SUPPLY AFLOAT
PLANNER




This calendar is published as an aid in assisting afloat supply
officers in managing and prioritizing workload. This is a generic
checklist and is not to be used as a substitute for current U. S.
Navy, NAVSUP, TYCOM or any other regulations or instructions.

Feedback should be submitted to the following:

COMMANDING OFFICER
NAVY SUPPLY CORPS SCHOOL
CODE 35
1425 PRINCE AVE
ATHENS, GA 30606-2205
OR VIA SALTS:

NSCS ATHENS GA MAR

POC: LT M. AGARWAL DSN: 354-7277, COMM: (706) 354-7277,



NAVY SUPPLY CORPS SCHOOL ACADEMIC DEPARTMENT

Navy Supply Corps School provides logistics training in the areas of Supply, Transportation, Maintenance, and other
Logistics services to Department of Defense and International personnel. Courses are taught in Athens and at locations
around the world utilizing the Mobile Training Team (MTT) and Video Tele-Training (VTT) concepts. The following 32
courses are taught by NSCS to meet your training needs:

- Supply Officer Basic Qualification Course - Weekend Supply & SNAP II Refresher Training

- Supply Officer Department Head Course - Senior International Officer Supply Basic Course

- International Officer Supply Course Orientation - Principles of Inventory Control

- Marine Reserve Aviation Supply Training - Introduction to Transportation Management

- Joint Aviation Supply & Maintenance Material - Transportation of Hazardous Material
Management (JASMMM) - Transportation of Hazardous Material for

- Commanding Officer’s JASMMM Trainers/Supervisors

- Uniform Automated Data Processing System 2 - Recertification in Transportation & Storage of

- Marine Aviation Supply Officer Qualification Hazardous Material

- Senior Supply Officer Department Head Course - Warehouse Operations

- Supply Indoctrination for Line Officers - MILSTAMP Over, Short & Damaged Procedures

- Marine Aircraft Group Fiscal Officer Course - SNAP II Supply & Financial Management (SFM) System

- Aviation Supply Short Course for Marines Supervisor

- Fleet & Industrial Supply Center & Industrial - Shipboard Uniform Automated Data Processing
Activity Management System-Real Time

- Reserve Supply Management Afloat Refresher - Aviation Logistics Tactical Information Systems
Training Technician

- Introduction to Expeditionary Logistics - Intermediate Leadership Continuum Course

- Supply Corps Officer Basic Qualification Course- - Basic Leadership Continuum Course

Naval Reserve

Detailed course information and schedules can be found on the Navy Supply Corps School Web page:

www.nscs.cnet.navy.mil



SUPPLY MANAGEMENT PULSE POINTS FOR LARGE AFLOAT PLATFORM:

Dai l y:

- St ock Control
Li sting

- Suspense Matri x

-1 PF2 and | PF3

- OWES Mai nt enance
Interface

-NALCOM S Interface

-Ofload Listings

-Recei pts In Process
Li sting

-1 BS

- ZCC Rel ease

-Daily TIR

(Transaction item

Reporti ng)

- MFCS

Revi ew

Weekl y:

- Aut omat i ¢ Reor der

Li stings
-DI 100 Fi nanci al

( Dumy)
- SAMWW SAL (DI 008)
-DLR DI 054/ RTFAUDI T
- Revi ew End Use/ DBOF

-DTO due w Mat’|
Report (DI 071)

OH

Bi - Mont hl y:

- BMF Audi t

- BRF Audi t

-Aut omati ¢ Fol | ow up
(DI 072)

Mont hl y:

- Change Notice Tape

- Fi nanci al BORS ( MSG)
-DI 100 Fi nanci al s
(Live)

-207/ FI R Tape

-RTM S Tape Report 61

- FLEET Fast Pay

-DLR DI 054/ RTFAUDI T

-MSSR (DI 009)

-MsSL (DI 080)

- AVCAL/ AVNMAI NT Tape

-Internal MOV (Dl 056)

- TYCOM Pul se Poi nts

- SMVART/ SFOEDL
Processi ng

- Excess Dues CANX Annual | y:
(DI 045)
- Physi cal O fl oad -Control | ed Equi page
-TYCOM Level s for | nvent ory
CV s/ L-ships - Annual Program Funds
( APF)
-End of Fiscal Year
Funds Recapture
- Annual I nventory
Schedul e
- Annual | SSOT Request
Quarterly: -Obligate all
conti nui ng service
-External MOV Cycle contracts
- Revi ew LMZ/ ARRC/ | RC - Unf unded
Limt Flags Requi r enent s/ Phased

- Updat e Annual Fin Repl acenent

Managenent Pl an - Annual Price Change
-TYCOM Level s for Tape
CV s/ L ships - Annual Fi nanci al

Managenent Pl an

- FMSO' BMF Recon
(E-38)

-DI 100 FY CLOSE- QUT

Sem - Annual | y:

- Sem - Annual
SAMWA/ SAL Report
(DI 008)



SUPPLY MANAGEMENT PULSE POINTS FOR SMALL ALFOAT PLATFORM:

Dail y:

Snap |l Reports:

Tech Edit

Spot Inv Cat 1

Spot Inv Cat 2

Revi ew MOF:

PRI 01-03

Updat e CASREP -
St at us

Val i dati on of Bi
Cut st andi ng Regns. -
Revi ew OPTAR Bal ance
Spot Inventories

(SI M DLR)

Revi ew DLR Suspense
File

Order DTO

Requi rement s

Pendi ng St ock

Defi ci enci es

NON- RFI DLR Shi pnent
Log

Expendi ture Record
Log

Pendi ng Survey Log
Revi ew ESL/ SFW

-Mont hly:

Snap Il Reports:

I nventory Transaction
Ledger

OPTAR Doc Transnittal
Budget Status

S&E bl i gati ons
Transmittal

- System Back-up Mont hl y:
- Snap Il Reports:
Weekl y: Mechani zed BOR
-  Review MOF: A/ B Sunmary
PRI 04-08 Message BOR

RPPO Tr ai ni ng

Revi ew Budget St at
Reorder SRl Regs

SK Trai ni ng

Fi el d Day Spaces

Revi ew Fl eet COSAL
Feedback Reports
Snap Il Reports:

Reor der Revi ew

Requi rements Listing

SEAS Transnittal
Letter & Listing
Regn. File Listing
| ssue Listing

GBI /LBl Reports
Regn. File History
Li sting

CQut st andi ng Regn.
with Status

Q

Budget
(FYTD)
Mont hl'y
Ef f ecti veness Report
SRF Exception Report
LOGVARS Locati on Rpt
Stock Status Listing
Supply Mgt Report to
Commandi ng O ficer
AV PUK Defi ciency
Report (LAMPS)

AV PUK DLR Shi pnent
Report (LAMPS)

Revi ew MOF:

PRI 09-15
I nt er nal
SFOEDLS
AQULS
COSAL Mai nt enance/
ASI Tapes

St at us Report

MoV

arterly:

Ext ernal MOV

MAMS | nvent ory

Updat e Fi nanci al
Managenent Pl an
HAZMAT St or age
Locati on Check

Snap Il Reports:

STK Recor d/ STK Due
d obal Level Setting

STK Location
SFM Access Li st
Mast er Stock Status
- Prepare/ Subnit
Fi nanci al Managenent
Pl an Updat es
- DMs Processing

Semi - Annual | y:

- SIMlInventory

- DLR I nventory

- MAMS | nventory

- SNAP Il Reports:
Exception Listing

Annual | y:

- Shi pwi de HAZNVAT
I nventory

- Controll ed Equi page
| nventory

- Presentation Silver
I nventory

- SNAP Il Reports:
Budget Data for
(End of FY)

- Classified Materi al
I nventory

- Annual Financi al
Managenent Pl an

FY



FOOD SERVICE MANAGEMENT PULSE POINTS

Dai | y:

- Review NS 1282

- Review NS 1090

- Audit Receipts

- Review Heat Stress
Logs

- Review Reefer Tenp
Logs

- Review NS 338

- Revi ew Equi pnent
St at us

- Wal k through Spaces

- Update 8 O cl ocks

- Leading M5 Sanitation
I nspection

- Check Suggestion Box

- Review Meal Sanpl e
Reports

Weekl y:

- Inventory Mess Gear

- Conduct In-Rate
Training for Mss

- Review Loss wo
Survey (NS 1334)

- Subnit PBA4T Inputs

- Update PV Catal og

- FSO Sanitation
I nspections

- Menu Pl anni ng Board

- Conduct spot
i nventory (5% of all
line items * focus on
hi gh val ue, fast

noving itens)

Mont hl y:

Post Monthly Sunmmary
of Mess Deck
Suggestions fromthe
crew.

Menu Revi ew Boar d
Supply Mgt Report to
Commandi ng O ficer
Conpl ete NS 1359
(Submit by 5th of
fol |l owi ng nont h)
Conduct sanitation
training for FSAs

Cl oseout and Rei ssue
I ndefinite Delivery
Purchase Orders

Revi ew NS 1336

Revi ew NS 367

VS/ FSA of Month

NS 1544/ 1046 Audit
Ensure Med. conpl etes
Sanitation Inspection

Every 90 Days and
Sept enber

Wall to wall
| nvent ory
Ensure Al Food up-to-

dat e

Quarterly:

| mpl enent new
NAVSUPNOTE 7330
Update HI/LO linits
Revi ew Consumabl es
Identify Speci al
Menus and Submt to
Commandi ng O ficer
Revi ew M5/ FSA Job
Rot ati on
Check for
NAVSUP 476
Revi ew CSMP

newest

Semi - Annual | y:

Revi ew Cycl e Menu
Revi ew M5 Trai ni ng
Pl an

Revi ew expired food

st ocks and extension

of shelf life

Annual | y:

TB Test for FS

Per sonnel

Request NFMI Visit
Sanitation training
for all Mss

Send copy of NS-1359

to NSCS (30 Sept)
Menu t o NAVFSSO
Dietician for review
(Not required if

usi ng CAMP program)
Revi ew LMA Checkl i st
Presentation Silver

I nvent ory



RETAIL OPERATIONS MANAGEMENT PULSE POINTS

Dai | y:

- Val k through al
spaces
- Check sanitation of
| aundry and
bar ber shop
- Perform ROM I |
Dayback
Update 8 O cl ocks
with sales figures
and equi prent st atus

Bi - ekl y:

- Audit entries on al
NS 469/ 470s and
initial.

Weekl y:

- Print and audit
BO1/ 05 Report

- PerformROM I I
dayback and keep AO

- Audit and initial
Laundry | ogs

- Audit and initial
Heat Stress Logs

- Spot check Bul k
St or er oom

- Spot check prices in
retail outlets

- (Observe a cash

col |l ection

Moni t or
accompl i shment of
PMS on your

equi pnent

Check contents of
SSA- 21

Audi t procurenent,
recei pt, expenditure
and breakout
docunent s

Verify lock and
security requirenent
Conduct fol | ow up
action with vendors
Conpar e NS469
entries with totals
Posted in ROM |

Mont hl y:

Print and revi ew ROM
security access
listing

Check al

conbi nati on

envel opes

Cash Audit Board
audits conbi ned
change funds

Put PCD not e about
cl osing ships store
for inventory

Print and review
mont hl'y supply

denmand revi ew
- Send receipt
transmttal to DFAS -
- Process Unmat ched
Expendi ture Listing
and mail to DFAS
- Review stock turn
- Prepare Managenent
report for the C QO
- Prepare Cash Sal es
(DD Form 1149)
- Inventory
- Audit 469/470
cl oseout s
- Verify contents of
SSA files
- Revi ew cust oner
service surveys
Each Accounting Peri od

Annual | y:

Send copy of NC 153
to NSCS (30 Sept)

- Cenerate Excess
Stock Listing

- Check | evels of Cost
of Ops supplies

- Generate NC 153 and
records cl oseout

- Rotate personne

- Print and review | MR

- Update H /Lo Limts

- Review sales history
and trends

- Standards of conduct
training



DISBURSING MANAGEMENT PULSE POINTS

Dai |l y:

Cash Col |l ecti ons
Deposit as required
Prepare DD 2657

Has a DD 2671 been
mai nt ai ned for ATM
Term nal 99
Transmt al
payrolls

Col l ect all bl ank
Treasury checks

Cl ose Money Order
busi ness

Transmt all
docunents to DFAS
Print ATM Master
Fil e Report discard
previ ous day
Docunent al
unvoucher ed
transacti ons on
Jour nal Voucher
Agents and Deputies
turn in vouchers and
funds using DD 1081

Weekl y:

Check status of
probl em pay accounts
Check deposits in
excess of 30 days
Have ATMs been

bal anced?

Check ATM | edger
total s and account
file totals with ATM
system

Check for
undel i ver abl e checks
> 60 days

Take action on al

di shonored checks
Revi ew DFAS
Transacti on

Exenpti on Report
Check cash on hand
Deposit Cashed
Checks

Conduct Post al

I nspection

Mont hl y:

I nventory uni ssued
ATM car ds

Verify Saf ekeeping
Deposits

Perf orm LES
reconciliation

DI SBO reconcil es PRA
account s

Di sbo audits 10 PFRs
Check PMS on ATMs
Destroy voi ded
checks/ Print

menor andum

Deposit cancel | ed
checks prior to the
25th of the nonth

Purge all dormant
and cl osed accounts
from ATM

Print and Distribute
ATM St at enents and
LES

Audit noney orders

and postal accounts
Mai |l financi al
returns

Transmt check issue
data to DAO

Transmt Message
Report Statenent of
Accountability (Iast
busi ness day of

nont h)

Supply Myt Report to
Conmmandi ng O fi cer
Print Log On/Log Of
Report

Revi ew Qut st andi ng
Di shonor ed Checks

Quarterly:

Sur pri se Cash
Verification
(Random)

Submt ATM Suspense
Account Report to
DAO

I nventory Treasury
checks

Submit Quarterly
Audi t

Sem - Annual | y:

Change conbi nati ons
Change conputer
passwor ds

Cash review letter
from CO (APR/ OCT) or
as needed for

depl oynent

Update Letters of
Aut hority (APR/ OCT)
Backup ATM
statenents and

saf ekeepi ng out si de
Di sbur si ng

Annual | y:

On-Site Exami nation
Di stribute Ws

One copy of DD 2666
SF 1219, and SF 1179
forwarded to NSCS
for period ending 30
Sept enber

Request Assist Visit



POSTAL OPERATIONS MANAGEMENT PULSE POINTS

Dail y:

Money Order Report
Mai | Routing MSG
(when required)
Submi ssi on of Meter
Funds (if
appl i cabl e)

| ncom ng/ Qut goi ng
Mai | Processed
Security of Spaces
Mai nt ai ned
Directory Service
Conpl ete
Account abl e Mai
secure (Required
si gnat ur es
compl et ed)

W ndow Cl erk Self
Audi t

Bal ance Regi stered
Mai |

Weekl y:

Revi ew post al
requi renents

| nspect post al
spaces

Check mail call | ogs
Hold in-rate
training

Conpl et e Post al
Check i st

Mont hl y:

Mont hly Surprise
Audit (random
unschedul ed,
unannounced)
Revi ew the fol |l owi ng
forms during audit:
PS 3368

PS 17

DD 2259

PS 1590

PS 3369

DD 885

PS 6019

PS 3806 OR 3877
Hol d Mail Orderly
training

Revi ew PS Form 17
for stanp/ noney
order requisitions
Cl ose out Mbdney
Order Reports for
nont h

Quarterly:

Submit Audit Reports

within 5 working days

after

audi t

Annual ;

Schedul e Post al

Advi sor Assessnent
Change safe conbo

Cl ean out Post al
files

bt ai n aut hori zation
to increase stanp

st ock val ue (Pre-
depl oynent)



Dai | y:

- Create your “To Do”

LEADERSHIP PULSE POINTS

Mont hl y:

- Prepare PQS/ Training

M d- Ter m Counsel i ng

FI TREP Schedul e

Li st report A=Active T=TAR
| =l nacti ve Active (USN)
- Inspect Division at - Spot check training E7-E8 ........ 15 Sep
Quarters records Jan — 06(ATlI) E1/E2/ES3 EQ ........... 15 Apr
Feb — 05(AT) QW1- CW2 . .30 Sep
- Wl k through all - Review Electrical Mar — O5(1), 04(Tl), QW3- W4 . 31 Mar
your spaces Saf ety Checks due E8, E7, OQ2(Tl), ENS ..... .31 May
0L(TI), WL/ 2(A) LTIG .28 Feb
- Review berthing - Hold sea bag Apr — 04(A), 03(TIl) LT .......... 31 Jan
di screpanci es i nspections May — E6 LCOR ......... 31 Cct
Jun - COR .......... 31 Aug
Weekl y: Quarterly: Jul - 03(A) CAPT ......... 31 Jul
- PBAT Inputs to Aug — Q2( A
Depart nent Head - Review all training Sep - WA(ATI), WB(ATI), TAR Reserve
records/job rotation WL/ 2(Tl), ES5, CW2-CwW4. .. .. 31 Mar
- Review future Cct - E9 ENS ...... . . 30 Sep
| oadout requirenents - ldentify future Nov — 01(A) LTIG ...... . .30 Sep
t rai ni ng/ school Dec — E4 LT ... oL 31 Cct
- DCI 3- M Spot checks requirenments LCDR ......... 30 Sep
CDR (TAR) . 31 Aug
- Set/evaluate goals Sem - Annual | y: CDR (Cther) .. 30 Sep
for division (short/ Eval Schedul e CAPT ......... 31 Jul
long term - Conduct performance
reviews with all Acti vel TAR/ Reser ve
Bi - Mont hl y: your personnel El-E3 .. 15 Jul
Annual | y: E4 ..... 15 Jun
- Review Division E5 ..ot 15 Mar
O ficer Notebook - Review all service E6 ........... 15 Nov
- Verify PQS and records

Trai ni ng progress



2

« DO YOU HAVE VALENTINE'S
DAY MERCHANDISE ON
ORDER?

« SECURITY WALK-THRU OF
SPACES

9- SPOT CHECK FOOD
SERVICE INVENTORIES
« AUDIT NS 469 BI-WEEKLY
« HAVE YOU CHOSEN FSA &
MS OF THE QUARTER?

16

« ANY OUTSTANDING
TRAVEL CLAIMS?

« SPOT CHECK FOOD
SERVICE INVENTORIES
* FSA SANITATION
TRAINING

23

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« SPOT CHECK BULK
STOREROOM

30

« INVENTORY ENTIRE SHIP
STORE OPERATION

3

« SPOT CHECK FOOD
SERVICE INVENTORIES

* REVIEW NS 367 & NS 133
« DECORATE STORE FOR
MLK DAY

10

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* ARE FOOD SERVICE
RECEIPTS & ISSUES BEING
POSTED TO THE NS 335s

17

« AUDIT LAUNDRY LOGS
« REVIEW CUSTOMER SURVEYS

24

« END OF ACCOUNTING PERIOD
MARKDOWNS

« SPOT CHECK FOOD SERVICE
INVENTORIES

31

*« TURN ALL REPORTS DUE
THIS MONTH.

January 200X

+ IS NS 1359 PREPARED
& EMAILED?

« SPOT CHECK SHIP
STORE INVENTORIES

11

THINK NEY !!!

« SPOT CHECK BULK
STOREROOM

18

* CHECK PARS FOR
ADVANCEMENT QUALS.

« SPOT CHECK SHIP STORE
INVENTORIES

« INSPECT DIVISION AT
QUARTERS

* SELECT MS/FSA OF THE
MONTH

« CHECKING ACCOUNT
RETURNS DUE

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

12

« ARE DISBURSING LOGS
UP-TO-DATE?

19

« HAVE YOUR ATMs
BALANCED EACH WEEK?

26

« PROCESS UMEL
« DESTORY VOIDED CHECKS

JANUARY HOLIDAYS:

“ NEW YEARS’S DAY
“ MARTIN LUTHER
KING’S BIRTHDAY

* ARE ALL MATERIAL
DISCREPANCIES FIXED IN
BERTHING AREAS?

* CHANGE S4 SAFE
COMBINATIONS

13

« PREPARE EXCESS STOCK
LISTING

« SECURITY WALK-THRU OF
SPACES

20

*ARE YOU ROTATING YOUR
PERSONNEL?
« DESTORY VOIDED CHECKS

« PRINT ROM II SECURITY
ACCESS LIST

« SECURITY WALK THRU OF
SPACES

DUE THIS MONTH:

« O3/LT FITREP

« (E1,E2,E3) COUNSELING
« MENU REVIEW BOARD
MEETING

7

« INSPECT DIVISION AT
QUARTERS

« FIELD DAY S2 STROREROOMS
« UPDATE DISHONORED CHECK

LIST

14

« MESS TREASURER PAYS
FOOD SERVICE OFFICER

21

« INVENTORY MONEY ORDERS

« AUDIT 10 TRAVEL CLAIMS

« PREPARE MONTHLY BOR

« REVIEW ALL JOBS ON SHIP’S
CSMP

1 NEW YEAR'S DAY

« REVIEW ICR WITH SUPPO
« SPOT CHECK S-3 INV

« DIVISIONAL IN-RATE
TRAINING

« DELIEVER FINANCIAL
RETURNS TO DFAS

8

« SPOT CHECK S-3 INV

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
« SECURITY WALK THRU
OF SPACES

15 PAYDAY

* REVIEW NS 1334

22

« SCHEDULE S3 END OF
ACCOUTNING PERIOD
INVENTORY

29

« DIVO NOTEBOOK UP-TO-
DATE?




1

« FIELD DAY S2 STOREROOMS
« SECURITY WALK-THRU OF
SPACES

« DELIEVER FINANCIAL
RETURNS TO DFAS

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

17

*FSA SANITATION TRAINING
* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« AUDIT 10 TRAVEL CLAIMS

2

« SPOT CHECK FOOD
SERVICE INVENTORIES

* REVIEW NS 367 & NS 133
+ INSPECT DIVISION AT
QUARTERS

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* ARE FOOD SERVICE
RECEIPTS & ISSUES BEING
POSTED TO THE NS 335s

18

« REVIEW CUSTOMER SURVEYS

« INSPECT DIVISION AT
QUARTERS
« DESTORY VOIDED CHECKS

25

« END OF MONTH MARKDOWNS
+ SPOT CHECK BULK
STOREROOM

* SPOT CHECK FOOD SERVICE
INVENTORIES

February 200X

« IS NS 1359 PREPARED
& EMAILED?

« SPOT CHECK SHIP
STORE INVENTORIES

12

« ARE AUOLS AND SFOEDLS
PROCESSED?
« AUDIT LAUNDRY LOGS

19

*SPOT CHECK SHIP STORE
INVENTORIES

26

* SELECT MS/FSA OF THE
MONTH
« PROCESS UMEL

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

«AUDIT THE NS 469 BI-
WEEKLY

13

« ARE DISBURSING LOGS UP-
TO-DATE?

*INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

20

*SPOT CHECK FOOD
SERVICE INVENTORIES
* ARE YOU ROTATING
YOUR PERSONNEL?

27

« PRINT ROM II SECURITY
ACCESS LIST

*<INVENTORY ENTIRE SHIP
STORE OPERATION

« SECURITY WALK THRU OF
SPACES

FEBRUARY HOLIDAYS:

“ VALENTINE’S DAY
< PRESEIDENT’S DAY

* REVIEW SSA FILES

+« DECORATE SHIP’S
STORE FOR VALENTINE’S
DAY OR PRESEIDENT’S
DAY

14

*SECURITY WALK-THRU OF
SPACES

« MESS TREASURER PAYS
FOOD SERVICE OFFICER

*« ANY OUTSTANDING TRAVEL
CLAIMS

21

« REVIEW SMI CHECKLIST

28

*PREPARE MONTHLY BOR
« REVIEW ALL JOBS ON SHIP’S
CSMP

« O2/LTIG FITREP

« MENU REVIEW BOARD
MEETING

*CDR MID-TERM COUNSELING

6

DIVISIONAL IN-RATE TRAINING

UPDATE DISHONORED CHECK « IS DIVISION OFFICER’S

IST NOTEBOOK UP-TO-DATE?
*ARE E4-E6 READY FOR
ADVANCEMENT EXAM IN
MARCH?

15 PAYDAY 16

* REVIEW NS 1334
IS ALL DEGRADED/OOC

D S .
SPOT CHECK BULK EQUIPMENT DOCUMENTED?

STOREROOM

22 23

+ SCHEDULE S3 END OF

+ INVENTORY MONEY ORDERS [l MONTH INVENTORY

: + INVENTORY UNISSUED
ATM CARDS

29

LEAP YEAR ONLY * TURN ALL REPORTS DUE

THIS MONTH.




March 200X

DUE THIS MONTH:
MARCH HOLIDAYS: HAVE YOU HAD

« CWO3/4 FITREP YOUR SURPRISE

< ST PATRICK’S DAY « MENU REVIEW BOARD CASH

MEETING
«E5 EVALS VERFICATION

« E7-E8 & CW01/2 MIDTERM AUDIT?
COUNSELING

1 2 3 4 5 6 7

+ ISNS 1359 PREPARED & + CO’S MONTHLY REPORT . e T e DIVISIONAL IN-RATE TRAINING
« DELIEVER FINANCIAL « INSPECT DIVISION AT EMAILED? ) o « SEND BILL TO MESS - SPOT CHECK SHIP STORE + IS DIVISION OFFICER’S
RETURNS TO DFAS QUARTERS * FIELD DAY S2 STOREROOMS TREASURER INVENTORIES NOTEBOOK UP-TO-DATE?
« SCHEDULE QUARTERLY + UPDATE HIGH/LOW LIMITS * SECURITY WALK-THRU OF « REVIEW MONEY ;Zi{(\)i(f]'j\,"h'\,(ﬁ((;sltg ARE FOOD SERVICE RECEIPTS & + REVIEW NS 1334
FOOD SERVICE INVENTORY FOR S2 SPACES REQUIREMENTS FOR BOTH * ) : SSUES BEING POSTED TO THE
PAYDAYS

8 11 12 13 14 15 raypay 16

o « ARE DISBURSING LOGS UP-  SECURITY WALK-THRU OF
+ SPOT CHECK FOOD * SPOT CHECK SHIP STORE « AUDIT THE NS 469 BI-WEEKLY [ TO-DATE? ) * CHANGE S2 SAFE
SERVICE INVENTORIES MERCHANDISE PRICES

+ ANY OUTSTANDING TRAVEL « INSPECT DIVISION AT MESS TREASURER PAYS FOOD COMBINATION
« INVENTORY TREASURY s i D CLAIMS QUARTERS ' MESS TREASURE R + UPDATE DISHONORED CHECK
CHECKS FOOD SERVICE SANITATION MS

FSA SANITATION TRAINING ERVICE OFFICER LIST
INSPECTION T ’ . ’ SPOT CHECK BULK
STOREROOM

17 18 19 20 23

* FSA SANITATION « REVIEW CUSTOMER SURVEYS *SPOT CHECK SHIP STORE « INVENTORY MONEY *SPOT CHECK FOOD SERVICE « SCHEDULE S3 END OF
TRAINING « INSPECT DIVISION AT INVENTORIES ()RDFi%S : ) INVENTORIES MONTH INVENTORY

* HAVE YOUR ATMs QUARTERS « REVIEW NS 367 & NS 1334 -’AUD‘IT LAUNDRY LOGS * ARE YOU ROTATING YOUR « INVENTORY UNISSUED
BALANCED EACH WEEK? « DESTORY VOIDED CHECKS : PERSONNEL? ATM CARDS

24 25 26 27 28 29 30

« HAVE THE REPORTS DUE * SPOT CHECK BULK * SELECT MS/FSA OF THE « SECURITY WALK THRU OF REVIEW ALL JOBS ON SHIP’S « INVENTORY ENTIRE
THIS MONTH BEEN STOREROOM MONTH SPACES § . y

. o - . A SHIP STORE OPERATION
COMPLETED? * SPOT CHECK FOOD SERVICE « PROCESS UMEL « CHECK FOOD SERVICE BN T , J— ,
« AUDIT 10 TRAVEL CLAIMS INVENTORIES STOREROOMS FOR OUT- IFWT}“”&?“ SECURITY PREPARE MONTHLY BOR
DATED STOCK ACCESS LIST

31

*« TURN ALL REPORTS DUE
THIS MONTH.




1

« APRIL FOOL’S DAY

« INSPECT DIVISION AT
QUARTERS

« UPDATE LETTERS OF
AUTHORITY

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

<« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION
TRAINING

* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« AUDIT 10 TRAVEL CLAIMS

2

« SECURITY WALK-THRU OF
SPACES

« ANY CAP NOMINATIONS?
« AUDIT THE NS 469 BI-
WEEKLY

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* FOOD SERVICE
SANITATION INSPECTION

18

* REVIEW CUSTOMER SURVEYS
« INSPECT DIVISION AT
QUARTERS

« DESTORY VOIDED CHECKS

25

* SPOT CHECK BULK
STOREROOM

* SPOT CHECK FOOD SERVICE
INVENTORIES

April 200X

3

« IS NS 1359 PREPARED &
EMAILED?
« FIELD DAY S2 STOREROOMS

12

*« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES

« REVIEW NS 367 & NS 133¢
« ARE YOUR SPACES ZONE
INSPECTION READY?

26

* SELECT MS/FSA OF THE

MONTH

« REVIEW SMI CHECKLIST
« PRINT ROM II SECURITY
ACCESS LIST

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS

» AUDIT THE NS 469 BI-
WEEKLY

27

« SECURITY WALK THRU OF
SPACES

« CHECK FOOD SERVICE
STOREROOMS FOR OUT-
DATED STOCK

APRIL HOLIDAYS:

< EASTER

5

*SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

SECURITY WALK-THRU OF

MESS TREASURER PAYS FOOD
SERVICE OFFICER

*SPOT CHECK FOOD SERVICE
INVENTORIES

* ARE YOU ROTATING YOUR
PERSONNEL?

« AUDIT LAUNDRY LOGS

28

« REVIEW ALL JOBS ON SHIP’S
CSMP
« PROCESS UMEL

DUE THIS MONTH:

« E-9 FITREP

« MENU REVIEW BOARD
MEETING

* 0-4 MIDTERM COUNSELING

6

ARE FOOD SERVICE RECEIPTS &
SSUES BEING POSTED TO THE

S 335s

PAYDAY

15

« UPDATE DISHONORED CHECK
LIST

22

« HAS THE ANNUAL
RADIOACTIVE MATERIAL
INSPECTION COMPELETED?

29

* INVENTORY ENTIRE
SHIP STORE OPERATION
* PREPARE MONTHLY BOR

DON’T FORGET
DAYLIGHT
SAVINGS TIME !!!!

7

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
« REVIEW NS 1334

16

« ARE ALL MATERIAL
DISCREPANCIES FIXED IN
BERTHING AREAS?

23

« SCHEDULE S3 END OF
MONTH INVENTORY

« INVENTORY UNISSUED
ATM CARDS

30

*« TURN ALL REPORTS DUE
THIS MONTH.




1

« INSPECT DIVISION AT
QUARTERS

« UPDATE LETTERS OF
AUTHORITY

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION
TRAINING

* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« AUDIT 10 TRAVEL CLAIMS

31

*« TURN ALL REPORTS DUE
THIS MONTH.

2

« SECURITY WALK-THRU OF
SPACES

« AUDIT THE NS 469 BI-
WEEKLY

« PROCESS AUOLS/SFOEDL

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* FOOD SERVICE
SANITATION INSPECTION

18

« REVIEW CUSTOMER SURVEYS
« INSPECT DIVISION AT
QUARTERS

« DESTORY VOIDED CHECKS

« DECORATE SHIP STORE FOR
MEMORIAL DAY

25

* SPOT CHECK BULK
STOREROOM

* SPOT CHECK FOOD SERVICE
INVENTORIES

3

« IS NS 1359 PREPARED &
EMAILED?

« FIELD DAY S2 STOREROOMS
* DECORATE SHIP STORE FOR
MOTHER’S DAY

12

*« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES
« REVIEW NS 367 & NS 1334

26

» SELECT MS/FSA OF THE MONTH
* REVIEW SMI CHECKLIST

* PREPARE FOR END OF
ACCOUNTING PERIOD
INVENTORY

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS
» AUDIT THE NS 469 BI-
WEEKLY

27

« SECURITY WALK THRU OF
SPACES

« CHECK FOOD SERVICE
STOREROOMS FOR OUT-
DATED STOCK

MAY HOLIDAYS:

« CINCO DE MAYO
“ MOTHER’S DAY
« MEMORIAL DAY

5

*SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

SECURITY WALK-THRU OF

MESS TREASURER PAYS FOOD

SERVICE OFFICER

*SPOT CHECK FOOD SERVICE
INVENTORIES

* ARE YOU ROTATING YOUR
PERSONNEL?

« AUDIT LAUNDRY LOGS

28

*REVIEW ALL JOBS ON SHIP’S
CSMP
« PROCESS UMEL

DUE THIS MONTH:

« O-1 FITREP

« E-6 MIDTERM COUNSELING
« MENU REVIEW BOARD
MEETING

6

ARE FOOD SERVICE RECEIPTS &
SSUES BEING POSTED TO THE

S 335s

PAYDAY

15

« UPDATE DISHONORED CHECK

LIST

22

« HAS THE ANNUAL
RADIOACTIVE MATERIAL
INSPECTION COMPELETED?

29

PRINT ROM II SECURITY
ACCESS LIST

7

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
« REVIEW NS 1334

16

« ARE ALL MATERIAL
DISCREPANCIES FIXED IN
BERTHING AREAS?

23

« SCHEDULE S3 END OF
MONTH INVENTORY

« INVENTORY UNISSUED
ATM CARDS

30

« INVENTORY ENTIRE
SHIP STORE OPERATION
* PREPARE MONTHLY BOR




1

« INSPECT DIVISION AT
QUARTERS

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION
TRAINING

* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« AUDIT 10 TRAVEL CLAIMS

2

« SECURITY WALK-THRU OF
SPACES

« AUDIT THE NS 469 BI-
WEEKLY

« REVIEW ICR WITH SUPPO

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* FOOD SERVICE
SANITATION INSPECTION

18

« INSPECT DIVISION AT
QUARTERS

« DESTORY VOIDED CHECKS
« CHECK FOOD SERVICE

STOREROOMS FOR OUT-DATED

STOCK

25

« SPOT CHECK BULK
STOREROOM

« SPOT CHECK FOOD SERVICE
INVENTORIES

+ IS GMT BEING COMPLETED?

June 200X

3

« IS NS 1359 PREPARED &
EMAILED?

« FIELD DAY S2 STOREROOMS
* DECORATE SHIP’S STORE
FOR FATHER’S DAY

12

*« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES
« REVIEW NS 367 & NS 1334

* SELECT MS/FSA OF THE
MONTH

« IS ALL OOC EQUIPMENT
DOCUMENTED?

« DECORATE SHIP’S STORE FOR

4™ OF JULY

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS
» AUDIT THE NS 469 BI-
WEEKLY

27

« SECURITY WALK THRU OF
SPACES

JUNE HOLIDAYS:

« FATHER’S DAY

5

* SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

« SECURITY WALK-THRU OF
SPACES

* MESS TREASURER PAYS
FOOD SERVICE OFFICER

21

* SPOT CHECK FOOD SERVICE
INVENTORIES
« AUDIT LAUNDRY LOGS

28

« REVIEW ALL JOBS ON SHIP’S
CSMP

« PROCESS UMEL

« PRINT ROM II SECURITY
ACCESS LIST

DUE THIS MONTH:

«E-4 EVALS
« MENU REVIEW BOARD
MEETING

6

* ARE FOOD SERVICE RECEIPTS
& ISSUES BEING POSTED TO

I'HE NS 335s

15 PAYDAY

« UPDATE DISHONORED CHECK

LIST

29

* PREPARE MONTHLY BOR

« INVENTORY ENTIRE

SHIP STORE OPERATION

HAVE YOU HAD
YOUR
SURPRISE

CASH
VERFICATION
AUDIT?

7

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
« REVIEW NS 1334

16

« ARE ALL MATERIAL
DISCREPANCIES FIXED IN
BERTHING AREAS?

23

« SCHEDULE S3 END OF
MONTH INVENTORY

« INVENTORY UNISSUED
ATM CARDS

30

*« TURN ALL REPORTS DUE
THIS MONTH.




1

« INSPECT DIVISION AT
QUARTERS

« UPDATE LETTERS OF
AUTHORITY

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

<« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION TRAINING
* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« AUDIT 10 TRAVEL CLAIMS

31

*« TURN ALL REPORTS DUE
THIS MONTH.

2

« SECURITY WALK-THRU OF
SPACES

« AUDIT THE NS 469 BI-
WEEKLY

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* FOOD SERVICE
SANITATION INSPECTION

18

« INSPECT DIVISION AT
QUARTERS
« DESTORY VOIDED CHECKS

25

« SPOT CHECK BULK
STOREROOM

« SPOT CHECK FOOD SERVICE
INVENTORIES

3

« IS NS 1359 PREPARED &
EMAILED?
« FIELD DAY S2 STOREROOMS

12

*« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES
« REVIEW NS 367 & NS 1334

26

* SELECT MS/FSA OF THE
MONTH

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS
» AUDIT THE NS 469 BI-
WEEKLY

27

« SECURITY WALK THRU OF
SPACES

« CHECK FOOD SERVICE
STOREROOMS FOR OUT-
DATED STOCK

JULY HOLIDAYS:

“ 4™ OF JULY

5

*SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

SECURITY WALK-THRU OF

MESS TREASURER PAYS FOOD

SERVICE OFFICER

* SPOT CHECK FOOD SERVICE
INVENTORIES

* ARE YOU ROTATING YOUR
PERSONNEL?

« AUDIT LAUNDRY LOGS

28

*REVIEW ALL JOBS ON SHIP’S
CSMP
« PROCESS UMEL

DUE THIS MONTH:

« E-1/2/3 EVALS

« 0-3 MIDTERM COUNSELING
« MENU REVIEW BOARD
MEETING

6

ARE FOOD SERVICE RECEIPTS &
SSUES BEING POSTED TO THE

S 335s

PAYDAY

15

« UPDATE DISHONORED CHECK

LIST

29

PRINT ROM II SECURITY
ACCESS LIST

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
« REVIEW NS 1334

16

« ARE ALL MATERIAL
DISCREPANCIES FIXED IN
BERTHING AREAS?

23

« SCHEDULE S3 END OF
MONTH INVENTORY

« INVENTORY UNISSUED
ATM CARDS

30

« INVENTORY ENTIRE
SHIP STORE OPERATION
* PREPARE MONTHLY BOR




1

« INSPECT DIVISION AT
QUARTERS

« PREPARE ANNUAL
FINANCIAL MGT PLAN FOR
NEXT FY

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

<« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION TRAINING
* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« AUDIT 10 TRAVEL CLAIMS

31

*« TURN ALL REPORTS DUE
THIS MONTH.

2

« SECURITY WALK-THRU OF
SPACES

« AUDIT THE NS 469 BI-
WEEKLY

* SCHEDULE INTERNAL MOV

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* FOOD SERVICE
SANITATION INSPECTION

18

« INSPECT DIVISION AT
QUARTERS
« DESTORY VOIDED CHECKS

« ENSURE MONIES AUDIT ARE

CONDUCTED QRTLY

25

« SPOT CHECK BULK
STOREROOM

« SPOT CHECK FOOD SERVICE
INVENTORIES

3

« IS NS 1359 PREPARED &
EMAILED?

« FIELD DAY S2 STOREROOMS
* REVIEW ICR WITH SUPPO

12

*« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES
« REVIEW NS 367 & NS 1334

26

* SELECT MS/FSA OF THE
MONTH

« REVIEW SMI CHECKLIST

« DECORATE SHIP’S STORE FOR
LABOR DAY

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS
» AUDIT THE NS 469 BI-
WEEKLY

27

« SECURITY WALK THRU OF
SPACES

« CHECK FOOD SERVICE
STOREROOMS FOR OUT-
DATED STOCK

AUGUST HOLIDAYS:

5

* SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

« SECURITY WALK-THRU OF
SPACES

* MESS TREASURER PAYS FOOD
SERVICE OFFICER

21

* SPOT CHECK FOOD SERVICE
INVENTORIES

* ARE YOU ROTATING YOUR
PERSONNEL?

« AUDIT LAUNDRY LOGS

28

*REVIEW ALL JOBS ON SHIP’S
CSMP
« PROCESS UMEL

DUE THIS MONTH:

« O-5 FITREP

« 0-2 MIDTERM COUNSELING
« MENU REVIEW BOARD
MEETING

6

* ARE FOOD SERVICE RECEIPTS

& ISSUES BEING POSTED TO THH

NS 335s
PAYDAY

15

« UPDATE DISHONORED CHECK
LIST

PREPARE EXCESS STOCK LIST

29

PRINT ROM II SECURITY
ACCESS LIST

HAVE YOU
RESPONDED
TO THE
LATEST MOV
REQUEST?

7

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
« REVIEW NS 1334

23

« SCHEDULE S3 END OF
MONTH INVENTORY

« INVENTORY UNISSUED
ATM CARDS

30

« INVENTORY ENTIRE
SHIP STORE OPERATION
* PREPARE MONTHLY BOR




1

« INSPECT DIVISION AT
QUARTERS

« UPDATE HIGH/LOW LIMITS
FOR S2 STOCK

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION
TRAINING

* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« AUDIT 10 TRAVEL CLAIMS

2

« SECURITY WALK-THRU OF
SPACES

« TAKE END OF ACCOUTNING
PERIOD MARKDOWNS

« FIELD DAY S2 STOREROOMS

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* FOOD SERVICE
SANITATION INSPECTION

18

« INSPECT DIVISION AT
QUARTERS

« DESTORY VOIDED CHECKS

« CHECK FOOD SERVICE
STOREROOMS FOR OUT-DATED
STOCK

25

« SPOT CHECK BULK
STOREROOM

« SPOT CHECK FOOD SERVICE
INVENTORIES

eptember 200X

3

« IS NS 1359 PREPARED &
EMAILED?

* SCHEDULE FOOD SERVICE
QUARTERLY INVENTORY

« AUDIT THE NS 469 BI-WEEKLY

12

« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES
« REVIEW NS 367 & NS 1334

26

* SELECT MS/FSA OF THE
MONTH

« IS EQUIPMENT COSAL
SUPPORTED?

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS
» AUDIT THE NS 469 BI-
WEEKLY

27

« SECURITY WALK THRU OF
SPACES

SEPTEMBER HOLIDAYS

“ LABOR DAY

5

* SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

« SECURITY WALK-THRU OF
SPACES

« MESS TREASURER PAYS
FOOD SERVICE OFFICER

21

* SPOT CHECK FOOD SERVICE
INVENTORIES
« AUDIT LAUNDRY LOGS

28

« REVIEW ALL JOBS ON SHIP’S
CSMP

« PROCESS UMEL

« PRINT ROM II SECURITY
ACCESS LIST

DUE THIS MONTH:

« W-1/2 FITREP

« E-7/8 EVALS

* W-3/4 & E-5 MIDTERM
COUNSELING

« MENU REVIEW BOARD
MEETING

6

* ARE FOOD SERVICE RECEIPTS

& ISSUES BEING POSTED TO
I'HE NS 335s

PAYDAY

15

« UPDATE DISHONORED CHECK

LIST

22

INVENTORY UNISSUED ATM
CARDS

29

* PREPARE MONTHLY BOR
« INVENTORY ENTIRE
SHIP STORE OPERATION

E4/5/6 EXAM

* DOES THE SHIP
NEED AN ASSIST
VISIT?

7

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
« REVIEW NS 1334

16

« ARE ALL MATERIAL
DISCREPANCIES FIXED IN
BERTHING AREAS?

23

« SCHEDULE S3 END OF
ACCOUNTING PERIOD
INVENTORY

30

*« TURN ALL REPORTS DUE
THIS MONTH.

LAST DAY OF FISCAL
YEAR




1

« INSPECT DIVISION AT
QUARTERS

« FOOD SERVICE SANITATION
INSPECTION

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

<« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION TRAINING
* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE
THIS MONTH BEEN
COMPLETED?

« AUDIT 10 TRAVEL CLAIMS

31

*« TURN ALL REPORTS DUE
THIS MONTH.

2

« SECURITY WALK-THRU OF
SPACES

« AUDIT THE NS 469 BI-
WEEKLY

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* ARE YOU ROTATING YOUR
PERSONNEL?

18

« INSPECT DIVISION AT
QUARTERS
« DESTORY VOIDED CHECKS

25

« SPOT CHECK BULK
STOREROOM

« SPOT CHECK FOOD SERVICE
INVENTORIES

October 200X

3

« IS NS 1359 PREPARED &
EMAILED?

« FIELD DAY S2 STOREROOMS
* REVIEW ICR WITH SUPPO

12

*« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES
« REVIEW NS 367 & NS 1334

26

* SELECT MS/FSA OF THE
MONTH

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS
» AUDIT THE NS 469 BI-
WEEKLY

27

« SECURITY WALK THRU OF
SPACES

« ARE VENDING MACHINCES
IN GOOD REPAIR?

OCTOBER HOLIDAYS:

« COLUMBUS DAY
< HALLOWEEN

5

* SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

« SECURITY WALK-THRU OF
SPACES

* MESS TREASURER PAYS FOOD

SERVICE OFFICER

21

* SPOT CHECK FOOD SERVICE
INVENTORIES
*AUDIT LAUNDRY LOGS

28

*REVIEW ALL JOBS ON SHIP’S
CSMP
« PROCESS UMEL

15

DUE THIS MONTH:

« O-4 FITREP

« E-9 MIDTERM COUNSELING
« MENU REVIEW BOARD
MEETING

6

* ARE FOOD SERVICE RECEIPTS

& ISSUES BEING POSTED TO THH

NS 335s

PAYDAY

« UPDATE DISHONORED CHECK
LIST

REVIEW SMI CHECKLIST

29

PRINT ROM II SECURITY
ACCESS LIST

DAYLIGHT
SAVINGS ENDS

THINK NEY !!!!!

7

* DECORATE SHIP’S
STORE FOR HALLOWEEN

16

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
* REVIEW NS 133¢

23

« SCHEDULE S3 END OF
MONTH INVENTORY

« INVENTORY UNISSUED
ATM CARDS

30

« INVENTORY ENTIRE
SHIP STORE OPERATION
* PREPARE MONTHLY BOR




1

« INSPECT DIVISION AT
QUARTERS

« HAS SHIP’S STORE STOCK
BEEN ORDERED FOR
CHRISTMAS?

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION
TRAINING

* HAVE YOUR ATMs
BALANCED EACH WEEK?

24

« HAVE THE REPORTS DUE THIS
MONTH BEEN COMPLETED?
« AUDIT 10 TRAVEL CLAIMS

* SELECT MS/FSA OF THE MONTH

2

« SECURITY WALK-THRU OF
SPACES

« AUDIT THE NS 469 BI-
WEEKLY

« REVIEW ICR WITH SUPPO

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* FOOD SERVICE
SANITATION INSPECTION

18

« INSPECT DIVISION AT
QUARTERS
« DESTORY VOIDED CHECKS

25

« SPOT CHECK BULK
STOREROOM

« SPOT CHECK FOOD SERVICE
INVENTORIES

November 200X

NOVEMBER HOLIDAYS:

3

« IS NS 1359 PREPARED &
EMAILED?

« FIELD DAY S2 STOREROOMS
* DECORATE SHIP’S STORE
FOR THANKSGIVING DAY

12

*« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES
« REVIEW NS 367 & NS 1334

26

« SECURITY WALK THRU OF
SPACES

« PROCESS UMEL

« PRINT ROM II SECURITY
ACCESS LIST

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS
» AUDIT THE NS 469 BI-
WEEKLY

27

* PREPARE MONTHLY BOR
« INVENTORY ENTIRE
SHIP STORE OPERATION

“ VETERAN’S DAY

< THANKSGIVING DAY

5

* SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

« SECURITY WALK-THRU OF
SPACES

* MESS TREASURER PAYS
FOOD SERVICE OFFICER

21

* SPOT CHECK FOOD SERVICE

INVENTORIES
« AUDIT LAUNDRY LOGS

DUE THIS MONTH:

«E-6 EVALS

« O-1 MIDTERM COUNSELING
« MENU REVIEW BOARD
MEETING

6 7

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
« REVIEW NS 1334

* ARE FOOD SERVICE RECEIPTS
& ISSUES BEING POSTED TO
I'HE NS 335s

PAYDAY

15 16

* REVIEW CUSTOMER
SURVEYS

« UPDATE DISHONORED CHECK

LIST

23

« SCHEDULE S3 END OF
MONTH INVENTORY

« INVENTORY UNISSUED
ATM CARDS

30

*« TURN ALL REPORTS DUE
THIS MONTH.




1

« INSPECT DIVISION AT
QUARTERS

« FOOD SERVICE SANITATION
INSPECTION

8

« SPOT CHECK FOOD
SERVICE INVENTORIES

<« INVENTORY TREASURY
CHECKS

17

* FSA SANITATION TRAINING
* HAVE YOUR ATMs
BALANCED EACH WEEK?

31

*« TURN ALL REPORTS DUE
THIS MONTH.

2

« SECURITY WALK-THRU OF
SPACES

« AUDIT THE NS 469 BI-
WEEKLY

11

* SPOT CHECK SHIP STORE
MERCHANDISE PRICES

* ARE YOU ROTATING YOUR
PERSONNEL?

18

« INSPECT DIVISION AT
QUARTERS
« DESTORY VOIDED CHECKS

December 200X

3

« IS NS 1359 PREPARED &
EMAILED?

« FIELD DAY S2 STOREROOMS
* REVIEW ICR WITH SUPPO

12

*« ANY OUTSTANDING TRAVEL
CLAIMS

« SPOT CHECK BULK
STOREROOM

19

« SPOT CHECK SHIP STORE
INVENTORIES

« REVIEW NS 367 & NS 133¢

+ AUDIT 10 TRAVEL CLAIMS

26

* SELECT MS/FSA OF THE
MONTH

« REORDER TREASURY
CHECKS

4

« CO’S MONTHLY REPORT
« SEND BILL TO MESS
TREASURER

+ SPOT CHECK SHIP STORE
INVENTORIES

13

« ARE DISBURSING LOGS UP-
TO-DATE?

« INSPECT DIVISION AT
QUARTERS

* FSA SANITATION TRAINING

*« INVENTORY MONEY
ORDERS
» AUDIT THE NS 469 BI-
WEEKLY

27

« SECURITY WALK THRU OF
SPACES

« ARE VENDING MACHINCES
IN GOOD REPAIR?

DECEMBER HOLIDAYS:

< CHRISTMAS DAY
< HANUKKAH
< KWANZAA

5

* SPOT CHECK FOOD
SERVICE INVENTORIES
* DIVISIONAL IN-RATE
TRAINING

14

« SECURITY WALK-THRU OF
SPACES

* MESS TREASURER PAYS FOOD
SERVICE OFFICER

21

* SPOT CHECK FOOD SERVICE
INVENTORIES
*AUDIT LAUNDRY LOGS

28

*REVIEW ALL JOBS ON SHIP’S
CSMP
« PROCESS UMEL

DUE THIS MONTH:

« E-4 MIDTERM COUNSELING
« MENU REVIEW BOARD
MEETING

6

* ARE FOOD SERVICE RECEIPTS

& ISSUES BEING POSTED TO THH

NS 335s

PAYDAY

15

« UPDATE DISHONORED CHECK
LIST

22

HAVE THE REPORTS DUE THIS
MONTH BEEN COMPLETED?

29

PRINT ROM II SECURITY
ACCESS LIST

THINK NEY !!!!!

7

* DECORATE SHIP’S
STORE FOR HALLOWEEN

16

« IS DIVISION OFFICER’S
NOTEBOOK UP-TO-DATE?
* REVIEW NS 133¢

23

« SCHEDULE S3 END OF
MONTH INVENTORY

« INVENTORY UNISSUED
ATM CARDS

30

« INVENTORY ENTIRE
SHIP STORE OPERATION
* PREPARE MONTHLY BOR
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