REVISION 4 FOR MCFMIS OPERATIONS

EFFECTIVE 1 JAN 02       


1.  All Mess Halls/Food Service Offices (FSO) will use standard guidance provided 

below.  A copy of these procedures will be filed and retained in the Publications Library.  Changes/updates to guidance contained in CMC Msg 291611Z Oct 01 and this SOP will be made and incorporated into this SOP by HQ’s (LFS-4).  This is a read file only.  

2.  Retention/deletion of MCFMIS data:  Mess halls are required to retain the current and

two prior quarters of MCFMIS data in the history file.  FSO must also retain backup data necessary as supporting documents to soar and all subsistence receipt documents (reflecting food actually received and signed for) for a period of 2 years.  All supporting documents may be stored on diskettes.

a.  Retention of Mess Hall Information within MCFMIS:
(1) Mcpurge

     (a)
Daily Cost Analysis

2 quarters + current quarter

     (b)  
Daily Headcount

2 quarters + current quarter

     (c)
Inventory History

1 year minimum

(2) Pricechg 



2 quarters + current quarter


       
(3) Menpurge



3 cycles

                   
(4) Histdate



6 months

                   
(5) Ordpurge



2 quarters + current quarter


       
(6) Issupurg



2 quarters + current quarter

                   
(7) Tranpurg



1 quarter + current quarter

b.  Retention of Mess Hall Paperwork:


(1) Daily Cost analysis

3 months + current month in daily folder
      (2) Invcost (inventory cost)

3 months + current month in daily folder
      (3) Man-Day Fed Report

3 months + current month in daily folder
      (4) Meal Verification Sheet

3 months + current month in daily folder
      (5) Cash Meal Payment sheet

3 months + current month in daily folder
      (6) Food Cost

3 months + current month in daily folder
      (7) Subsistence Receipts

3 months + current month in daily folder
      (8) Rcvrpt (receive reports)

3 months + current month in daily folder

      (9) Issuerpt (issue reports)

3 months + current month in daily folder
      (10) Prefrpt (pref history report)
3 months + current month in daily folder
      (11) Physical inv worksheet

3 months + current month in daily folder
      (12) Invtrans (inventory transfer)
3 months + current month in daily folder
      (13) Letters of Adjustment

3 months + current month in daily folder

      (







14) MCFMIS appointment ltr.
2 previous appointments + current

 
(15) Proguide (production guide)
Discard after data entry in REALCNT

      (16) Picklist



Discard after data entry in ISSUEMAN

 
(17) Preprep



Completion of consumption day

      (18) Menqua/Recqua


Completion of day

      (19) Ordpo (purchase orders)

Until delivery date

      (20) Ordguide



Completion of orders


c. To establish and standardize daily paperwork to be kept on file (daily folder), the

following documents will be retained: 

          (1) Daily Folder Checklist

(2) Daily Cost Analysis (DCA)

(3) Inventory Cost (INVCOST) w/ingredient listing

(4) Man-Day Fed Report

(5) Meal Verification Record Sheets NAVMC 10789

(6) Cash Meal Payment sheets NAVMC 10298

(7) Food Cost

(8) Vendor Bills/True Bills

(9) Receive Reports (RCVRPT)
(10) Issue Reports (ISSUERPT)
(10) 
 (11) Preference Reports (PREFRPT)
1. 
(12) Physical Inventory Worksheet (PHYSRPT)
3.  Use of MCFMIS computers for other programs:  FSO/Mess Halls are authorized to load additional work related programs onto the MCFMIS computers.  Installation of additional programs MUST NOT INTERFERE WITH OR IMPEDE the operation of MCFMIS software in any way.  It is also IMPERATIVE that all additional programs/files be virus tested prior to loading onto the MCFMIS computer.   Email/internet programs can be loaded onto MCFMIS computers. When available, data transfer via email attachment is the preferred method of transferring data over modem RXTX or via diskette. 
4.  Requisitioning of Subsistence:  The mess hall must use the ORDGUIDE program to

determine the amount of subsistence to be requisitioned.  The ORDGUIDE program calculates subsistence requirements through the headcounts associated with menu items within a user-specified date range, against the amount of subsistence on-hand and the amount to be used in production between the time of requisition and its delivery to the mess hall.  The calculated requisition amounts are then held in the ORDENTRY program for review and modification.  Requisitions (orders) are uploaded from mess halls to FSO.  The FSO must run the combined requisition program COMBREQ to produce a hard copy of individual orders.  COMBREQ will also produce an ASCII file of the order placed in the format used by STORES II.  The ASCII file containing the requisitions can be transmitted to STORES electronically through a network (if available) or via diskette.

5.  Reconciliation of Bills:  


a.  True billing documents and receipts posted by mess hall must be reconciled between

the FSO and the mess hall.  Previous plus current quarters documents related to this reconciliation must be retained.

b.  The FOODCOST program is an excellent tool for reconciliation between FSO and

mess hall.  Selecting “yes” for totals only information can retrieve the ingredient history, for receipts posted by the mess hall.  If the totals do not match for a vendor, then the detailed report can be run and each line item verified.  Because of the date-sensitivity of the program, it is important that corrections made in FASTRCV be annotated in both daily folders (the initial system date error occurred and the system date error was corrected).  This will aide in the tracking of adjustments.

6.  Menu Management:
a.  FSO must analyze the master menu financially and nutritionally using the MCFMIS menu costing and nutritional analysis programs (MENTOTAL, MENRPT, MENRANAL and RECANAL) as outlined in the Users Guide.  Menu costing will be used to assist the FSO in determining budget requirements and cost effectiveness of the master menu.  A hard copy of the master menu must be provided to all mess halls.  The nutritional analysis program will be used in conjunction with assistance from local dietitian, if available.  Dietary info will be posted conspicuously for mess hall patrons to review.

b.  Menu Changes:  The MENMAN/MENCHG programs are the primary databases for all menu files.  When a menu has been altered, ensure that the original menu is re-established to coincide with the Master Menu.
c.  Production Programs:  The MCFMIS mess hall and combo Users Guides provide detailed guidance on the use of various production programs.  The majority of the guidance provided is clear and self-explanatory.  However in a continuing effort to ensure consistency in the use of MCFMIS, further guidance on the use of several production programs are provided.
(1)  PROGUIDE:  The PROGUIDE program provides a list of all recipes and various portion sizes required for production of selected menus, meals, and dates.  PROGUIDE’s will be printed out daily, by production area, and for each meal period.  Once the products have been prepared, the quantities prepared, served, and leftovers will be entered in REALCOUNT as post meal history for future forecasting.

(2)  PICKLIST:  The PICKLIST program provides a breakout list of all items necessary to produce the selected menu and meal.  The Users Guide provides an option of printing a separate breakout list for each production area and/or one consolidated breakout list.  Large mess halls with more than one production area will print out and issue a separate PICKLIST (breakout list) for each production area.

(3)  PREPEP:  The PREPREP program provides an advance listing of items and quantities required for advance preparation for specific dates and or meals.  The PREPREP program will be used daily, not only for the produce requirements, but for the meat breakouts as well.  It is very important to have the appropriate PREPREP information assigned to each individual ingredient within the INGMAN program.  The menu label (MENLABEL) program must be used in conjunction with PREPREP for an itemized produce requirement sheet.  This separates all individual requirements by product and/or meal.

7.  Ingredient Management:  

a.  Ingredients used in recipes must be built into the MCFMIS database at the FSO level and transferred via diskette or modem to mess halls.  Mess Halls using combined FSO/mess hall MCFMIS system need not transfer data.  In a consolidated system, new ingredients are created at the FSO level in the INGMAN program as may be necessary (refer to Users Guide).  Residuals are not chargeable but are accountable.  Residuals must be built in the ingredient management database and will be accounted for using MCFMIS. 

b.  Under the STORES II concept, new subsistence items are being delivered directly to the mess hall.  All new subsistence items and receipts found to be incorrect must be identified to the FSO for development or modification.  Recipes are created or modified in RECMAN and global changes are made in RECCHG.  FSO and mess halls must maintain a listing of active ingredients in MCFMIS.

c.  To allow mess halls to print product sheets (RECQUA/MENQUA), the FSO must maintain a recipe file that contains the entire (up to date) Armed Forces Recipe Service (AFRS) with local changes.  FSO must ensure that all new items are tested prior to recipe development or modification.  Both the FSO and mess hall are required to maintain a copy of the recipe report (RECRPT).

8.  Inventory Management:  Inventory history of subsistence items is tracked by MCFMIS.  All subsistence transactions are stored by the system and transferred daily to the FSO using SNDDATAM.  Mess Halls and FSO will follow guidance contained either in the MCFMIS Users Guide under inventory management and/or specific guidance outlined below.

a.  Intermediate Level Supply Inventory Control:  Inventory stock controls for intermediate level subsistence supply maintained by several overseas commands under the Military Personnel Marine Corps (MPMC) project 31 subsistence account and will be governed by policy outlined in MCO P4400.151.  The monetary value of this intermediate level stock will be reported on lines 1A, 1B, and 5B of the subsistence operational analysis report (SOAR) that is under the SOARMAN program of MCFMIS.

b.  Authorized Inventory Levels:  Unless authorized by this HQ’s, the total monetary value of subsistence items, both perishable and semi perishable, maintained in the mess halls shall not exceed 7% CONUS or 8% OCONUS of the maximum allowable monetary credits to the food service system for the accounting period.  The FSO sets the authorized inventory percentage in the SOARMAN program.  Commands requiring a higher inventory level must submit written request with full justification to this HQ’s (LFS-4).
c.  Letter of adjustments and Mess Hall Inventory Tolerance Level:  If total cumulative variance to the mess halls subsistence inventory equals 1% or less of stores consumed for the accounting period, an adjustment to inventory is authorized, provided the total adjustments were not caused by individual negligence or abuse.  Therefore, letters of adjustment must be in a format that informs the mess hall officer that adjustments have been made.  Under MCFMIS accountability, all adjustments not meeting these criteria or those exceeding the 1% tolerance level will be forwarded to the installation commander having operational control for endorsement/approval prior to making adjustments.  Due to FIFO pricing in MCFMIS, the following steps must be made in order to figure if total cumulative variance is within the 1% tolerance level.


(1) Run SAVECOST program.
(2) Run FASTINV program (use set option).
(3) Adjust necessary inventory.
(4) Print Inventory file update report.
(5) If total cumulative variance (NOT net gain/loss) exceeds the 1% of total
consumed for the accounting period, run a DELCOST/LOADCOST, and submit a Letter of Adjustment, in the request format, and wait for approval to adjust necessary inventory.
The installation commander can direct an investigation if deemed necessary.  Refer to
chapter 11 MCO P10110.14L.  Physical adjustments made to the inventory must be accomplished prior to logging forward into a new accounting period.  The printouts from FASTINV and FOODCOST programs will be used as enclosure to the Letter of Adjustments.
d.
a. 

i. 
ii. 
iii. 
iv. 
v. 
vi. 


Inventory Transfer Program (INVTRANS):  The INVTRANS program is to be used
for inter mess transfers  (IMT) and surveys only.  Mess halls will only use MCFMIS generated IMT forms for transferring of ingredients.  MCFMIS will ask if you want to update inventory levels and complete the transaction when creating a transfer.  If the system is not on the date of transfer, do not update and leave the transaction as pending until the computer is rolled to the correct date of transfer.  Due to FIFO, the following steps must be followed by the selling mess hall when 
the MCFMIS system date is not on the actual date of the transaction:

(1) Print the transaction that is pending with no prices.

(2) Both parties must sign IMT.

(3) Post IMT on current day of transaction.

(4) Contact mess hall with whom items were transferred and provide them with
selling price of items listed within IMT transaction.

(5) Purchasing mess hall will then post IMT on their system with correct prices.

(6) Submit printed copy with signatures to the FSO by the next working day.
e.  Fast Inventory (FASTINV) Program:  The FASTINV program provides a
quick method of updating inventory levels.  When using FASTINV, it is important to note that all adjustments will directly affect the cost to feed.  The FASTINV or FOODCOST printouts must support all adjustments made in FASTINV.  The FASTINV program gives the user the option to print.  Always print adjustments made.  With the exception of adjustments set for gram rounding, a Letter of Adjustment must support all adjustments made to the inventory.

f.  Mess Hall end-of-the-Quarter Inventory:  The following procedures will be followed when performing the end-of-the-quarter inventory in MCFMIS utilizing the Users Guide.


(1) 
(1) Complete all work for the last day of the accounting period. Test DCA for

grams.  This includes running the DCANAMH, INVCOST and SAVECOST programs.  

(2) Run the 
(2) PHYSRPT program for all storage locations, active and inactive

ingredients and vendors.

(3) Conduct a Physical inventory.  Note discrepancies between the amount on hand and the computed amount on the physical inventory worksheet.  The PHYSRPT will be maintained as part of your daily folder.


(4) Use the set command, in FASTINV, to make modifications.


(5) Use the FASTINV or FOODCOST printouts as the supporting documents (as
required in par. 8C above).

(6) Run another DCANAMH and print two copies of the INVCOST. Note: One copy of the end of the quarter INVCOST, signed by the mess hall officer, must be sent to the FSO and one copy kept on file at the mess hall level.

(7) Compare DCANAMH with INVCOST total.  Once everything matches, run 2 copies of SAVECOST for the end of the period and send one to the FSO (if under a consolidated system) and save the other in files.

(8) After all the work for the end of the accounting period is complete, make
confirmation with FSO and advance the system date.





i. 
ii. 

9.  The Following MCFMIS Programs will be utilized on a daily basis or as required.

a. Mess Hall functions:

(1) FASTRCV – Bill posting data entry (daily)
(2) RCVRPT – Print status of items within an order (daily)

      
(3) ISSUEMAN – Reduce stock inventory levels (daily)



(4) ISSUERPT – Printout of Subsistence Issued (daily)

(5) REALCNT - Enter post meal history (daily)

(6) PREFRPT – Forecasted vs. actual acceptability factor (daily)

(7) FOODCOST – Calculates monetary values of transactions (daily)
(8) MDFEDMAN – Man-day fed entry (daily)
(9) MDFEDMH – Man day fed printout (daily)
(10) TESTDCA – Detects differences between DCA and INCOST (as required)


(11) INVCOST – Dollar value of present inventory (daily)


(12) DCANAMH – Daily cost analysis (daily)


(13) PREFRNC – Forecast acceptability factors based on previous meal history
(daily)
(14) ORDGUIDE – Determine purchasing requirements (as required)
(15) ORDENTRY – Change or update an order (as required)
(16) ORDPO – Printout of purchase orders (as required)

 (17) INVTRANS – Inter mess transfer (as required)

(18) COUNT – Enter headcount/acceptability factors (daily)

(19) PREPREP/MENLABEL – Meat breakout/produce requirement sheet (daily)

(20) 
ii. PROGUIDE – Cooks worksheet (daily)

(21) MENQUA/RECQUA – Recipe conversion worksheet (daily)
(22) PICKLIST – Breakout sheet (daily)

(23) UTILITY/SAVECOST – Data backup (daily)
(24) SNDDATAM – Select data to send to FSO (daily
(25) RXTXMH – Set modem ready to exchange data (as required)

(26) RCVDATAM – Receive data sent by FSO (daily)

(27) INGBLD/RECBLD/COSTUPD – Update database (as required)
(28) PHYSRPT – Physical inventory worksheet (as required)




















b.  Food Service Office Functions (perform as required)

(1) PRICECHG – Stores II price changes.

(2) SNDDATAF – Send data to mess halls.

(3) SNDCLNF – Remove files previously sent to mess halls.

(4) FOODCSTF – Reconcile mess hall data.

(5) COMBREQ – Print mess hall combined requisition/ASCII file download.
(6) RXTXFSO – Set modem ready to exchange data.

c.  The daily food cost analysis program (DCANAMH) must be generated for each day the mess hall functions and for any date inventory is received, issued, or transferred.  All transactions posted to inventory control programs are recorded in the history file and are effective for the date in which the user is logged on the computer.  The DCANAMH’s ending inventory and inventory valuation report (INVCOST) total should be reconciled daily to reflect the dollar value of items presently in inventory.  It is understood that due to gram rounding, inventory totals may be off slightly.  Therefore, a fifty cents (.50) margin of error will be authorized.  If more than a fifty cents (.50) discrepancy exists, utilize the TESTDCA program to determine the source of the difference.  Resolve the discrepancy before proceeding with any further transactions related to receipts, issues or inter mess transfers. 


d.  Except for those mess halls using the MCFMIS combo system, the DCA, Inventory

history, and headcount data will be sent to the FSO on a daily basis.  This transmission of info is done electronically through email attachment, modem RXTX, or via diskette and provides FSO data on the requisitions for subsistence, Man-day Fed Report, Daily Cost Analysis, and Ingredient History.

e. Both the Mess hall and the FSO’s will maintain a logbook to track the detailed use of

MCFMIS.  All software/hardware problems, to include program changes, updates, mistakes, correcting of receipts or issues, resetting the date or neglecting to roll the date must be documented in a logbook.  Mess halls will account for all adjustments to inventory levels annotated with an asterisk (*) on the DCANAMH due to gram rounding in a logbook.   The Inventory File Update will be kept on file as supporting documentation.  Mess halls should also identify menus, production areas, adjusted portions, or any other particulars that portray the individual mess hall to assist in the smoother transition of personnel.  The FSO/Combo systems have the additional responsibilities of accounting for new ingredients, new recipes, RECCHGs made, and the analyzing of ingredients and recipes.

f. Until completion of automated head count system, the Meal Verification Record

Sheet (NAVMC 10789) and Cash Meal Payment Sheet (NAVMC 10298) will continue to be the means for recording personnel authorized to Subsistence-in-Kind (SIK) and accounting for meals sold in the mess hall. 


g. In the event a special order is required, the mess hall will call the FSO for approval.

Upon approval, the mess hall will create the order using ORDENTRY, update the order and transmit it via modem (or diskette) to the FSO.

h.  All changes to recipes or ingredients sent via modem or diskettes will be documented in sequence numbered memorandums to help guarantee receipt by the mess halls.  Mess Hall Managers should contact the command's MCFMIS coordinator immediately upon discovery of any changes not received.  All MCFMIS memorandums will be kept on file until directed to discard.

i. The FSO must re-designate the ingredients in INGMAN to reflect current vendors

being utilized.  The fourteen food categories on the old Financial Status Report no longer exist.  

10.  Price Changes:  Commands operating under the STORES II program are authorized

to make price changes as necessary (at least once at the beginning of each week, with effective dates) to reflect the actual prices charged.  FSO is responsible for making price changes in MCFMIS.  They will transmit those changes via modem or diskette to the mess halls as required.  Any errors uncovered during the week must be corrected at the FSO immediately and transmitted to the mess halls as soon as the price change occurs.  Upon receipt of the price corrections at the mess hall, the history file will be automatically corrected retroactively to the first day of the week.  Consequently, the DCANAMH report should be re-run from the first day of the accounting period up through the current system login date, to recalculate the cost to feed and daily inventory values at the corrected prices.

11.  Basic Daily Food Allowance (BDFA):  

a. A partial regional (by vendor) BDFA will be computed by DSCP and provided this

HQ’s (LFS-4) using weighted average prices for specific DOD determined food groups/items.  The partial BDFA will be transmitted via message to the commands prior to the beginning of the accounting period.  Computation of the total BDFA will be calculated quarterly through the MCFMIS SOARMAN program.  Once calculated, the quarterly BDFA will not be changed due to price changes or other circumstances within the quarter.  The FSO will transmit the BDFA to mess halls via the SNDDATAF program.  Commands utilizing the MCFMIS combo system must run the SETBDFA program to establish the quarterly BDFA file utilized by other programs.

b.  Holiday BDFA.  Commands are authorized to supplement the BDFA by 25% for Thanksgiving Day, Christmas Day, and military Birthday (Marine Corps and Navy) meals.  The use of 25% supplement for Navy’s birthday (13th of Oct) is only authorized. For commands that have a large volume of Navy personnel subsisting in their mess halls on a regular basis.  Other authorized supplements (10% and 15%) will not be used in conjunction with the 25 % supplement.
