and PSE funds and maintain control, requisitioning, and disposal of all garrison-type food service property in the messhalls at MCBH, Kaneohe Bay.

6002.  CLASSES OF SUPPLIES, PROPERTY, AND EQUIPMENT.  Food service supplies, property, and equipment are classified for accounting and control procedures as follows:

1.  Consumable Supplies.  Consumable supplies are those articles that are chemically or physically altered with use, to the extent they cannot be economically reused for their original purpose.  Consumable supplies are either consumed or lose their identity in the process of work or in the performance of services.  Office supplies, cleaning supplies, and paper products are examples of consumable supplies.

2.  Non-Consumable Supplies.  Non-consumable supplies are material or equipment that is not physically altered with use to such an extent that would preclude economical reuse for its original purpose.  Swabs, brooms, squeegees, knives, spatulas, colanders, and other cooking utensils are examples of such supplies.

6003.  CONTROL AND ALLOWANCES
1.  All food service and office type property used in the messhall shall be requisitioned and controlled by the FSO.

2.  Allowances for major pieces of equipment, such as plant account shall be requested by the FSO and approved by the Supply Officer, MCBH.

3.  Allowance for tableware is set fourth in the mess contract.  Changes to establish allowances are requested by the FSO.  The request shall be forwarded to the Contracting Officer Representative (COR) for the mess contract via Supply Officer, MCBH (LSG).

6004.  REQUISITIONING PROCEDURES
1.  Requisitions or Memorandum Requests.  All requisitions or memorandum requests are signed by the Responsible Officer (RO) or their authorized representative, before being submitted to the Base Property Control Officer (BPCO).

2.  Consumable and Non-Consumable Supplies.  Shopping lists for GSA supplies are prepared 2 days in advance on the Servmart shopping list (NAVSUP 1314) (See figure 6-1) and submitted to the Budget Assistant at the Supply Department.  The unit price of each item shall be entered in the left hand margin of the form.  Prior to going to GSA, pick up funding document (DD 1348) from Budget Assistant.  Shopping shall be done in the following precedence:  GSA Hickam and GSA Schofield.  Upon return from GSA, the shopper must report back to the Supply Department Budget Assistant, receipt should not exceed $2,500 per purchase. 
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3.  Equipment Components (Repair or Replacement Parts).  These items are requested by memorandum with all necessary information furnished to include, model number, serial number, plant account number, part number (if available), so the BPCO can properly order the part.

4.  Nonexpendable Supplies (Plant Account) and Controlled Expendable Property.  Items requiring replacement are requested by letter or memorandum with a brief justification.  Requests for additional or new food service equipment are submitted in the same format.

6005.  RECEIPT OF MATERIAL.  All supplies and equipment received by the RO or their designated representative will have quantity and condition verified at the time of receipt.  All discrepancies will be brought to the attention of the FSO immediately.

6006.  DISPOSAL OF PROPERTY
1.  Consumable Supplies.  Consumable supplies are dropped from the records at the time of issue.

2.  Minor Property.  Unserviceable minor property not requiring a limited technical inspection will be disposed of in the following manner:

    a.  The RO or authorized representative will deliver these items to the Property Control Warehouse, building 209 when directed, along with appropriate documentation for proper disposition.

    b.  The BPCO provides interim receipts for all property processed through the Property Control Office, using the release or receipt document (DD 1348-1).

3.  Plant Account Property.  Unserviceable plant account equipment are disposed of per the following:

    a.  The RO will prepare and submit a work request to the Facilities Department, via the FSO, requesting the item be inspected and condition coded assessed to determine the degree of serviceability.

    b.  Upon completion of the above inspection, the work request of serviceability will be returned to the FSO.

    c.  The BPCO will notify the RO and determine the date for turn-in of equipment.

    d.  The RO, or authorized representative will deliver the equipment to the Property Control Warehouse, building 209 for disposition when directed by the BPCO.

    e.  The RO will receive an interim receipt for all property processed through the BPCO.
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4.  All property for turn-in that is operated by gas, steam, or electricity, regardless of accounting classification, will have a limited technical inspection done before turn-in.

6007.  LOST, DAMAGED, OR DESTROYED NONEXPENDABLE PROPERTY
1.  All lost, damaged or destroyed nonexpendable property is accounted for per reference (d).

2.  Submit a letter (if applicable) requesting an investigation, as specified in reference (d).

3.  Upon approval of the investigation by the CG, MCBH credit is issued for lost or missing property.  If the item is damaged, it is turned into the FSO, with a limited technical inspection certified by maintenance personnel.

6008.  LOSS OR GAIN OF CONTROLLED EXPENDABLE PROPERTY
1.  Expendable property will be increased or decreased by using the release/receipt document (DD 1348-1), originating from the FSO.

2.  The FSO will assign a document number and issue an item credit on the form, using document identifier B9/B8.

3.  The RO will use this item receipt to adjust the records.  A missing, stolen, lost report shall be submitted on all serialized property.  Report symbol OPNAV 5500-1 is assigned to this report.

6009.  INVENTORIES
1.  ROs will inventory nonexpendable property (plant account) and controlled expendable property quarterly and upon change of RO.

2.  Accountable minor property inventory is verified by the COR and signed for by the Messhall Manager.  The original is turned into the FSO for review.

6010.  MAINTENANCE INSTRUCTION
1.  Work Request
    a.  In the interest of standardization and economy, all work for installing of equipment is forwarded to the FSO for review, consolidation, and project submission.

    b.  Routine maintenance requests are forwarded by the FSO using the following guidelines.

        (1) An original and three copies are required of the work request (NAVFAC 9-11014/20).
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        (2) The NAVFAC 9-11014/20 shall be dated and contain a point of contact (name and rank) and telephone extension.

        (3) The space for “Request No.” is filled in by Food Service Property Personnel.

        (4) The description of work requested contains sufficient information for the Facilities Department, to dispatch appropriate personnel and material to accomplish the work without additional visits to the messhall.

        (5) The following appears on the NAVFAC 11014/20 for both equipment repair and installation:

            (a) Plant account number.

            (b) Manufacturer’s name.

            (c) Model number.

            (d) Serial number.

            (e) Part number of repair part needed, if available.  

            (f) Plate information (voltage, amperage, etc.) from electrical equipment to be repaired.

2.  Trouble Calls.  Emergency type maintenance problems are reported to the Facilities Department, trouble desk, at 257-2380, giving the following information:

    a.  Building number.

    b.  Person reporting the emergency.

    c.  Telephone number.

    d.  No steam.

    e.  Failure of reefers to function properly.

    f.  Sewage stoppage.

    g.  Lack of heat.

    h.  Lack of hot water.

    i.  Fire, electrical hazards.

    j.  Any malfunction that may cause injury to personnel

3.  Maintenance of Dining Tables and Chairs
a. First echelon maintenance of dining tables and chairs are accomplished by the civilian mess contractor.
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 b.  Tables and chairs that become unserviceable and cannot be repaired by the mess contractor are turned into the Food Service Property for disposition.

4. Repair of Carbonated Beverage Dispensers.  Repair of carbonated beverage dispensers is accomplished by calling in the below listed information to Food Service Property Personnel:

    a.  Number of machines to be repaired and nature of complaint.

    b.  Serial number of each machine.

    c.  Location of machine (snack line, main line, satellite facility, etc.).

*NOTE:  Food Service Property Personnel shall contact the vendor.

6011.  EQUIPMENT MAINTENANCE RECORDS
1.  The Food Service Property Chief provides the RO an equipment maintenance record.  It will contain installation and service manuals on each major piece of equipment.  The records are signed for by the respective RO and maintained in the messhall files for reference by maintenance and food service personnel.

2.  When a piece of equipment breaks down, date, work order number or ticket number, and problem is entered on the equipment record.  When repairs are made, the date repaired is entered and the condition code is updated as a result of this repair.

6012.  OCCUPATIONAL CLOTHING
1.  The term “Occupational Clothing” pertains to clothing worn for work in the messhall.  Occupational clothing is worn per reference (l).

2.  All issues of occupational clothing are made per established allowances.  Maintenance of the clothing reflected on accountable records will be the responsibility of the RO.  Losses are replaced through the use of O&MMC funds.

3.  All occupational clothing is signed out to personnel not to exceed four sets per person.  A signed receipt is filed with the messhall records until the articles are returned to the Food Service Property Personnel.  Frequent inspections are made by the Property Chief to ensure that records are current and that clothing is being returned prior to personnel transferring.

4.  Care is exercised by supervisory personnel to prevent damage to occupational clothing, and to guard against its use for other than its intended purposes.

5.  Occupational clothing issued to messhall personnel is food service property and is not to be included in "mount out" gear or for use in the field.  When a messhall is closed, occupational clothing is returned to the Food Service Office.  The Food Service Office is responsible for laundering of all occupational clothing.
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6.  All soiled clothing is turned into the Food Service Property Office on Monday, Wednesday, and Friday.  Clothing is taken to Base Property Control before 1000 on Monday, Wednesday, and Friday by food service personnel.

7.  Name tags are worn by all food service personnel.  Food service provides one name tag per individual, upon a written request from the Mess Manager.

6013.  SELF-HELP PROJECTS.  All self help projects and equipment replacement are approved by the FSO.

6014.  MESSHALL O&MMC FUNDS.  O&MMC funds are controlled and monitored by the FSO.  These funds are to be used for the replacement of minor property and consumable supplies.  Generally, these funds are allocated before the first day of the quarter.  These funds are not to be used for the procurement of paper gear and equipment to support field operations or party rations.  Dishware and other controlled items are replaced by the FSO upon receipt of the monthly minor property inventories.

6015.  QUALITY DEFICIENCY REPORT (QDR).  The QDR from SF-368 is one of the most vital tools to assist in the correction of defective material.  The responsibility for submitting the QDR is with the personnel who are aware of defective food service equipment.  The reporting criteria are contained in the current edition of

reference (g).
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SERVMART SHOPPING LIST

DATE (Julian Date)

                                                 PAGE 1 OF 1

    COMMAND                                    REQUISITION NO.

    FUND CODE 

MCBH KANEOHE BAY        

     BQ                                        M003185151001

     NSN                DESCRIPTION            UI    QTY  UNIT

EXTEND      LOC                                 

0000 00 3506442         DIVERPAK               CO    40   13.24

529.60 S-04-SN

0000 00 3520425         ELITE II               CO    40   13.24

529.60 S-04-SN

0000 00 1137688         ZEROSPOT               GL    12   17.21 

206.52 S-13-1I       

0000 00 3506442         DIVERPAK               CO    40   13.24

529.60 S-04-SN 

0000 00 3520425         ELITE II               CO    40   13.24

529.60 S-04-SN

0000 00 1137688         ZEROSPOT               GL    12   17.21

206.52 S-13-1I

---------------------------------------------------------------------

TOTAL

THIS PAGE  7,938.31

---------------------------------------------------------------------

Figure 6-1.--Sample of Servmart Shopping List.
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CHAPTER 7

SAFETY AND DISPOSAL OF WASTE

SECTION 1:  SAFETY

7101.  OPERATING AND SAFETY INSTRUCTIONS.  Food service personnel are exposed to many safety hazards in the daily operation of food service equipment, and stringent safety precautions must be taken to eliminate potential hazards.  Operating instructions and safety precautions shall be prominently posted on or near each piece of equipment.  Food service property personnel shall furnish, or order upon request, operating safety instructions for food service equipment.  At all times, supervisors will follow provisions within reference (h) regarding specific safety regulations.  Supervisors refer to and enforce specific fire regulations per reference (i).

7102.  BASIC SAFETY MEASURES  

1.  The following safety measures are basic and are complied within the day-to-day operation of the messhall:

    a.  Electrical equipment will not be cleaned until the power has been turned off or the equipment unplugged.

    b.  Electrical equipment will not be cleaned with any type of hose or spray arm.

    c.  Water is not to be used to clean grills.

2.  Particular attention must be given to the use and storage of cleaning agents used in the messhall for specific and limited purposes (descaling compounds, disinfectants, detergents, etc.).  Such chemicals are properly identified and stored in areas separate from food areas in containers that do not come in contact with food.

    a.  Smoking is authorized on the outside of the building but only in the vicinity where there are red butt cans.

    b.  Do not operate deep fat fryers when grease is smoking.

    c.  Keep ventilating system (hoods) clean and free of grease. 

    d.  Check thermostats periodically and identify equipment with defective thermostats.

7103.  TRAINING OF PERSONNEL
1.  The Messhall Manager is responsible to ensure that adequate training is given to all personnel on the proper operating procedures and safety measures to be used while operating messhall equipment.

2.   The Messhall Manager provides a class of instruction in the proper operation of new food service equipment when it is provided to the messhall before the equipment is used.
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CHAPTER 7

SAFETY AND DISPOSAL OF WASTE

SECTION 2:  WASTE DISPOSAL

7201.  DISPOSAL OF FOOD GARBAGE, GREASE, AND USE OF WASTE PULPERS
1.  The following definitions are for food garbage:

    a.  Food Garbage.  Natural refuse of edible matter resulting from food preparation, table scraps, or decay.

    b.  Grease.  Edible fats, oils, and grease accumulation.

    c.  Trash.  Paper, glass, metal, and plastic.

2.  Disposition of Food Garbage
    a.  Food garbage is fed through the waste pulpers.  Typically, waste consists of cardboard, paper products and miscellaneous food wastes.  This pulp is placed directly into the bio-waste technology barrels.

    b.  The following materials are considered non-pulpable waste and will be placed in the dumpster:  unrinsed plastic, metal, metal containers, glass, china, wire, clam or oyster shells, large quantities of fabric (mop heads and towels, etc.), and food contaminated materials or waxed cardboard.

    c.  Trash is placed in dumpsters provided by the Facilities Department.

    d.  Grease must be cooled before being placed in the bio-waste barrels located in the walk-in cooler on the back dock.  Grease is not disposed of in the dumpster or the landfill.

7202.  RECYCLING.  The recycling center is located in building 132 and is opened for drop off Monday through Friday from 0730 to 1530.  No garbage, food contaminated materials, or carbon paper is accepted.  The following commodities are currently accepted at the recycling center:

1.  White Bond Paper.

2.  Computer Paper. 

3.  Aluminum Cans.

4.  Cardboard Boxes.

5.  Telephone Books (April Only).

6.  Ferrous and Non-Ferrous Metals.

* Recyclables are not permitted in the dumpsters.
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CHAPTER 8

TRAINING

8001.  GENERAL INFORMATION.  Food Service personnel will perform their duties only to the degree that they have been trained.  Eight hours of food service training in the field per month is essential.

8002.  SUPERVISED TECHNICAL TRAINING
1.  Supervised technical training is administered by the Messhall Manager or his direct representative and will incorporate the following:

    a.  Provide a lesson plan to the training Non-Commissioned Officer (NCO) and submit a training schedule to the Food Service Technician prior to the beginning of each month.

    b.  Ensure that field food service equipment is provided to support the food service training program.

    c.  Monitor classroom instructions to ensure that proper methods of instruction are utilized.

2.  Coordinate any special training requirements with the FSO.

    a.  Ensure the training NCO updates each Marine's training record, to include mess physicals and food handler certification cards. 

    b.  Provide the necessary handouts and manuals to conduct training on new food service equipment.

8003.  ON-THE-JOB TRAINING.  On-the-job training is given during work hours by the Messhall Manager and other members of the messhall staff.  On-the-job training must include supervised technical training and cross training.  The importance of such training programs cannot be overemphasized and will be expanded to include all aspects of the food service program where possible.  Throughout the training period, personnel to whom trainees have been assigned will exercise close supervision over the activities of the trainees needs for detailed instruction.
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CHAPTER 9

CIVILIAN MESSMEN CONTRACT

9001.  GENERAL.  Civilian mess attendants are employed in Anderson Hall through a commercial contract.  This contract is administered and monitored by the CG, MCBH (LS).

9002.  SCOPE OF WORK.  The contractor provides all personnel supervision and other service necessary to perform mess attendant services in building 1089 at MCBH, Kaneohe Bay.  Scope of work is listed in attachment 1, appendix J-2A.  Specific information concerning the performance of the mess contract is in contract N00604-94-C-0066.

9003.  COMMUNICATION WITH THE CONTRACTOR
1.  Mess Hall Personnel.  Messhall operational and management personnel may communicate with the contractor through designated contract supervisors.  Such communication is restricted to accomplishment of routine requirements and in no way alter the requirements or the intent of the contract.  Maximum use of Chief Cook briefings and debriefings, pro-guide (cooks work sheet), and pre-prep sheets (produce requirement sheet) are encouraged when communicating with contract supervisors, emergency situations excluded.  Contract modifications:  additional feeding requirements, messhall closures, changes in meal hours, etc., are coordinated only by the FSO and COR.

2.  Contracting Officer's Representative (COR).  The COR may communicate with the contractor or designated representatives subject to contract authority.

9004.  INSPECTIONS.  Inspection of contractor performance is accomplished by the COR or Quality Assurance Evaluator (QAE) subject to terms of the contract.  Only those defects observed by the QAE/COR during scheduled inspections constitute cause for deducting points from contractor's compliance score.  Such defects may be reinforced by customer complaints, whether verbal or written.

9005.  CUSTOMER COMPLAINT RECORD.  Customer complaints are submitted in writing to the FSO, MCBH using a customer compliant record.  These forms are available at the COR's Office and Food Service Office.  Verbal complaints may be made to the FSO. 

9006.  MEDICAL EXAMINATIONS.  All civilian mess attendants are required to obtain a medical examination as specified by the contract. 

9007.  ADDITIONAL INFORMATION.  For any additional information contact the Food Service Office, building 1089, telephone number 257-3509 or the COR, building 1089, telephone number 257-9590.
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CHAPTER 10

PROCEDURES FOR DESTRUCTIVE WEATHER READINESS

10001.  GENERAL.  Reference (m) directs that certain steps be taken in response to various storm conditions/destructive weather, to include drawing of emergency rations from CSSG-3.

10002.  UTILIZATION OF MESSHALL
1.  Anderson Hall will remain open to serve meals, until otherwise directed by the CG, MCBH.  The FSO, MCBH, and Messhall Officer will establish an emergency work crew to man the messhall.

2.  If Anderson Hall is designated as a shelter for displaced families, and meals are not to be served, the Family Service Center Representative is responsible to coordinate the distribution of MRE's.

3.  Per reference (a), military personnel and their dependents, Department of Defense (DoD) civilian personnel working or residing aboard MCBH, Kaneohe Bay who are displaced due to destructive weather or other declared emergencies may purchase meals from the enlisted messhall. 
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