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Summary of Changes 
USME PCOM Regulation 715-4, 29 November 2010 
Applicant Meals & Lodging Program 

This rapid rev ision spec ifical ly-

• Updates transportation requirements, (para 2-1 b, para 2-3a & b) 

• Updates noon meal requi rements, (para 2-2a-i) 

• Updates contract ing support, (para 2-4c) 

• Updates training req uirements fo r Contracting Officer's Representative & Medi ca l QAE's, (para 
2-4d,1 & 2) 

• Updates Table 2- 1 

• Updates Chapter 3 to add information about Medical Consult Transportation 
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Summitry. Thi s regulation prescribes policies and procedures for the USME PCOM Appl icant Meal & 
Lodging Program. 

Applic:lbility. This regulation applies to USME PCOM activities/individ uals whose funct ions include 
management of, or are related 10, the adm inistration of the applicant/enlistee Meal & Lodgi ng contracti ng 
program. 

SUPlllcment:ttion. Supp lementation of this regulation is prohibited without prior approval from 
Headquarters, United States Mi litary Entrance Processi ng Command (HQ USM EPCOM), ATI"N: J-
8/ MRM-AD, 2834 Green Bay Road , North Chi cago, IL 60064-3094. 

Suggested improvcml'nts. The proponen t agency fo r this regul ation is HQ USMEPCOM J-8/Resource 
Management Directorate (Acquisition Div ision), J-8/MRM-AD. Users are in vited to send co mmcnts and 
suggested improvements on Departmen t of the Army (DA) FOOll 2028 ( Recommended Changes to 
Publications and Blank Forms) d irectly to HQ USMEPCOM, AlTN: J-8/MRM-AD, 2834 Green Bay 
Road, North Chicago, IL 60064-3094. 

Management control process. This regu lation is subject to the requ irements of Army Regu lation (A R) 
11-2 (Management Control). n, is regulation contai ns management control provisions and pro vides 11 

management control evaluation checkl ist. in appendix I-I. for use in conducting manage ment COlltro l 
eva luations. 
·This regulation rescinds USMEPCOM Regulation 715-4,23 December 2004. 
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C hapter I 
General 

1-1. Purpose 

USM EPCOM Regulation 715-4 

This regulation prescribes command policies, procedures, guide lines, schedu ling. reporting, and 
specifications concerning the applicant/enlistee Meal & Lodging (M&L) contracting effort, and 
estab lishes responsibilities re lated to this program. 

1-2. References 
References are listed in appendix A. 

1-3 Abbreviations and terms 
Abbreviations and terms used in this regu lation arc expla ined in the glossary. 

1-4. Responsibilities 

a. Director, J·g/Resource Managemen t Directorate (MRM) will-

(I) Ove rsee monitorin g of the entire M&L contracting effort. 

(2) Deve lop command po licies. procedures, guideli nes, and contract spec ifications. 

(3) Provide command wide technical assistance and guidance on all matters concerning M&L 
contracting. 

(4) Review selected contracts to ensure compliance with Department of Defense (DoD) and 
command po lic ies. 

(5) Ma inta in a file of curren t copies of M&L con tracts and all mod ifications under file number 
715kl (dispos ition is in app. A, sect. IV). Keep in current file area until no longer needed. then send to 
the current assigned contracting officer (KO). M&L contract lilcs wi ll consist of those items directed, in 
writing, by the KO. In the absence. of such guidance from the KO, the milital)' entrance processing 
station (ME PS) M&L contract files will cons ist of: 

(a) Copies of purchase request and commitment paperwork . 

(b) Copies of solicitations. These documents must be discarded upon receipt of copies of the 
awarded contract. 

(c) Cop ies of the awarded contract and all subsequent mod ifications to the basic contract. 

(d) Copi es of contnlcl discrepancy reports and supportive documents (i.e. , in spection 
checklists, va lid appli cant complaint records, correspondence sent to the contractor or KO). 

(e) Leners of appoi ntment from the Conl'racting Officers Representative (COR)/Quality 
Assurance Evaluator (QAE). 

(0 Other pertinent cOITcspondence. 

(6) Ensure M&L and Noo n Meals (NM) contracts are initiated according to policies and guide lines 
contained in this regulation and applicable directives. 

I-I 
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(7) Monitor actual M&L use, and prov ide est imated requirements and historical data to the MEPS 
and contracti ng office . 

(8) Prepare and submit procurement package requesti ng contrac ting of services In a timel y 
manner. Coordinate with the KO to gel a contrac t awarded 30-45 days prior to the effecti ve date. 

b. MEPS commanders w;l l-

(I) Ensure compliance with command pol icies prescri bed in th is regulation and applicable polic ies 
and procedures prescribed by 0 00 and DA procurement directives. 

(2) Complete and submit PWS to J-8/Rcsourcc Management Directorate/Contracting Branch (J­
S/MRM-AD-CB), requesti ng contracting of services by the suspense date established by J·8fResoufce 
Management Directorate/Acquisition Division (J-S/MRM-A D). 

(3) Request from the recruiting serv ice, via memorandum to the Interservice Recruitment 
Commi ttee (IRC) me mber, est imated M& L requ irements. These estimates may be used to adjust the 
estimated requirements based on the hi storical data. Known and anti cipated workload trends and 
requirements w i1l be co nsidered when submitting estim ates for option years. 

(4) Deve lop eva luation criteria to be used whcn reviewing proposal s for ncw contract hote ls and 
providing data on these criteria to the contr.:lcti ng office. 

(5) Appoint ing an Evaluation/Selection Com mittee consisting of: 

(a) One COR (MEPS I st sergeant (I SG) or execut ive offi cer (XO». 

(b) One QAE (med ica l noncommissioned officer in charge (NCOIC) . 

(c) One person of the cOlllmander's choosing, general ly the budget tec hni cian. The commander 
can request that the IRC make a se lecti on . Commander ensures that the person selected reviews the COR 
reference book and takes the exam sent to them by J-S/MRM-AO. 

(6) Review recom mendillions of the eva luation/selection committee and submitt ing 
recommendations, in writing. to the KO for fin al se lect ion and contract award. 

(7) Iden tify and recommend to the KO three to fou r suitable M&L sources (i.e., local hotels) as 
possible bidders. 

(8) Ensure a QAE is appointed to mon ito r contractor performance, in addition to the COR. The 
QAE is appoi nted per paragraph 2-4.e(2). 

NOle: The COR is designated by the KO. 

(9) Ensure all personnel who evaluate/inspect con tractor performance are thoroughly familiar with 
the contract requ irements and monitor contractor performan ce accordin g to the QAS P. 

(10) Ensure monthly inspections of meals/lodging raci lities are conducted and documented and a ll 
discrepancies are reported, in writing, to the KO for correcti ve action. 

(I I) Ensure the MSC report, contractors' in vo ices, and other assoc iated forms are reviewed for 
accuracy and reconciled with the vendors and service lia isons withi n 10 working days from the end of the 
previous mon th. 

]·2 
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(12) Maintain contract files. associated correspondence, and pertinent military publications as 
directed by the contracting office. 

(13) Ensure monthly meals and summary data are submitted to J·8/MRM·AD within 10 working 
days from the end of the previous month. 

1-5. Procedures 

a. AR 60\-270 (Military Entrance Processi ng Station (MEPS», paragraph 2-2f, charges the recruiting 
services wi th responsibility for briefing applicants on the procedures that must be follo\\ed to receive 
M&L. They will explain the rules of conduct expected of applicants during their st<lY al the contract 
lodging facility and provide each applicant with lodging infonnation. MEPS will inform the recruiting 
services as to the contracted M&L facilities, type o f serv ice, and requirements to be fulfilled in order to 
obtain meals and/or lodging for applicants/enlistees. Handouts describing the authorized lodging and 
transportation services, menus, etc. may be prov ided to the recruiting services. 

b. In accordance with AR 601-270, paragraph 5-4, M&L, the Director, Directorate of Contracting, 
Fort Knox, is in charge of the solicitation and award of M&L contracts and NM contracts for all MEPS 
constituted under USMEPCOM as arranged for by the Resource Management Directorate. 

(\) Base operations and logistical support provided to the Military Entrance Processi ng Command 
by the U.S. Army Armor Center, Directorate of Contracting, Fort Knox, KY, is stipulated in the 
Interserv ice Support Agreement (ISSA) W22PEQ-96305-292, dated 00 09 29, with an indefi nite 
expiration date. 

(2) The KO will appoint the COR at each MEPS, in writing. Thi s appointment is the source of the 
CORs authority. 

(J) The KO wi ll terminate the designation of the COR and will document the temlination effective 
dale. Termination of the CORs duty is generally due to departure of the MEPS ISG. 

(4) The KO will fac ilitate the reconciliation of the selection of a new contract hotel based on the 
best value type of evaluation with the pricing/cosl information from each bidder in order to arrive at the 
contractor to be awarded a contract. Thi s final reconciliation and selection will involve the MEPS 
commander, the KO, and the evaluation committee. 

(5) Fort Knox will provide a KO or contract administrator at each proposal evaluation process if 
needed, upon approval from J-8/MRM-AD Chief. J-8/MRM-AD will fund travel. 

1-3 
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Chapter 2 
Policies 

2-1. Meals, lodging, transportation (ML n requirements 

USMEPCOM Regulation 715-4 

a. A ll applicant/enlistee MLT services and NMs wi ll be provided by a requirements type contract. 
There will be one contract for MLT services and a separate contract for NMs. 

b. The MLT contract will provide for transportation from the inbound travel termi nal to the hotel. 
The applicant wi\l receive lodging for one night, dinner, and breakfast the next morning. Transportation 
from the MEPS to the contract hotcl for applicants that are takin g the ASVAB Test, and tran sportat ion 
from the hotel to the MEl'S, at a si ngle cost per applicant processing at the MEPS. 

(\) Applicants will be provided double room accommodati ons, with no more than two applicants 
per rool11 . During emcrgencies, the Administratiyc Contracting Officer (ACO) may nuthorize three 
applicants to a room. 

*Note CORs need to monitor contractor prnctices to ensure the emergency exception for three. appl icants 
per room is not abused. They must inform the ACO and J-8/MRM·AD·CB if they bel ieve a contractor is 
abusing this contract tenn . 

(2) Officer candidate applicants will be provided single room accommodations. Accordi ng to 
AR 601-270, prior service and officer applicants wi ll be given priority process ing, and prior service 
applicants may be provided single room accommodations at the discretion o f the MEPS com mander. 

(3) Separate rooms must be provided for ma le and female applicants, unless both app licants are 
legally married to each other and each desires the same room. This type of room assignment may be at 
the discretion of th e MEPS comnHltlder. 

(4) Males and females will be housed on separate noors of a multi-noor facility or in separate 
wings of a single noor facility, ifat all possible. 

(5) Contracted accommodations will not be provided for non-applicants. If a married appl icant is 
accompanied by a legal spouse and desires joint accom modations, the government will pay on ly the 
applicant's portion of a double rool11 . Charges for the accompanying spollse are between the contractor 
and the spouse. 

(6) Any additiona l charges for misce ll aneous services, such as personal telephone charges. pay· 
per-view movies, room serv ice, laundry, etc., are the personal respons ibility of the applicant. 

2-2. Noon meals (NM) 

a . The NM contract wi ll provide for lunches for the app licants processing at the MEPS. The ME PS 
wi ll provide fast food , short order, sub-sandwiches, or box lunch type NMs. J-S/MRM-AD-C8, the 
MEPS, and the Mission and Installation Con tracting Command (MICC) Center - Fort (Ft.) Knox (M ICC 
Center·Fe Knox) have fonnulated a standard sub-sandwich Performance Work Statement (PWS) for 
NMs. The standard PWS will be used for all new contracts. Ifa MEPS has a com pelling need for a PWS 
for other than a sub-sandwich sty le noon lunch, these needs must be reconciled with J-8/MRM·AD-CB 
before starling a new contrac t requirement. On extended processing days, commonl y referred to as 
mission days, the MEPS require additional meals for applicants processing into the late evening hours at 
the MEPS location. MEPS will determine the number of mea ls they w ill require for applicants processing 
late and add them to the regular NM order. 

2-1 
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h. MEPS with designated dining areas will make arrangements to have NMs served onsile. 
Government furni shed equipment/facil ities available to the contractor must be stated in the NM contract. 
Contractor furn ished property must be stated in the NM contract. 

c. Meals will be prepared outside the MEPS and brought in for serving. 

d. The NM contractor will feed on ly appli cants or enlistees, at the MEPS. When meals are ord ered 
and served at the MEPS faci lity, the contractor cannot offer food ror resale. 

C. Excess lunches may be offered as "seconds" to applicants already fed ; once it has been determined 
each applicant has h<ld the opportunity to eal. "Seconds" are at no cost to the npplicant. NM orders are 
placed as one meal per applicant eating lunch . Quantities known to be excessive may not be ordered. 

Note: The services must pay for lunches that are ordered. 

f. Perishable lunch items not consumed will be destroyed and disposed of in any conven ient manner, 
consumption by non-applicants to include MEPS employees, Armed Services and family members is not 
authorized. Non-perishable food items (sod:! pop, chips, and packAged desserts) wi ll be retained by the 
MEPS and offered to applicants on heavy process in g/mi ssion days. 

g. MEPS that do not have thei r own dining area may have their NMs served at the contractor's 
faci lity. 

h. MEPS located in federal buildings where Genera l Services Admini stration (GSA) cafeterias are 
available may be required by law \0 obta in NMs for applicants from these facilities. 

i. The sponsoring service must provide meals and I'ransportalion for applicants feeding at mobile 
examining team (MET) s ites. USME PCOM has no responsibi lity for those services. Breakfast and 
supper meal s are provided on ly 10 appl icants stay ing overnight at the contract hotel t:'lcility accordin g to 
AR Regulation 601-270, paragraph 2-lm. 

2-3. Transportation requirements 

a. Transportation from the incoming transportation terminal (i.e., bus, train, and airport) to the 
con tract hotel , transportation from the MEPS to the contract hotel for applicants that are taking the 
ASVAB Test and transportation from the hotel to the MEPS in the morning, wi ll be part of the MLT 
contract and wi ll be included in the single item cost per applicant, which is charged to the rec ruiting 
serv ices. 

b. MEPS will furnish transportation from the MEPS for medical consultation on a non-reimbursable 
basis. MEPS wi ll work with J-S/ MRJvl·AD-CB to establish a local charter service agreement (sec chapter 
3, paragraph 3-5). 

2-4. Contracting support 

a. Currently, all MLT contract support is provided by the M ICC-Center-Ft. Knox . 

b. The best va lue method of source selection will be used for selecting MLT contractors. Best va lue 
procedures are discussed in chapter 4 of thi s regulation . 

c . NM contract services are acquired usi ng Sealed Bid procedures. Afler bids are publicly opened , an 
award will be made with reasonable promptness to that responsible bidder whose bid , conforming to the 
in vitation fo r bids, will be most advantageous to the Governm ent, considering only price and price-related 

2·2 
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factors included in the invitation for bid. The Procu ring Controcting Officer manages Ihis process and 
makes the final decision re lated to bidder compliance and award. 

d. The MEPS commander will-

(I) Nominate the MEPS Senior Enlisted Advisor (SEA) to become the Con tracting Officer's 
Representative (COR) for the MLT and NM contracts and ensure the COR has completed the Defense 
Acquisition University (DAU) Online Course, Contracting Officer Representati ve with a Mission 
Focus, CLCI06 Section 888. Send the COR nomination request and training certificate to J-8fMRM­
AD-C B. This documentation will be sent to the appropriate KG for their approva l and action to 
appoint the COR. 

(2) The MEPS commander will designate, in writing, the MEPS medica l NeOIC as the contract 
QAE. The QAE must complete the DA U Online Cou rse, Contracting Officer Representative with a 
Mission Focus, CLCl06 Section 888 prior to appointment . The COR will maintain a copy of the 
certificate in the contract file. 

e. MLT and NM contracts will be awarded for a base )ear and four allnual option periods for a total 
of five yea rs of service. In sorne locations the contracts are for a base year and three annual option 
periods for a total of four years of serv ice . The ACO is the only persall authorized to make contract 
changes, modifications, or extensions of services. 

f. Whcn a new MLT and NM contract is a.warded, the MEPS wi ll infonn the service 
counselors/liaisons of the new contractor, location, price, etTectivc date, and any procedural changes from 
the previous contract. A copy of Standard Fonn (SF) 1449 (Solicitation/Contract/Order for Commercial 
Items) of the new contract may be provided to the serv ice liaisons and/or the recru iti ng services ' po int of 
contact for p3Ylllent of ML T charges. 

g. J·8/MRM·AD·CB will prov ide copies of MLT and NM cont racts and other pCrlinent contractual 
information to the recruiting services resource managers or staff persons, when requested . 

2-5. Subcontracting 

a. When serv ices are provided through a subcon tractor, the subcontractor will be c learly identified in 
the contract. MEPS CORlQAE, in coordination with the KO and prime cont'factor, wi ll inspect the 
facilities of the subcontractor to cnsure they meet the applicable spec ific3tions of the basic contract. 

b. CORS will document any problem or discrepancy with the subcontractor' s performance and wil l 
prov ide this documentation to the prime contractor, ACO, and J·8/MRM·AD·CB. 

2·6. Perrormance work statement (PWS) 

a. J·8/MRM·AD·CB and MICC Cen ter·Ft. Knox has a template PWS for MLT and NM contracts to 
ensure standard and consisten t serv ices at the MEPS. The appropriate template PWS wi ll be used when 
request ing services. Sample standard PWS templates are available at J·8/MKM· AD·CB. 

b. During the contract requirement coordination with J·8/MRM·AD·CB, MEPS will be asked to tailor 
the PWS by filling·in in formation such as local times, areas, locations, specific requirements, etc. Other 
changes, additions or deletions to the PWS, must be coordinated with J·8/MRM·AD·CB for approval 
before a procurement package will be submitted 10 MICC Center· Pt. Knox. During the life of a contract, 
any modifications (changes, additions or deletions) to the PWS required by the MEPS tnust be 
coordinated with J·8/ MRM·AD·CB before be in g subm itted to a KO. 

2·J 
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c. J-S/MRM-AD-CB will document approval for changes, add itions, or deletions to the PWS, auach it 
to the headquarters contract file . and fOr\vard a copy of the documen tation to the MEPS. 

2-7. QUlIlity assurance 

a. The Quality Assurance Surveillance Plan (QASP) provides for a systematic and objective 
evaluation of the contractor's pcrionmlllcc to ensure that the requirement s of the PWS are met. 
Inspect ion procedures are based on the planned sampling and customer complaint methods of inspecting. 
Evaluations and inspection results arc doc.umented. Vio lat ions will be reported, in writing, to the ACO, J-
8IMRM-AO-CB and the contractor. The QASP and perti nent procedures arc discussed in chapter 6 of 
this regulati on. 

b. The COR and QAE will monitor the contractor's performance according to the QASP. The QASP 
provides instructions on how to usc the survei llance plan, customer complai nt guide, and the sample 
checklists. 

c. The inspection clause of the MLT and NM contracts a llows the MEPS commander, the ME PS 
medical officer, and other designated persons to inspect the contractor's faci lit ies. These inspections 
ensure that state and local health regulat ions, and sanitation and fire prevention standards are be ing 
maintained, and that accommodat ions and meals are being furn ished accordi ng to the contractor's 
proposal. These inspections will be conducted at unannounced times. 

d. The COR, the QAE, or the MEPS commander wi ll inspect the contrac tor's faci lit ies once each 
month, or as mherwise directed by J-S/MRM-AO-CB or the ACO, to ensu re adherence to the 
req uirements of the PWS. For MLT contracts, the breakfast, supper meal s, applicant rooms, dining 
rooms, kitchen/food preparation areas, and vehicles used 10 transport appl icants will be in spected to 
ensure compliance wi th the contract. For NM contracts, the vendor's facilit ies, food preparation and/or 
food serving areas, menu com pliance, and quality of the meals wi ll be inspected. Inspec tions will be 
unannounced and conducted at varying times to ensu re proper evaluation of serv ices provided. 

c. Customer complaint fonllS und/or " I-low do we Rate" form s will be made available to all app licants 
to record any complaints agai nst the contractor's service. These complaints wi ll be lIsed to further 
support findings made during inspections. 

f. Irthc in spection findings revea l deticicncies, and the COR, QAE, or M EPS commander be lieve that 
corrective action is required by the contractor, the COR will submit written documentation through J­
S/MRM-AO-CB to the ACO at MICC Center-Ft. Knox, requesting the contractor be served with a notice 
requiring spccific corrective action. 

g. The cOlllractor's fa ilure to provide the requ ired services, or the contractors' continued 
unsatisfactory performance, will be a basis for pu rsuing contract termination. The COR may request 
COlltractlermination in writing to the ACO. The request must fu lly stale the reason for Ihis ac tion and 
must contain supportive documentation (i.e., copies of month ly inspect ion reports, customer com plaint 
forms, contrac t discrepancy reports). 

2-8. M&L dllta rl'quirclllcnts 

a. For new so licitations, J-S/MRM-AO-CB will provide historical M&L data to the MEPS. The 
estimated requi rements wi ll be based upon 12 months of actual usage. MEPS wil l revicw these estimates 
and will plus up or down the estimates based on their projected increase or decrease of futurc applicant 
processing. J-8/MRM-AO-CB wil l prepare thc historical data technical exhibit reflecting actual usage, by 
month, for a previous 12-month period and will attach it to the new PWS. 

2-4 
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2-9. Training requirements 

a. The MEPS COR and the QAE mtlst take the DAU Online Course, Contracting Officer 
Representative with a Miss ion FoclLs, CLC 1 06 Section 888. 

Table 2-1 
Transportation Requirements a nd Funding Responsibility 
Situation Funding Responsibility 
From incomi'lS.tenninallo holel Recruitin' sc.rvices 
From hotel to MEPS in mornin~ Recruiti n,g services 
From MEPS to hotel for ASVAB testing Rec ruitin ' services 
For medical consuhation USMEPCOM 
MEPS to bus station (applicant returning horne) Rec ru iting se rvices 
MEPS to airport shipper transportation) Recruiting services 
Airport to hotel stranded enlistee transDortation) Recruiti ng serv ices 
Hotel to airport stranded enli stee transportation) Recrutin(! services 
Note: Of the above, only the first three items pertain to all the applicants staying at the hOlel and should 
be part of the M&L contract. 

2-5 
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Chapter J 
Requesting New Contracts and Contract Options 

3-1. General 
The Meals Lodging & Transportation (MLT) and NM co ntracts are 5 year contracts ( in some cases 4); 
they are awarded for a base period and 4 options or II base period and 3 options. 

3-2. Requesting new contracts 

a. When a MLT or NM contract is expiring (i.e. , the contract is in its last year of service) J-S/MRM­
AD-eB will notify the COR thai its time to start the procurement process. The Contracting Branch will 
coordinate the impending action with M iCe Ccnler-Ft. Knox. This initial notification is approximately 
180 days before the current contract expiration date. 

b. J-81 MRM-AD-CB will emai l the standard template PWS to the MEPS COR for completing MEPS 
spec ific information. The COR will complete the blank lines that require MEPS spec ific informati on. 

c. The COR will email the completed PWS back to J-8/MRM-AD-CB. For extensive changes to the 
PWS, the MEPS wi ll coordinate the proposed changes with J-8/MRM-AD-CB. 

d. J-8/MRM-AD-CB wi ll finalize the PWS, ini ti ate and prepare the Purchase Request (PR), en ter the 
PR requirement in to the appropriate automated system fo r routing to M ICC Center-Ft. Knox. 

e. The MEPS wil l prov ide J-8/MRM-AD-CB a document number for the PRo 

f. Once a cont ract is awarded, MiCe Center-Ft. Knox wi ll provide a copy of th e contract (SF 1449) to 
the appropriate COR, and J-8/M RM-AO-CB. 

3-3 Medical Co nsult Trlmsportation (Local Charh' r St.' rvice Acreemen ls) 

a. US MEPCOM has the funding responsibility to pay transportation costs for applicant transportation 
to medical consult appointments. 

b. A local charter service agreement is documentati on required by Department orTranspor1ation, 
Departmen t of Defense (000) Regulation 4S00.9-R, Part 1, Chapter 104, Buses 10 show the acceptance 
and award to 0 00 Approved Carriers for transportation services acquired using procedures available in 
Defense Trave l Management Office's Military Bus Agreement. The MEPS must use a DTMO, 000 
Approved Carrier when arranging transportation services for applicants. This is considered official Ira vel 
as the government pays the bill for serv ices rendered . 
Note: There are no exceptions to th is policv. 

c . The MEPS will contact at lcast 3 DoD approved carriers 10 obtain quotes to prov ide transportati on 
services to take appli cant s to medical consu lt appointments. 

d. The MEPS will submit the 3 quotes to J-S/MRM-AD-CB a long with their recommendat ion of 
which provider would best suppon their MEl'S. Factors to consider when selecting carriers are: Cost, 
Suffic ient Equipment and Safety for the applicants. For additional guidance see reference in paragraph 3-
3 b above. 

c . J-S/MRM-AD-CB wil l assemble a staffpackct and submit to MJA for lega l review and 
concurrence. 
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r. J-S/MRM-AO-CB, Ch ief will review, approve, and sign the Local Charter Service Agreement for 
medical consult transportation fo llowing the legal review and concurrence. 

g. J-8/MRM-AD-CB wi ll provide lhe MEPS with a signed copy or the Local Charter Service 
Agreement. The MEPS will have the service provider sign the Local Chaner Service Agreement and 
return a copy to J/S/MRM-AD-CB. 

h. Services will normally be procured for a base year wilh two option periods. 

i. The MEPS will notify J-S/MRM-AD-CB at least 30 days prior to the expi ratio n orthe Local Chaner 
Service Agreement that1hey wish to continue to use the sa me provider. J-S/MRM-AD-CB will submit a 
renewal packet to legal for review and J-S/MRM-AD-CB Chief will sign the Option for the Local Charter 
Serv ice Agreement . 

j. The MEPS will be notified 60 days/month beFore the last option exp iration date 10 start the process 
to recomplele the requirement after the 3 year period is over. 

k. The MEPS will use a Centrally Billed Account (CBA) to pay for transportation services. 
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Chapter 4 
Best Value Program 

4-1. Purpose 

3. The Best Va lue Program .:l llows the MEPS to select the best property based on eva luat ions and 
ranking of proposals versus awa rd in g exclusively to the lowest bidder. The Best Va lue Program 
eliminates detai led spcc ifical ions in the current SOW and allows se lection of the best va lue for cost. Th is 
process allows fo r the review o f all proposa ls submitted and the selection of the one proposal that 
provides the best va lue to the gove rnment. Although cost is a consideration in this process, the lowest 
bidder may not necessa rily prov ide the best va lue to th e gove rnment. The best value process faci lit ates 
the reconciliation of each bidder' s service proposa l with their cost figures. 

b. The goals of lhe Bcst Val ue Program arc to allow the MEPS commander greater involvemen t in the 
M&L program with respec i to contract hold selection. It improves the overall quali lY of the hotels 
bidding for the business and a llows each ME PS some degree of ind ividual flex ibility in prioritizi ng their 
requirements. The process increases the number of hotel proposa ls and fosters the use of standard 
commercial practices. 

c. The best value evaluation approach is ut ilized for MLT contracts. NM contracts contin ue to usc the 
lowest bid technically acceptable approach. 

d. The rev ised business pract ices with Option IV : 

(1) Adds distance/commute consideration to eval uation criteria. 

(2) Guarantees au tomatic cancellati on of all rooms at 8:00 PM. unless projected fo r late arriva l. 

(3) Ensures rooms guaran teed for latc arriva ls arc bi llable whet her used or not. 

(4) Ensu res al1 projected arrivals after 8:00 PM not guaranteed for late arri val are subject to wal k· 
in rate. 

(5) Ensures all arrivals not on projected list in g are considered a wa lk·i n and wil l be subject to thai 
rate. 

4-2. Procedures 

n. KO (Fort Knox) will-

(I) The KO will prepare II MEPS commander pre·solicitation package and ma il to the MEPS 
commander prior to the eval uation board convenin g. 

(2) Prepare a package of the solici tations to be eva luated and mai l to the COl{ ( the MEPS ISG) 
prior to the eval uation board conve ning. 

(3) The KO will provide each evaluat ion board Im:m ber, prior to the eva luation of the contract 
proposals, a Certificate for Personnel Participating in Source Se lec tion Concerning Nondisclosure. 
Conflicts of Interest. and Rules of Conduct. fo r completion and return to the KO. 
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b. MEPS commander will~ 

(I) Review the pre-solicitation package. The MEPS commander will ensure each eva luat ion board 
member completes the Certificate for Personnel Participating in Source Selection Concerning 
Nond isclosure, Conflicts of In1erest, and Rul e of Conduct . 

(2) Review the criteria considerat ions for best value. The evaluation faclOrs are facility quality, 
transportation, quality control, past performance and cost/price. Faci lity quality is more important than 
transportation. Transportation is more important than quality control and quality control is equal to past 
performance. The commander will advise his evaluation team as to what is more important in the racility 
and rank them accordingly . 

c. J-8/MRM-AD will-

(I) Oversee overall management of the Best Value Program. 

(2) Provide initial tra ini ng and refresher training on best value procedures to the M EPS COR on an 
as needed basis. 

4-3. Evaluation review board 

a. The eva luation review board is also called the source se lection committee. 

b. The evaluation review board reviews all solicitation packages qualified for cons ideration by the 
contracting office. The board normally visi ts each site as part of the eva luation process. In extraordinary 
cases, the contractors may be asked to provide a videotape of their property for review by the board 
members. The appointment of the members of the evaluation review board is covered in paragraph 
1-4b(4) above. 

c. Each evaluation review board member must complete the Certificate for Personnel Participating in 
Source Se lection Concerning Nondisclosure, Conflicts of Interest, and Ru les ofConducl. 

4-4. Pro posa l evaluation process 

a. Admini strative procedures 

(I) The COR (nonnally the MEPS ISG or XO) is III charge of the team performing hotel 
evaluations. 

(2) Upon receipt of the package of proposals, the COR will gat her the board members together and 
give each board member (except the person that will do the videotaping) a copy of each proposal to be 
evalullted. 

(3) Each board member will thoroughly review the proposals on an indiv idual basis, ann otating 
(e.g., notes, questions, comments) on the pages of the proposals . Board members will not compare 
proposals. 

(4) The evaluat ion board, the KO or contract adm in istralor and HQ USME PCOM representative 
will convene to answer questions on the proposals and to prepare a schedule for on-s ite visits. Board 
members wi ll have already read each proposal before this meeting. This meeting will last no longer than 
I hour. 
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(5) Members of Ine evaluation review board must not discuss details of the so lic itat ions with 
brokers or hotel staff. A 11 questi ons pertaining to the eva luation process must be referred 10 the KO. 

b. Evaluation Factors 

(1) Proposals submined will be eva luated on faci lity quality, transportation , quality control, past 
perfo rmance, and cost/price factors. 

(2) Technical/qua lity factors are more im portant than cost or price. The government is interested 
in proposa ls that ofTer value in meeting thc requiremenls. That is, qual ity performance with acceptable 
ri sk at a fail' and reasonable price. 

(3) Among nOIH;ost factors: Facility qual ity is more important than transportation and 
transportation is more important than qual ity contro l. Qual ity control is equal to past perfo rmance. 

(4) Non-cost fac tors are morc impo rtant than cost or price . 

(5) Price will be eva luated using price ana lysis teChniques. In se lecting the best overall proposal , 
the Government will consider the value or each proposa l in term s o f the quality o ffered for the priee. 

c . Eva luat ion site vis its 

(I) The evaluation board members will visit each hotel property und er consideration for the MLT 
contract. The COR and other board members wi ll orga nize a vis itation iti nerary that effectively and 
e ffi ciently uses the ir time to maximize the number ofsilc vis its per day. 

Note: There may be cases when the bidders w ill videotape their properties and forward as part of the ir 
proposa l, in lieu o r a physical s ite vis it. 

(2) Hote ls will not be given advance notificati on of the exact time of tile vis it. However, the KO 
w ill have already ad vised the contractors under consideration of the week in which the visitation is 
schedule. 

(3) The purpose o rthe site visit and evaluation is to verify the informat ion in the proposal. Most 
qucstio ns w ill be answered by the written proposal. [I' not, ask the question at the organizational1llceting 
prior to the site vis its. 

(4) The site vis it will take 30 to 45 minutes. Members arc there to verify infonnation in Ihe 
proposa l. They are not there to conduct an in depth. lengthy, inspec tion of the vendor's property. 

(5) During the visit, members will take detailed and specific notes. Both good :md bad points must 
be referenced in the me mbers' notes. Members will use their notes when justify ing their ratings and tinal 
se lections. 

(6) During the visi t the members must not wlk w ith the staff, discuss findings, provide informati on 
on other proposals, the number o f proposal s, compare proposals. o r show anyone their notes. 

(7) During the hotel vis it, members o f the tealll must have in their possession, only the proposal of 
the hotel being inspected. Again, notes and comment s Illay be written on the pages of the proposal. 

(8) There is no set proced ure fo r the routine o f the \' is it (each visi t wi ll be dirferent). However, the 
following is genera l gu idance on how to conduct the visit. 
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(a) The lobby is generally the poillt of cnl'ry to the hotel. Check for adequate space fo r 
applican t check-in services. Evaluate lobby security and surveillance equ ipment. 

(b) Inspect hote l rooms to be used for male applicants and those to be used for female 
applicants. Generally two or three rooms are inspected. 

(c) Inspect restaurant and its location. 

(d) Inspect kitchen and food storage areas. Also, check kitchen stalTrestrooms. 

(e) Check on the type oftnmspOl1ation they wi ll prov ide. 

(f) Facilities such as exercise areas, swim ming pool, and game rooms, must be inspected. 

(g) Check the surrounding area for bars, adult entertainment estab lishments, etc. , where 
applicants could get into trouble. 

(h) Check the route from the hotel to the MEPS lo r distance, accessibility, and potential traffic 
bottlenecks. 

(i) Check for past performance awards of any type. Thi s may be important if the hote l has not 
held the previoLJs government contract. 

U) The Technical Evaluator Ratings will be used to score the above items. 

d. Evaluation process 

(I) Once all proposals have been evaluated and site visits conducted, each eval uat ion board 
member must rank the hote ls in order of preference. Each member must prepare their justification of rank 
order. in writing, fo r each property, relying heavily on their notes. 

(2) Board members will meet with the KO and reach a consensus on their top three or four 
choices. 

(3) The COR will brier the MEPS commander of the ranking order of the lOp three or four cho ices; 
providing the board members' justification for the ranking. The rank o rder of the lOP choices Illay change 
based on discussion duri ng thi s phase of evaluation. Once the MEPS commander, the evaluation board 
members, and the KO have reached a consensus of rank order, they reconcile th e proposals with their cost 
(see paragraph e below). 

c. Reconciliation and se lection 

(I) The KO will revea l the cost/pricc of the top three or fom choices. If the number one choice is 
the lowest bid among the top choices, an award can be made to the number I choice . Ifnot , the hotel that 
provides the best value for the cost must be agreed upon and supported by the dOClimentation (i.e ., the 
notes, comments of the evaluation board members made on the proposa ls and during the site visit). 

(2) The Evaluation Board Members will finali ze an award recommendation memorandulll for the 
KO. 

(3) The KO wi ll make the contract award 10 the top c hoice and will notify the other bidders of 
non· se lection. 
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(4) A copy of the sol icitation proposal for the property rece iving the contract award must be kept 
by the MEPS I SG and wi ll become part or the contract. All other cop ies of a ll proposa ls must be 
returned to the KO or destroyed. All or the board membe rs' handwritten notes, comment s, etc. must be 
gathered and given to the KO. 
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C hapter 5 
Government Purchase C urd Puyme-nt P rogram 

5-1 . Ge nera l 
Effective I June 2001, the payment for appl icant M& L at Ihe cont ract hotel s and payment fo r NMs 
changed from a reimbursab le process invo lving USMEPCOM accounts to d irect payments to the 
contractors us ing the Recruiting Ser.'ices Govern ment Purchase Card Accounts. Recruiting services have 
agreed to establish, mainla in , and manage th is program fo r their account ho lders according to the ir 
individua l service po licies. Recruiting services w ill procu re and issue credit card accounts to the ir 
accou nt holders. Specific requirements, slich as having accounts only with 110 cards, restricting the 
account to M&L only, or having accounts issued in the na me of a pos ition verses a person, w ill be 
determined by th e indiv idua l recru it ing acti vity. 

5-2 . Purpose 
The purpose of th e Government Purchase Card Payment Program is to prov ide real-ti me customer 
accounting, speed contractor payments, and im prove sponsoring serv ice accountabi lity using cu rrent 
DOD payment po lic ies. 

5-3. P rog ram procedures 

a. FOlt Knox Contracting Office will-

(I) Conduct the sol icitation of bids, eva luation of bids, and award of the contracts for the applicant 
MLT and NM contracts. 

(2) Provide con tmct admin istration upon contract award, fo r the life of the cont ract. 

b. Recruit ing services wi ll-

(1) Designate an agency/organ ization program coordinator. 

(2) Designate the primary account ho lder and bill ing o ffi c ial (BO). Alternate account ho lders may 
be designated by the services. 

(3) Provide the Government Purchase Card accou nt numbers, exp iration dates, names and phone 
numbers of the agency/o rganizat ion program coord inator, primary and alternate account ho lders and BO 
for each MEPS to HQ. USME PCOM, ATI'N: J-8/MRM-A D-CB. Changes in any of thi s information 
must be fo rwarded to J-8/MRM-A D-CB as they occur. The sponsoring serv ice report must be used to 
transmit updates to the Government Purchase Card account info rmat ion. This report can be obta ined 
from J-8flvtRM-AD. 

(4) Exceptions to prov id ing Government Purchase Card accou nt numbers and exp iration dates as 
st ipu lated in b.(3) above, must be coordinated di rectly with J-S/MRM-AD-C B. 

(5) Establ ish operating procedures according to this regul ation and loca l operating proced ures and 
provide trai ning to their service counselors/liaisons on these procedures. 

(6) Verify the M&L bills fo r payment fo r each ME PS at the BO leve l. Th is action will be 
accomplished in the lime frames establ ished in pa ragraph 5-4 below. 
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c. MEl'S will·· 

(I) Initiate the procurement packages for new appl icant MLT and NM contracts. Monitor the 
sol icitation process, bid evaluat ion , bid award, and contractor performance. 

(2) Process the M&L documents as desc ribed in chapter 7 of this regulation. 

(3) On a daily basis, review the numbers 01" applicants/enlistees charged for serv ices that are 
received from the contractor to ensure they are correct and maintain a record of the numbers. Numbers 
and charges will be recorded in the computerized M&L program on a daily basis. 

(4) Prov ide the charges to the serv ice counselors/liaisons on a daily basis for their review, 
correction and/or concurrence. Any corrections made by the service counselors/liaisons regarding service 
or component will also be corrected in the applicant M&L program. 

(5) Prepare and forward the end o f month billing statements to the meals & lodging and NM 
contractors and to the appropriate serv ice counselor/liaison for verification and signature. 

(6) Prov ide copies of the end of month billing statements to the contractors and the service 
counse lorslliaisons after a ll parties have signed. 

5-4. Payment procedures 

a. On a daily basis, the service counselors/ liai sons will submit USME pCOM Form 727·E series 
(Copy I, Copy 2, and Copy 5) to the MEPS. 

b. The MEl'S will assemb le the app licant processing lisls as needed, and ensure the appropriate copies 
are provided to the con tractors. 

c. Lodging and meal contractors will get the app licants' s ignatures on USM EpCOM Form 727·E. 
Copies 2 and S. If the applicant was not projected or listed on the form, the contractors will gel s ignatures 
on USME PCOM Form 728·E. The contractor w ill total the numbers by service, and prepare 
USME pCOM Form 729·E. The contractor shall return the completed forms with the daily charges to the 
MEPS on a daily basis, no later than noon , on the third work day following the applican t's arri val at the 
contractor's fae i lily. 

Note: Check your contract for exact time limits. 

d . The MEl'S will verity that the charges on the daily invo ices agree with the numbers/signatures on 
the authorization and receipt vouchers. 

e. The MEPS wi ll enter the daily numbers into the computerized M&L Program. and provide the 
authorization and receipt vouchers and daily worksheet for M&L to the appropriate serv ice 
counse lors/ liaisons for review and correction as necessary. The MEl'S will resolve discrepancies existing 
among the MEPS, the service counse lors/liaisons, and the contractors, on a dai ly basis, throughou t the 
mOTlIh to preclude problems at month-end. 

f. At the end of each month, the MEPS will ensure that al l par1ies agree to the numbers and charges. 
No later than 10 working days from the end of the month, the MEPS will prep..1re the following 
end·of·month billing documen tation: 

(I) Daily worksheet forMLT. 
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(2) Daily \'vorksheet for NMs. 

(3) MSC reports. 

(4) Service-specific memorandums. 

g. The Serv ice counselors/liaisons must review and vcrify the end of month bill ing statements, sign. 
date, and return them to the MEPS as soon as possib le but not laler than 2 working days from rece ipt. 

h. The con tractors must review and ,'crify the end of month bill ing statements, sign, dale, and relum 
them to the MEPS as soon as possible but not later than 2 working days from rece ipt. 

i . The contractor will submit the charges to the credit card compan ies . 

Note: The cred it card numbers <Hld expirat ion dates will be provided by the ME PS or d irectly for the 
se rvices' Government Purchase Card account holder. 

j . The MEPS will verify that the total bill se nt to the cred it card com panies agrees with the cha rges 
reflected on the end of month billing statements. Contractors may provide copies of thei r credit card 
transaction slips. The MEP$ will provide the Service counse lors/lia isons and the contractors with a copy 
of the end of mon th billing statements. 

k. The service counselors/liaisons must provide the verified numbers and charges to their designated 
billing officia l or account holder as soon as received from the ME PS. 

I. The credit card company will pay the contractors according to their payment proced ures and will 
send a bill ing stalement 10 the Govern ment Pu rchase Ca rd account holder or the bil ling official. 

rn. Upon receipt of the month ly bi lling statemenls, the accOllnt holder and bi ll ing o ffic ial wi ll date­
stamp the statement indicating Ihe date of rece ipt. The ae(;ount holder wil l verify the numbers and 
charges are correct as submined via the MEPS end of month billing statements to th e contractor. The 
account holder/billing officia l wi ll review and verify the statement rece ived from the credit card 
company. and forward the statement for payment within five days of receipt. 

5-5. Disputes and pay ment problems 

a. The procedures outli ned above were designed 10 eliminate disputes. Because all pa rt ies agreed to 
the numbers and charges before Ihey were sent to the credit card com pany, errors are un likely, but can 
occur. If there is an error, the MEPS and the con tractor wi ll work wi th the services' poi nt of contact 10 
resolve the error with the credit card companies. Ass istance from J-S/MRM-AD-C B is available when 
requested . 

b. Government Purchase Card payment problems must be resolved exped itiously in order to ensure 
prompt payment 10 the contractor. When the contractor cannot process the charge fo r payment, o r is 
denied payment by the credit card company, the contrac tor must contact the ME PS budget tec hnician 
and/or the accou nt holder. BO or other individua l identified by the sponsoring service. T he individ ual 
contacted will take ac tion to identify and resolve the problem so that appropriate paymen t can be made . 
Ass istance frolll J-S/MRM·AD-C B is avai lable when requested . 

5-6. P"yment process d iagrams 
The pnyment process diagrams for MLT and NM serv ices ca n be obta ined from J-8/MRM-AD. 
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Chapter 6 
Quality Assurance Surveillance Plan (QASP) 

6-1. 11urposc 
The purpose of the QAS P is to establ ish 3 method or methods to monitor contractor performance and to 
measure the quality of con tractor prov ided services against the requirements specified in the SOW. The 
QASP can be obta ined from J-8/ MRM-AO. 

6-2. SUI"Vcillancc methods 
The QASP provides for mon itoring the contractual requirements through the planned sampling (i .e ., 
unan nou nced inspections, customer complaint methods). 

a. Planned samilling. This is a sampling method designed to inspect part. but not all, of the activities 
being monitored . The CORlQAE can focus their attention on known problem areas giving th e contractor 
a greater incentive to improve defic ient areas. Specific service requirements IllUSt be inspected because of 
individual importance, cost, and/or poor performa nce on the part of tile contractor. 

b. Customer complaint. This is an inspection method that begi ns by providing the customer 
(appl icant) a customer complaint record to complete and retum to the MEPS. This inspection method has 
the advantage of making more visib le problem areas th aI might not be surveyed systemat ically in any 
other way. A copy of the customer complaint record can be obtained from J-SIMRM-AD. 

6-3. Sun'eillancc documentation 

a. Inspection Visits. Each inspection made by the COR, QAE, or MEPS commander must be 
doc umented . In spection reports must be li led for future reference. audit. and proof of inspection. CORs 
must provide a copy of their month ly inspections to their contract adm inistrator at Fort Knox, Directorate 
of Cont racti ng. Other interactions between the COR, QAE, or M EPS commander and the contractor 
(e.g., un sati sfactory performance. equipment brclIkdown, hotel staff problems. meetings) must also be 
documented and filed. 

b. Inspection checklists. Checkl ists must be used when conducting the in sl}Cctions. The QASp 
contains checklists for M&L faci lities and food service facilities. A sample of the mon thly inspection 
checklist can be obtained from J·8/MRM-A D, ifnot provided by the con tractor. 

c. C ustomer complaint record. Applicants must have the opportunity to register thcir complaints 
concerning the cont'ract hotel and its performance on customer complaint records available at the MEPS. 
The CORlQAE must complete a customer complaint record for individuals who have made verbal 
complaints, but cannot complete a custOmer complaint record . The applicants may al so register their 
complaints on the How Do We Rnte surveys conducted at Ihe MEPS. 

d. Filing documentation. All inspection documents related to contract performance are an integral 
part of th e final contract file and tIlust be filed with the contract file tolder. Workin g copies of inspection 
documents may be made for use by the COR. 

6-4. SUn'eillance procedures 

a. The MEl'S commander, COR, or QAE wi ll inspect the contract hotel and the NM contractor at 
least once each month . Discrepancies found by the commander must be reported to the COR. If there are 
defic iencies, inspections may be conducted more often, to ensure the defic iencies are corrected. If 
defic iencies persist, contact your contract admini strator and HQ US MEPCOM. MRM·A D, and di scuss 
actions to terminate the contract. During the inspect ions, pos itive commen ts on quality pcrfonnance mllst 
be documented as well as comments on instant corrective actions Ihal address defec-Is found . 
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b. At the beginning o f each month, the COR and QAE wi ll dctcnninc what days during the mon th the 
hotel and NM vendor wi ll be inspected. Inspections will be at various limes and days. In spections will 
be done at times when the app licants are at the hotel, al brea kfast, andlor al supper. 

c. The COR must ensure thaI deficiencies found during inspections, or noted on customer complaint 
records, are investigated . If the COR is satisfied that the complaint(s) arc valid, he/she wi ll nOlify the 
contractor o f the defect in writing. Correction o f deficienc ies mu st be monitored, docu mented, and filed 
in the contract fil e. The in spec tion fonn is attached to the CO R designation letter. It must be used by the 
CO R to report his/her monthly inspection of the MLT con tract and the NM con tract. 

d. At the end of each mon th, the CORs must forward cop ies o f their inspection repon s and va lidated 
complain ts to their contract administrator at Fort . Knox. A successful action to di sc ipline or tenninate a 
contractor based o n poor performance is directly related to the quality of the MEPS doc umentation o f the 
contractor's performance. 
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Chapter 7 
Apil licant Processing 

7-1. P urpose 
The purpose of this chapter is to describe fonns and proced ures used to schedule, control, and account for 
applicant process ing and use of M&L services provided by commercial contractors or other governmen tal 
entit ies through support agree ments. This chapler prov ides information on forms to be used by each 
rec ruit ing serv ice componen t 10 document the need for, and actual use of, M&L serv ices for the ir 
applicants at the MEPS. This documentation is crilicallO applicant processing, accurate reconciliation of 
contract services used by each service, and Ihe prompt payment of vendors using the recruiting services 
Govern ment Purchase Card Account s. 

7-2. Applicability 
The instructions in this chapter are applicable to all mi litnry services, including the Coast Guard, 
recruit ing activ ities usin g the M£PS for the processing of the ir rec ruited applica nts. 

7-3. Forms 

a. USMEPCOM Form 727- E, Copy 1. Serv ice counselors/liaisons wi ll comp lete thi s form when 
scheduling individuals fo r MEPS process ing. The MEPS may assist non-DOD agencies in the 
completion of Ihis form as required (i .e .. National C ivi lian Community Corps). Automated versions or 
th is form arc printed from the US M IRS progw m. 

b. US M[ PCOM Form 727-E, Copy 2. Serv ice counselors/lia isons are responsible for initinting this 
fo rm. Note: By completing the preparat ion of USM£ PCOM Form 727-E, Copy I, simultaneous ent ries 
on USME PCOM Form 727-E, Copy 2, are made and th is form is printed from the US MIRS program. 

c. USMEPCOM Form 727-E, Copy 3 (Supper Meal Aut horizat ion a nd Rece ipt Voucher), a nd 
USMEPCOM FOI'm 727-E, C OllY 4 (Bn!akfast Meal Auth ori7.:tfi on Ilnd Rece ipt Vo ucher). These 
forms nrc no longer used to document meal authorizations (i.e ., Sll ppcr, breakfast). If printed from th e US 
MIRS program, then they may be destroyed in any convenienlmanner. (This is a result of changing to a 
single li ne-item charge fo r M&L costs.) 

d. USMEPCOM Fo rm 727-E. Copy 5. This voucher remai ns in use at the MEPS to control the 
appl ica nts' access 10 NMs. It is nol involved with the documentation ofNM charges by the lunch vcndor. 
The lunch vcndor is paid for all lunches ordered whether eaten or not ealen . 

c. USM EPCOM Form 728-E. Thi s fo rm is prov ided 10 the conlractors and is used to doc.tHnent laiC 
arrivals, add-ons, or walk-i ns. One form is used fo r all services. 

f. USM EPCOM Fo r m 729-E. Thi s form is prov ided to the contractors and is used by the con l' ractors 
to record each day's M&L charges for serv ices rendered. This form , once reconci led by the contrnctor, 
the MEPS, and the serv ice cou nselors/li aisons, becomes a source doc ument fo r data entry of daily M&L 
costs and charges into the MEPS M&L Database Program. 

7-4 . Program procedures 

a. Local recruiling commanders will cnsure the procedures in this chapter are implemented. They 
must ensure thei r serv ice cou nselors/liaisons are fami liar with applica nt processing proced ures as 
described in thi s chapter. 

b. MEPS commanders are responsible fo r coordinating the implementation of Ihe procedures in this 
chapler, <It the laeallevel, wit h al l users ofMEPS serv ices. 
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7-5. Policies 

a. Every effort must be made by the recruiting services and individ ual recruiters to ensure an 3ccurate 
projection of applicants to the MEPS for each processing day. Critical actions and commitment of 
resources arc based on these projections and they must be as accurate as possi ble to enSlire effective usc 
of costly resources. 

b. Recruiting services components at the MEPS will prepare the USMEPCOM Form 727-E series 
according to thi s chapter. 

c. Individuals projected fo r processing will have priority over those that were not projected. 

d. The MEPS/sectors will actively attempt to minimize walk-ins. 

e. Walk-ins will be returned to the control of the recruiter if they ca nnot be processed due to capac ity 
restrictions. 

f. M&L services wi ll nOl be provided to individuals 0 1 her than appli cants who are authorized to 
process at the MEPS. 

g. Field recruiters must inform al l app licants of the requirement s to produce proper identifyi ng 
documents to the contrac tor/vendor to obtain M&L services . See paragraph 7-6 below for Illore details. 

h. Policies and procedures in place or developed for controll ing applicant process ing must be in 
consonance with the current M&L contracts. Unless a KO is present or available. MEPS staffs are not 
authorized to negot iate changes to a contract or deal directly wi th owners/managers of the M&L 
contractors concerning prov isions of the contract. J-8/MRM Directorate is available to assist with the 
reconciliation of any problems. 

7-6. Idcntificlltion and verification process 

a. This process is important and will be complied with prior to furnishi ng the service. Each app licant 
whose name appears on the USMEPCOM Fonn 727-E, Copy I, and is projected for MEPS processing 
must properly identify himself/herse lf by producing two fo rms of identificat ion . Examples arc listed 
below: 

(1) Driver 's license. 

(2) School 10 card with photograph . 

(3) Applican t records. 

b. IdentifiC:ltion req uired for e:lc h applicant whose name is not included on the USMEPCOM Form 
727-E, Copy I, will be by: 

(I) Telephone contact with the applicant's service spec ific counselorl1 iaison. 

(2) Personal contact with the applicant's service specific counselor/liaison. 

(3) Receipt of the applicant 's service specific counselor/liaison authorization letter for M&L 
services at the contract hotel. 
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C. All efforts must be made to ensure only those individ ual s authorized to receive M&L services arc 
provided those serv ices by the M&L and NM vendors. 

7-7. Processing procedures 

a. The first step consists of scheduli ng individuals 10 be processed al the ME PS. Thi s schedu ling is 
accompl ished through the use o f the USMEPCOM Form 727-E series, a form th at is com pleted by the 
sponsoring military recruiting se rvice. The USME PCOM Form 727-E se ries consists of fi ve for rn s. 
Copy 1 is used by the MEPS fOf process in g cont ro l. Copy 2 is forwarded to the lodgi ng vendor. Cop ics 
3 and 4 arc not used. Copy 5 may be used at the ME PS to control the applican ts' access to lunches. 

(I) USMEPCOM Form 727-E, Copy I, gives the MEPS basic data about the applicant. This data 
includes milne, social secu rity number, sex, alTival date and time, etc. The receipt of this data enables the 
MEPS to schedule the work load (i .e ., ensure suffic ient physicians arc available to accompl ish med ical 
examinati ons and HI V screenin g; ensure operat ions and testing personn el are available; ensure overti me 
is schedu led if workload wa rrants). Instruct ions for complet ing USMEPCOM Form 727·£, Copy I, arc 
located in appendix C. 

(2) USMEPCOM Form 727·E, Copy 2, informs the commercial contractor o f app licants, by name, 
who arc projec ted to process at the MEPS and are authorized M&L services. This form will a lso serve as 
a recei pt for services as the individual applicant signs this form. Instructio ns for complet ing 
USMEPCOM Form 727·£, Copy 2, are in appendix D. 

(3) USMEPCOM Form 727-E, Copy 5 (D inner Ilunch Meal Authorization and Receipt Voucher), 
provides a list of applicants who will be processi ng and authorized lunc h at the ME PS. It Illay be used at 
the MEPS to control access to the lunches, but does not document the lu nch charges to be paid to the 
vendor. The instructions on how to complete the form are included in appendi x E. 

b. The next step is to provide for M&L services for individual s, whose na mes do not appear, for 
whatever reason, on the USMEPCOM Fonn 727-£, 2. USMEPCOM Fonn 728·E is provided to the 
contractors and used to docu ment late arrivals. add-ons, or wa lk-ins. One fonn is used fo r a ll serv ices. 
Instructions for completing USMEPCOM Fonn 728·E are located in appendix F. 

c. Once M&L services arc provided to the appli cants, th e com merc ial contractor must notify the 
MEPS or the charges incurred. The contractor completes USMEPCOM Fonn 729-E dnily for the cha rges 
incurred and anaches completed USMEPCOM Form 727-E, Copy 2. The contractor then forwards both 
Fonns to the MEPS. Instruct ions for completing USMEPCOM Form 729-E are located in appendix G. 

d. Upon receipt of the USME PCOM Fonn 729-E and su pporting documents from the commercial 
contractor, the MEPS must veri fy the charges arc correct. The MEPS wil l fo llow proced ures in paragraph 
5-4 above fo r further processing o f M&L charges and billing to the proper military service. 
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Appendix A 
References 

USME PCOM Regulation 715·4 

Except where ot herwise indicated below. the following pub lications and (oons are avai lable on thei r 
service or agency Web sit es: 
Dcpar1ment of Defense (hnp:llwww.defcnselink.rnil/pubs) 
Army (http://www.adp.arrny.mil ) 
Marine Corps (http://www.usmc. lll il/marinelinkJind .llsf/publ ic:Ltions) 
Navy (hnp:llneds.nebt.daps .mi ID 
Air Force (hnp:l/www.e·publ ishing..OIf.mil) 
Coast Guard (http://www.uscg.mil/hg/g-wk/g-wkhfg.-wkh-I /pubs/pubs.d irec! .Iu m) 
USMEPCOM (MEPNET (htlps:llmepncl.mepcolll.army.mil) or Web (http://www,mepcolll ,armv,rnil) 
GSA and Standard Forms 
(11 11 p:1 / \\1\\1\\'. gsa . go\' IPol1a II gsa/eDI farm s W e kome .do? pageT y pe Id =8 1 99&cha line I Pu ~e=/ep/cha n ne II ~saO 
verview.jsp&channel ld:::-13253) 

Seetioll I (The publications needed to comply with thiS regulation.) 

Required PlIhlicutiollS 

AR 601-270 
Militury Entrance Processi ng Station (M EPS). Cited in paragraphs l-4c . 

Sec/iolt II (These pubhcaJiollS arc a source of additionalmfonnation Users 111ay read them 10 beller 

Relilted Publication,," understand the subject, but do nOI have to read the111 10 comply wilh Ihls regulation) 

AR 25-400-2 
The Army Records Information Management System (A RIM S) 

A R 40-501 
Medical Services-Standards of Medica l Fitness 

DODD 5500.7-R 
Joint Ethics Regulation 

MIL-STD I05E 
Military Standard, Sampling Procedures and Tables for Inspection by Att ributes. (Where random 
sampling inspections are required by the contract.) 

OFrp Pam Number 4 
A Guide for Writing and Ad minister ing Performance Statements of Work for Service Contracts. (Where 
random sampl ing inspections are required by the contrac!.) 

USMEJ»COM Rag 25-5 
ME PS Processing Reporting System (M EPRS) Data Element Dictionary, 

USMEPCOM Reg 37-1 
USM EPCOM Financial Management. 

USMEPCOM Reg 680-3 
MEPS Processing Report ing System 
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Sectioll III ( I'ublications pn:scnbcd by this regulation ) 

Prescribed Publications 

None 

Sectio" IV 
Required Forms 

OA Form t 1-2-R 

(The forms need{"d 10 comply with tillS regulation ) 

USMEPCOM Regulation 715·4 

Management Control Evaluation Cc rtilicati on Statement. Cited in appendix 1-1-2 . 

DA Form 3953 
Purchase Request Form. Cited in Paragraph 3-2r. 

SF 30 
Amendment of Solicitation/Modification of contract. Cited in paragraph 3-3e. 

SF 1449 
Solicitation/Contract/Order for Commercialltclns. Ciled in paragraph 2-4g. 

SectiolJ V 
Prescribed Forms 

(The forms prescribed by lhls regulation ) 

USMEPCOM Form 727·E, Copy 1 
Processing List. Cited in paragraph 5-4a. 

USMEPCOM Form 727-E, Copy 2 
Lodging Authorization and Receipt Voucher. C iled in paragraph 5..4a. 

USMEPCOM Form 727-E, Copy 5 
Dinner (Lunch) Meal Authori zation and Rece ipt Voucher. Cited in paragraph 5-4a . 

USMEPCOM Form 728-[ 
Applicant Meal/Lodging Authoriz(ltion and Receipt Voucher for Late Arrival Add-Ons. Cited in 
paragraph 5-4c. 

USMEPCOM Form 729-E 
Daily In voice Lodging/Meal Services. C ited in paragraph 5-4c. 

Section VI lThe file numbers this n:gulatlon prescribes for the user to lile specific documents.) 

Prel'cribed File Numbers 

715kl 
Procurement Records. C ited in paragraph 1-4a(5). Keep in CF A unlil event occurs and then until no 
longer needed for conduction business, then retire to RHNAEA will destroy the record 6 years, 3 months 
after the event. Officcr Represcntatives will forward records to the KO upon final payment and olli cial 
contract closure. 
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Appendix B 
Quality Assurance Surnillance Plan (QASP) 

8-1. Introductiun 

a. This Quality Assu rance Surve illance Plan (QAS P) has been developed and designed to aid the 
Quality Assurance Eval uator (QAE) in prov iding effective and systemat ic surveillance of all aspects of 
this comract. This plan req uires the monitoring o f a ll contract requirements as proposed in the 

contractor's proposal. Evaluators mllst be fam iliar with the cont ractor's original proposal and chec k 
performance against that proposa l. 

b. The object ive of this survei llance plan is to eva luate how the contractor is perfomling. The 
Government is primarily interested in the final product the contractor is providing, rather than the detai ls 
e fhow the con tractor is providi ng the serv ice . 

1l· 2. How to use the SUn'ci llancc plan 

a. The QAE is responsible for using the surveillance plan. 

b. It is the QAEs responsibility to perform monthly su rve illa nce to veri fy contract tasks are being 
satisfactorily performed in compli ance with cont ract specifications. The checklists included with thi s 
plan will be lIsed to record in formation pertaining to each inspect ion. See paragraph B-4 below for 
checklist informat ion . 

c. Checklists wi ll be completed for each inspection and will be lIsed to record information on 
observation and defects. These documents wi ll then become a formal Government record for later 
reference . Discrepancies detected during the course of surveillance w ill require corrective action by the 
contractor. Specifics concern ing an y errors wi ll be recorded on th e back of the checklis ts. The QAE will 
verbally tell the contractor' s representative when a d iscre.pancy is found and ask him to correc t the 
problem. A notation wi ll be made on the checkl ist of the date and time-the deficiency was d iscovered and 
the date and lime the con tractor's representative was notified . 

d. If, at the conclusion o f severa l inspect ions, the contractor's performance is j udged unsatisfactory 
due to his fa ilure to correct deficiencies and/or failure to com ply with th e cont'ract spec ifi c<lt ions, the QAE 
will meet with the CO R and discu ss options. The QAE will prov ide information to the CO R for drafting 
a letter to go to the KO requesting a cure notice be issued to the contractor. When completed and signed, 
the letter, a long with the checklists become documentation that must be filed with the cont ract. The QAE 
sha ll notify the KO if future contract performance was satisf<lctory or un satisfac tory. Unsati sfactory 
determi nation requires wri tten documentat ion, including inspection checkli sts supporting the 
unsatis ractory rati ng. 

e. During the course o f the month , the QAE may rece ive customer comp laints about the quality of 
service. Procedures for the use of the customer complai nt record are included in paragraph B*3,below. 
Each complaint received shall be validated by the QAE. 

f. Revis ions to this su rve illance plan <Ire thcjoint responsibility o f the QAE and the KO. 
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8-3. Customer compillint guide 

a. Complaints will be used as additional evidence that performance was lacking. Complaints wi ll not, 
in themselves, be counted against the contractor' s perfonnance standards for purposes of payment 

deductions. 

b. When a complaint is received, the QAE will complete a clistomer complaint record and investigate 
the complai nt. If the QAE is satisfied the complaint is valid, he \V iII notify the contractor of the defect. 
The contractor will be required to correct va lid complaints of performance not in compliance with the 
contract. A copy of the customer compla int record can be obtained from J-IQ USMEPCOM, Resource 
Management, Acquisition Division . 

c. The QAE w ill retain the complaint fonn in the QAE ~iles . At the end of each month, a copy of alt 

validated complaints wi ll be forwarded to the KO or contract administrator. 

8·4. Sun'cillance Activity C hecklist 

a. Surveillance of services will be conducted by the use of the surveillance act iv ity checkl ist and 
conducted pursuant to the Inspect ion of Services· Fixed Pri ce clause contained in the contract. A copy o f 
the checklist can be obtained from HQ MEPCOM, Resource Management, Acquisition Di vis ion. 

b. Monthly inspection checklists wilt be retained in the QAEs files and forwarded to the KO at the 
end of the contract period for inclusion wi th the commc! file. A copy o f the monthly chec kli st can be 
obtai ned from HQ USMEPCOM, Resource Management, Acquisition Di vision. 

B-s. Government actions for contractor deficiencies 

a. While the QAE may inspect the contractor's performance and document noncompliance actions, 
only the KO may take fonnal action against the contractor for unsatisfactory perfonnancc. 

b. When the conlrllctor's perforrnance fails to confonn with the requirements of tile contract, the QAE 
will verba lly lellthe contractor ' s manager of discrepancies the first time and ask the contractor to correct 
the problem. A record of this action must be kept by the QAE. 

c. If the contractor fails to achieve satisfactory perfonnancc or continues to have repeat discrepancies, 
the QAE must meet with the COR and forward their documentation to their contracting administrator or 
omcer with the suggestion for the KO to issue a cure notice to the contractor. 

d. Depending on the overall performance of the contrac tor, an unsatisfactory reply to a cure notice 
may result in the issuance of a show cause letter Followed by consideration to tenn inate the contract. 
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Appendix C 
Instructions for USMEPCOM Form 727-£, Copy 1 - Processing List 

This appendix provides the instructions for completing USMEPCOM Form 727-E, Copy l. Recruiting 
service counse lors/liaisons are responsible for initiating this form and are required to initiate additional 
USMEPCOM Forms 727-E, Copy I, to accommodate add-ons and holdovers. The completion o f 
USMEPCOM Form 727-E, Copy I, causes s imultaneous entri es on USMEPCOM Form 727-E, Copy 2 
(see app. D for instructions); therefore, attention to detail and accuracy in completing Copy I is essential 
to the accuracy of Copy 2. Instructions, by block number are: 

Sectio/J J 
USMEPCOM Form 727-£, Copy I-Normal AppliClIItt Processi"g 

Blocks 1 - 4 - Processing Data 

Ulock I: Processing Date (YYYMMDD) - Enter the dute the applicant is projected to be on the MEPS 
processing Ooor. Entry format is year (YYYY), month (MM), and day (~O) (YYYYMMDO) format 
(e.g., 20020503). 

Block 2: Time and Date Printed - Enter the time and date printed, if not program cont'rolled . Entry 
format is year (YYYY), month (MM), day (~O), military time (HH HH ) (e.g., 20020503 1545). 

Block 3: I)rojection Type - Enter the appropriate one-position code that identities the type of project ion . 
Following, are the authorized codes to be used: "P" for projection; "S" for same day processor; " W" for 
walk-in; " H" for holdover, next day processor; ·'N" for night test; " M" for MET site test (future); .'T" for 
night lest, next day projection; or "K·' for walk-in, same day processor. 

Block 4: Military Service Component (Specify) - Enter the appropriate three-position DOD 
service/component code. See USMEPCOM Regulation 680-1 , for authorized codes . En ter only one 
service component per page . MEPS that serv ice dual recruiting units of the same servicc may require 
each recruiting unit to submi t a 727-E, Copy I, and identify their unit in Ihis block (e.g., Army/DAR 
Chicago, ArmyfDAR Peoria). 

Dlock 5 - Identification Data 

Dlock Sa: SSN - Enter the applicant's soc ial securi ty number (nine numeric characters). This col umn 
may be bar-coded. 

Block 5b: Name (L:tst, First, 1\11) - Enter in alphabetical order, the full complete name of the 
applicants in capitallclters. If the name field is too small , use two lines. 

Block 5c: SEX - Enter the one-position code "M" for male, "F" for female, or '·Z" fo r unknown. 

Block 5d: ReTe Station NOflD - Enter the recruitin g Sl'ation ID (u p to five numeric or 
alphanumeric characters) to which the recruiter is assigned (e .g., 39360, 6L3R, DD03C). Thc last four 
numbers of the recruiter's Social Sec urity number may be entered in addition to the recruiting statio n ID. 
If provided , list these four numbers in front of the station ID (e.g., 3456fD003C). 

Block 6 - Lodging (Arrival Data) 

Block 6:t: YIN - Enter a "Y" for yes, or " N'· for no, to indicate whether or not the applicant requires 
M&L services . Supper, lodging, breakfast, and transportation are provided as a si ngle item. 
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Block 6b: DATE - Enter the two-dig it day of the month that the applicant is scheduled to arrive at 
the MEPS or a transportation hub of the city in which the MEPS is located. The IranspOl1ation hub could 
be a bus terminal, train station. or an airport. 

Block 6c: HOUR (Mil Time) - Enter the lour-digit hour, lIsing 24 hour mi litary lime, the applicant 
wi ll be arri vi ng at the contract hotel. 

Block 6d: MODE - En ter the appropriate one-pos ition code that identilics the mode of transportation 
the applicant will usc for travel. The following codes wi ll be used : "B" for bus, " R" for rail , " Il" for 
privately owned vehicle, "G" for Government vch icle, " A" for airplane, or "0" for other. 

Block 7 Service Processed Requireme nts/Information for MEPS 

Block 7a: Testing 

a. EOUe LEVEL - Entcr the highest grade of formal education completed. Thi s is a three-pos ition 
code. In the first two positions, en ter the number of years of formal education successfully completed. In 
the third position, enter the correspondi ng education certi fication level achieved . Codes for education 
certificat ion level s are contained in USMEPCOM Regu lation 680-3 . 

b. AFQT SCORE - Enter the appl icant 's previously obtained AFQT score, if applicable . 

c. ASVAB - Enter the appli cab le code for the applicant's ASVAS processing. The fo llowing codes 
are authorized to be used: "E" for initial test, "R" for retest, " HI> for hi gh sc hool test, or "C" for 
confinnation test or " blank" if no ASV AS processing is required. 

d. SPECIAL - If a spec ial tcst is required, enter an "S" and indicate, in the "Remarks" block , the 
special test required. 

Block 7b: Medical 

a. FULL EXAM - Enter " F" for full physical exam or " R" for re-physical, ifapplicant is required to 
undergo a full physical exam. 

b. INSPECT - Enter " ['" ifapplicant is rcquired to undergo an inspection medical exa mination. 

c. SPECIAL - Enter "S" if applicant is required to undergo a full physical medical examination and 
included in that examination is specia l medi cal processing (i.e., quadrennial over 40 physica l, IR R, health 
care profess ional, EKG). Indicate, in the "Remarks" block, which spec ial test is requircd. 

d. CONSULT - Enter "e" if the npplicant is required to undergo a consu lt exmnination (i .e., 
onhopedic, psychiatric, ear lavage). Indicate, in the " Remarks" block, which consult is required . 

Block 7c: Enlislmcut - on ly one item will be marked wi th the following characters to indicate the 
required enl istment processing. If none arc applicable, see USMEPCOM Regulation 680-\ , B-ll h(4). 

a. OEP IN - Enter "D" if the applicant is going to OEP-in only. 

b. ACC - Enter "A" if the applica nt is accessing on ly. 

c. ACC & SH IP - Enter " B'" if the applicant is accessi ng and shippi ng. 

d. SHrP - Enter "C" if the applicant is shipping only. 
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Block 7d: OTHER - Enter -'X" ifapplicant is corning to th e ME PS for o ther than en listment purposes. 

Block 7e: 601-23-4 - The swear-in-officer/operations control desk personnel wi ll enter an " X" in this 
co lumn after the applicant receives the DOD Separation Policy briefing and the USME PCO M Form 601-
23-4-E has been appended 10 the DO Form 4 (Enli stment/Ree nlistment Document - Armed Forces of the 
United States). 

Block 7f: NOTES - Every appl icant listed on the USMEPCOM Form 727-E, Copy I, wi ll have an 
annotati on in item 7f. See USMEPCOM 680-3 for additional notes column in o rder to reconcile the day ' s 
action. 

Remarks Block 

Remarks: - This data block is used fo r any exp lanatory remarks required to ensure ME PS personnel are 
aware of pertinent processi ng information such as identifying a qu adrenn ial phys ica l, over 40 EKG, 
spec ia l type physical, a psychialrit, orthoped ic, ear lavage consu lt, a night lester, a contract renegotiation, 
etc. The MEPS may establish local requiremcnts that best s tlit their process ing needs. Once the MEPS 
requirements have been met. the services may utilize Ihis data bloc k to annotate information applicable 10 

the ir requirements. 

Note : T he total of the names listed on the Processi ng List w ill be displayed at the bottom of the form 
a fte r the "SPF Tota l" label. A lso, page numbering will be entered in Ihe " Page o f Pages" label as 
appropriate. Examples are " Page I of I Page," or "Page I o f2 Pages" on the firs t pagc and " Page 2 of2 
Pages" o n the second page, etc . 

Seel;o" 1/ 
USM£PCOM Form 717-£, Copy I- Processinc List/or Holdovers (I11t1 A dd-OilS 

a. Using the M& L Voucher System. USMEPCO M Form 727-E Series, recru iti ng serv ice 
coun se lors/liai soll s or forwarding agencies w ill use Copy 1 to project their ho ldovers or add-on 
applicants. The use of this fonn is authorization for the M&L contractor to provide serv ices to these 
applicants. 

b. Recru it ing service counse lors/lia isons wi ll com plete US MEPCOM Form 727-E, Copy I, using the 
instructions above w ith the fo ll owing exception lind/or additions: 

(I) Exception to Block 4: Military Service Component (Spec ify) - Emer the appro priate three­
position DOD service/componen l code fo llowed by a dash (-) and the word HO LDOVERS. 

(2) The MEPS may conso lidate all holdovers on o ne sheet of the form for a ll services and cnter in 
Block 4 the phrase ALL SERVICE HOLDOVERS. 
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Appendi x 0 
Instructions for USME PCOM Form 727-E, Copy 2 - Lodging Auth orization :md Receipt Voucher 

This appendix pro vides the instructions for completing USME PCOM Form 727-E, Copy 2. The data 
entered to prepare USMEPCOM Form 727-E, Copy 1 (see app. C for instructions), is lIsed to complete 
several of the data blocks on USMEPCOM Form 727-E, Copy 2. The recru iting service 
counselors/liaisons or MEPS personnel must com plete those blocks not fi lled by in itial entries in Copy 1. 
Instructions, by block number arc: 

Seetio" I 
Ill structiolls/or Compleliltg USMEPCOM Form 727-£, Copy 2 

Blocks 1-4 - Processing Data 

Block 1: Authori zation Date (YVYMMllD) - th is date is the day prior 10 the processing date entered 
by the recruiting serv ice. Entry format is year (YYYY), month (MM), and day (DO). 

Block 2: Proc.ess ing Date (YYYYMl\IDD) - This date is the applicant's MEPS processing date. Date 
is from the Copy I form. 

Block 3: Mil itary Service Component (S pecify) - Three- pos ition DOD service/componen t code. 
Code is from the Copy I form. 

Block 4: Ve ndor - The MEPS will annotate the name of the contractor/vendor that is under cont ract to 
furni sh the service. 

Block 5 - Identifica tion Data 

Note: All data is from the Copy I form. 

Block Sa: Na me (Last, First. MI ) - Enter in alphabetical order. 

Block 5b: SSN - Social security number (nine numeric characters). 

Block 5c: SEX - Enter " M" for ma le, " F" for female, or "Z" for unknown. 

Block 5<1: RCTG STATION NO/In - Enter the recruiting station 10 to which the recruiter is assigned. 

Block 6 - Lodgi ng (Arrival Oll ta) 

Note: All data is from the Copy I fonn. 

Block 6a : DAT E - Day of the month appl ica nt is sc heduled to arrive (i.e .. 12, or 03). 

Block 6b: HOUR (M il Time)- Four-digi t hour, in military lime, applicant will be arriving. 

Block 6c: MODE - One-posit ion code identifyi ng mode of transportation app licant will use. 

Block 7 Authorization 

Note: This co lumn is completed by the recruiting service counse lor/liaison. 

Block 7., STATUS 
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a. App - The initial s of the recruiting serv ice counselor/ lia ison will be entered in this co lumn when 
the individual is in an applicant status and is authorized to receive M&L. A vert ical line may be drawn 
between the ini tia ls on the firs t and last lines if a ll appl icants are to receive the same authorization. 

h. En! - The initials of the recruiting service counse lor/ liai son wi ll be entered in this co lu mn when 
the individual is in an enlist.ee status (i.c., has en tered on acli ve mili tary duty, and is authori zed to rece ive 
M&L). A vertical line may be drawn between the initial s on the first and last lines if all applicants are to 
receive the same au thorization. 

Block 7b: ROOM, columns Single and Double - The recruiting service counselor/ li ai son wi ll ini tial 
either in the sin gle or double co lumn to indicate the room authorization for the applicant. A vert ica l li ne 
may be dra\\!1 between the initia ls on the first and last lines if all appl icants are to receive the same 
authori zation. 

Blocks 8 - 12 

Bloc k 8: Receipt - SIGNATU RE (Individual Receh,jng Sen-icc) " 1>0 NOT I)RlNT"- The 
indiv id ua l, upon arriving at and registering with the con tr:lct hotel, will s ign on the line containing his or 
her identi fication data . 

Block 9: Vendors Usc Only - Room Number Assigned - The vendor must enter the room number 
ass igned to the individual. 

Block 10: Recruiting Official- SIGNATURE 7 TJTLE (Military Recruiting Service Liaiso n) - The 
recruiting scrv ice counse lor/ li ai son submittin g th e fonn will sign this block and ent er hi s or her title . At 
this time the recmiting officia l must enter the fo llowing after the last name entry on th e Copy 2 form : /I 
LAST APPLICANT SCHEDULED 1/. 

Block Ii : MEPS Officia l - SIGNATU RE: 7 TrTLE: (Rl'quircd for: Walk-ins lind Holdo\'c,·s) - The 
MEPS commander or designa ted representati ve wi ll sign th is bl ock when authorizin g M&L service to 
holdovers. walk-ins. and add -ons. 

Block 12: CERTIFI CATION - The vendor or an autho ri zed representati ve must sign this block 
cert ifying that services were provided to those indi vidual s who signed the fonn , Bcfo re signing this 
block, the vendor wi ll red-line each nam e line without a signature and ent er the words "No-Show" o r 
" Room Cance led" in Block 8. 

Sectioll II 
Delivery, Review, Verificatio", (11111 Validatioll ojCopy 2 Vouchers 

a . Delivery of Copy 2 Vouc hers to contract establishmen ts. 

(I) The original Copy 2 will be forwarded by the MEPS to the contractor/vendor on a daily basis 
by the most practical means. 

(2) In cases where several establ ishments are used to supply the service to ind iv idua ls, cop ies may 
be made to supply each establ ish ment a copy. 

b. Rev iew, ver ifi cation, and val idation of completed Copy 2 vouchers /i'om contmctors/vendors, 

(I) The MEPS will review, verify , and val idate com pleted Copy 2 vouchers rece ived from M& L 
vendors. Thi s review wi ll include, but is not limited to the fo llowing: 
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(a) Ensure compliance with procedures, contract requirements, agreements, and rates. 

(b) Verify accuracy of numbers and amounts claimed fo r services rendered. 

(c) Delection o r any unauthori zed usc of the M&L services. 

(2) Suspected signature forgeries, fraudulent ent ries, or other abuses will be reported to the M EPS 
commander fo r review. 
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Appendix E 
USMEPCOM Form 727-E, Copy 5 - Dinner (Lunch) Mea l Authorization and Receipt Vo udll't 

This appendix provides the instruct ions for com pleti ng USM EPCOM Form 727-E, Copy 5. This voucher 
remains in use at the MEPS to control the applicants' access to NMs. It is not in vo lved wilh the 
documen tation of NM charges by the lunch vendor. The lunch vendor is paid for all lunches ordered 
whether eaten or not eaten . Instructions, by block number arc: 

Blocks I - 4 

Dlock t: Authorization Date - thi s date is the day prior to the processing date entered by the recruiting 
service. Entry formal is year (YYYY), month (MM ). and day (DO) . 

Block 2: 11roccssing Date - Ihi s date is the appli cant 's MEPS processing date. Date is from the Copy I 
form . 

Block 3: Military Service Component - three-pos ition DOD service/component code . Code is from 
the Copy I form . 

Block 4: Vendor - the MEPS wi ll annotate the name of the cont ractor/vendor that is under cont ract to 
furni sh th e servicc. 

Block 5 Identification Da ta 

Note: All data is from the Copy I form. 

Block Sa: Name (Last, First, Mn - enter in alphabetical order. 

Block Sb: SSN - Social Security number (nine numeric characters). 

Block 5c: SEX - enter " M" fo r male, " F" for female , or "Z" for unknown. 

Block Sd: RCTG STATION NOf(D - enter the rccnJiting station ID 10 whic h the recruiter is assigned . 

Block 6 - Lodging (Arrivul Dala) 

Note: All data is from the Copy I form. 

Block 6a: DATE -day oflhc month appl ic.anl is schedu led 10 arri ve (i.e., 12,03). 

Block 6b: HOUR (Mil Time) - four-di git hour, in military tim e, applicant wi ll be arrivi ng. 

Block 6c: MODE - one-position code identifying mode of transportat ion applicant wi ll use. 

Block 7 Authorization and Stottus 

Note: Thi s column is completed by the recruiting service coun se lor/liaison . 

a. App - the initial s of the recru iting service counselor/ lia ison will be entered in Ihi s column when the 
individual is in an applicant status and is authorized to receive M& L. A vertica l line may be drawn 
beh\.-een the initials on the first and last lines if al l applicanls are 10 receive the same aulhorizalion . 
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b. Enl - the initials of the recruiting service counselor/liaison will be entered in this column when the 
individ ual is in an en li stee statu s ( i.c. , has entered on active military du ty, and is authori zed to receive 
M&L). A vert ica l line may be drawn between the initia ls on the first and last lines ir all appl icants:'Ire to 
rece ive the same authorization. 

Blocks 8-13 

Block 8: Receipt - SIGNATURE (Individual Receiving Service) "00 NOT PRINT" - the 
indivi dual , upon arriving at and registering with the contract hotel, wi ll sign on the line contai ni ng hi s 
identification data. 

Block 9: Vendors Usc Only (Enter Actual Cost). The vendor will enter the actual cost, in dollars, for 
the room. 

Block 10: Recruiting official - SIGNATURE & TITLE (Military Recruiting Scn'icc Liaison) - the 
recruiting service counselor/liai son submitting the fonn will s ign this block and enter hi s/her title. At this 
time the recru iting official will enter the fo llowing after the last name en try on the Copy 2 form: IILAST 
APPLICANT SCHEDULEDII. 

Block 1 t: MEPS Orticia l - SIGNATURE & TITLE (Required for: Walk-ins "lid Holdovers) - the 
MEPS commander or designated representative will sign this block when authorizing M&L serv ice to 
ho ldovers, walk-ins, and add-OilS. 

Block 12: CERTIFICATION - the vendor or an auth ori zed represe ntative must sIgn thi s block 
certify in g services were provided to those individual s who signed the forlll . 
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Appendix F 
USMEPCOM Form 728-E - Applicant Meal/Lodging Authorization and Receipt Voucher for LaIc 
Arrival Add-Ons 

This append ix provides instructions fo r completing USMEPCOM Form 728-E. This foml is prov ided to 
the contractors and is used to document latc nrriva ls, add-ons, or wa lk- ins. One form is used fo r all 
services . Instr uctions, by item afC: 

Hems 1-5 

Item I: Dale: Enter the date th e fo rm is prepared . 

Item 2: VEN DOR: Enler the name of COIli rael estJb lishmcnt. 

Item 3: NAME (LAST, FIRST, MJ) co lumn- Pri nt (or Iy pe) the name ( last, li rs!, MI ) of the ind ividual 
receiving the service. A separate line wi ll be used for eac h service supplied an ind ividual. 

Item 4: SSN column- Enler the Social Security number a!lsigned to the appl icant. If the applicant does 
not have an ass igned SSN. enter "None." 

Item 5: SEX column - Enter " M" fo r ma le, " F" for female. 

Item 6: ARRIVA L column 

a. DATE - Enter the date (day and mon th) applicant arrived at contract establ ishment (e .g., I June 
1987). 

b. HOUR - Show ti me o f day the appl icant arrived at contract establishment request ing the service 
(e .g., 7000 PM). 

It ems 7-1 5: 

Item 7: MILITARY SERVI C E column - Enter appropriare mi litary serv ice (i.e ., "Army," "Navy," 
" Air Force," "Marine Corps") for whi ch the npplicant is to be processed. 

Item 8 : KIND OF SERV ICE column - Show the type service being provided: Lodgings: " LS" for 
single, " LD" fo r double; "S" for supper; and "B" for break fast. Each service furni shed an ind iv idual w ill 
require a separate line en try. 

Item 9: APPLICANT/ ENLISTEE ('olumn - Enter an "X" in co lumn A if the person signing is an 
applicant, enter an " X" in col umn E if the person signing is an enl istee . 

Item 10, APPROVAL RECEIVED FROM NAME AND TITLE OF M EPSIRCTG OFFIC IAL OR 
APPLICANT R ECORDS column - List informat ion as appropriate, for example : 

a. JO I·IN SMITH, ME PS Bus dri ver. 

b. Name of authorizing recru iting ofticia l. 

c. APP LICANT RECO RDS, DD Form 4, and Soc ia l Sec urity card . 

Item 11 : S IGNATUR E OF APPLIC ANT RECEIVING SERVICE column - Obta in the signature of 
the indiv idual receivi ng the service. 
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Item 12: PRJCE OF THE MEAL column - For those vendors who fumish meals under contract s that 
ca ll for reimbursement of the actual cost of food and beverage (nonalcoholic) laken. the app lican t will 
enter the actual cost of items tak en, up to the contractual dollar ceiling of the meal , after his or her 
signature. 

Item 13: DATE RECEIVE)) column - Dale the meal was taken . 

Item 14: CERTIFIED CORRECT - The branch that certifies the correctness, signs, and dales in the 
appropriate block. 

Hem 15: SIGNATURE AND TITLE (VENDOR OR REPRESENTATIVES) - The vendor or 
authorized representative signs and dates. This serves as certification that services were provided as 
authorized and according to contractual agreement. 
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Appendix G 
USMEPCOM Form 729-E - Daily Invoice Lodging/MeaJ Services 

This appendix pro vides instructions for complet in g USME PCOM Form 729-E. Thi s form is provided to 
the contractors and is used by the con tractors 10 record each day's M&L charges for serv ices rendered. 
This ronn, once reconciled by the contractor, the MEPS, and the service counse lors/liaisons, becomes a 
source document for data entry of daily M&L costs and charges into the M EPS M&L Database Program. 
Instructions, by block are: 

Item I : VENDOR - enter (stamp) the name of contract establish ment. 

Item 2: CONTRACT NUMBER - enter the number assigned to contract wit h the MEPS to fum ish the 
serv ices included on the invoice. 

Item 3: AUTHORIZATION DA TE(S) - enter the date(s) the serv ices were rendered. 

SECTION 1- LODGING AND SECTION II - MEAL SERVICES 

Itl'm 4: RATE coJumll- enter the contract rate fo r each type of serv ice wh ich re imbursement is beill£ 
c laimed. 

Item 5: NUMBER FURNlSHED columns- en ter the number of each type lodging (si ng le and double) 
and each type of mea l furnished , by military service, and the total for all military services. 

Hem 6: AMOUNT column - enter the tota l dollar amount being claimed. 

Note: This entry is optional since dol lar amounts (number fumished multipl ied by the rate) can easily be 
delennined by both the con tractor and MEPS. Also, dollar amount (based on some con tract ua l 
agreemen ts) is based on volu me of serv ice supp lied , and can o nly be determined at the end of the month . 
If vendor is 10 be pelid for the aCl ual cosl of the meal only, enter the total amOllnt due as tabulated from 
the appropriate voucher. 

SECTION 111- HONORED VOUCHERS (ATTACHED) 

Item 7: NUl\ffiER OF PAGES columns - enter the tOlal pages of vouc hers, by military service and 
kind of service fumished, wh ich will be attac hed to the da ily invoice. 

SECTION IV CERTIFICATION 

Item 8: DATE - enter the dale the invoice is prepared. 

Item 9: SIGNA TURE (VENDOH OR AGENT) - the vendor o r aUlhorized agent will s ign USMEPCOM 
Porm 729·E certifying th at the bill is correct and that payment for services has not been received ; include 
the title of the signatory 
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Appendi:< H 
Management Control Checklist - Meals and Lodging Reconciliation Process 

H-1. Introduction 
The purpose of this checkl ist is to verify that the reconci liation process among the MEPS person nel, 
contractors (meal s and lodgin g (M&L) and noon meal s (NMs»). and the respect ive service liai sons is 
taking place. According to the po licy memorandum subject: Use or the Gove rnment Purchase Card to 
Pay Applicant Meals, dated November 6, 2001, and Lodging Bills and the US MEPCQM commander's 
gu idance in memorandum subject: USMEPCOM M&L Program (stakeholders meeting), May 12,2003. 
item g. 

H-2. Instructions 
Answers must be based upon actual testing of management controls (e.g., document analys is, direct 
observati on. sampling, si mulation, other). Answers that indicate a deficiency must be explained and 
corrective action indicated in supporting documentation. Management con trols must be eva luated at least 
every two years. Certification that this evaluation has been conducted must be accomplished on DA 
Form 11-2-R (Managemen t Control Eval uation Certification Statement). The results of the eva luation 
must be kepI on file- for two years after the date of the eval uation . 

H-3. Checklist to review the M&L reconciliation process 

a. Is the contractin g officer' s representative (COR) perfomling a monthly inspection of the c·ontrac! 
hotel rooms and kitchen facilities? 

b. Are the numbers of applicants charged for services on USMEPCOM Fonns 727-E, Copies 2 and 5 
and received from th e contractors, reviewed on a daily bas is to ensure accuracy? Are copies of these 
numbers being maintained for future reference? 

c . Is USMEPCOM Form 728-£ used by con tractors to accou nt for late arrivals and add-ons not 
projected on the initial USMEPCOM Form 727- E, copies 2 and 5? 

d. Are Ihe numbers and charges recorded in the computerized M&L program on a daily bas is? 

c. Are the charges provided to the service counselors/liai son on a da ily basis for their review, 
correction and/or concurrence? 

f. Are corrections made by the service COllnse lorS/liaisons regardin g service or component corrected 
in the appl icant M& L program? 

g. Arc end of month billi ng statements, which arc the memorand um produced for the MSC repons, 
the daily worksheet for M&L, and the daily worksheet for NMs provided to the service 
coun selors/liaisons at the end of the month? 

h. Do the number of signatures on USMEPCOM Fonn 727-E, Copy 2, eq ual the totals listed on the 
USM EPCOM Form 729-E for each day? 

H-4. Procedures: 

a. On <1 daily basis, the service counse lors/liaisons will submit, to the M£PS, USM EPCOM Fonn 
727-E, Copy t. 

b. The MEPS wi ll assemble US MEPCOM Form 727-E. Copy I, as needed and ensure the appropriate 
copies are provided to the contractors. 
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C. The contractors will gel the applicants' signatures a ll the appropriate uUlhoriz.'ltion and rece ipt 
voucher (USMEPCOM Fonn 727·E. Copy 2 or 5) or the add-on sheet (USMEPCOM Fonn 728-E), if the 
app licant was not projected or listed on USMEPCOM Form 727-E, Copy 1. The contractor will total the 
numbers by serv ice, and prepare USMEPCOM Form 729-E. The contractor shall return the completed 
fo rms, with the daily charges, 10 the MEPS on a daily basis no later than noon on the third work day 
following the applicant 's arrival at the contractor's facility. 

d. The MEPS will verify that the charges on the daily invoice agree with the numbers/signatures on 
USME PCOM Form 727-E, Copies 2 and/or 5. 

e. The MEPS wi ll enter the daily numbers in the computerized M&L Program, tlnd will provide 
USMEPCOM Form 727-E, Copy I, to the approprialc service counse lors/liaisons for review and 
correct ion as necessary. The MEPS will resolve discrepancies ex isting <lInong the MEPS, the serv ice 
cou nselors/liaisons, and the contractors on a frequent basis throu ghout the month to prec lude problems at 
the end of the month. 

r. At the end of each monlh, the MEPS will ensure thai all parties agree 10 the numbers and charges. 
No later than 10 calendar days from the end of the month, the MEPS will prepare the bi lling statements: 
the MSC and the serv ice specific memorandums produced from the MSC, the daily worksheet for M&L 
by service (one for the lodging vcndor and one tor the NM vendor) with payment terms and signature 
blocks. 

g. The service counselors/liaisons review and verify the daily worksheets for M&L; sign, date and 
return them to the MEPS as soon as possible but no later than two working days. 

h. Thc contractors review and verify the daily worksheets for M&L and the MSC master sheet. They 
must sign, date, and return them to the MEPS as soon as possible but no later than two workdays. 

i. The contractor will submit the charges 10 the credit card companies. 

Note: Thc cred it card numbers and expiration dates will be provided by the MEl'S or directly tor 
services' Government Purchase Card account twlder. 

j. The MEl'S will verifY the total bill sent to the credit card com panies agrees with the charges 
reOected on the MSC. Cont ractors may prov ide copies of their credit card transaction sli ps. The MEPS 
will provide the service counselors/liaisons with a copy of the signed daily worksheets for M&L and their 
individual memorandu m prepared from the MSC. 

k. The serv ice counse lors/liaisons must provide the verified numbers and charges to their designated 
billing officia l or account holder as soon as rece ived from the MEPS. 

1. The credit card company will pay the contractors according to their payment procedures and will 
send a billing statement to the Govern ment Purchase Card account holder or the BO. 

m. Upon receipt of the mon thl y billing statements, the account holder and SO will date-stamp the 
statement, indicating the date of reccipt The account holder will verify th e numbers and charges arc 
correct as submitted via the MEPS end of month billing statements to the contractor. The account 
holderfBO will review and verify the statement received from the credit card company, and forward the 
statement for payment withi n five days of receipt. 

n. The procedures outlined above were designed to el iminate disputes. Because a ll parties agreed 10 

the numbers and charges before they were sent to the credit card company, errors are unlikely, but can 
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occu r. If there is an error, the MEPS and the contractor will work wilh the services' point of con tact to 
resolve the error with the credi t card companies. Assistance from MRM-AD is availab le when requested. 

O. Procedures for resolvi ng pay problems identified or reported by the con tractor: When the 
contractor can not process the charge for payment, or is denied payment by the Credit Card Company, the 
contractor will contact the account holder, billing official , or other indiv idual identified by the sponsoring 
service. The individual con tacted will take action to identify and resolve the problem so that appropriate 
payment can be made. Assistance from MRM-AD is available when requested . 

H-5. Supersession 

None 

H-6. Use of DA Form 11-2-R (Management Co ntrol Evaluation Certificat ion Stntemcnt) 
DA Form 11-2-R is designed to docu ment any management control eva luation . Certification that a 
management control evaluation has been conducted will be certified on this torm. Results of the 
evaluations must be kept on file for IWO years from the date of the evaluat ion . 

H-7. Comments 
Help make Ihi s a bet1er too l lo r evaluating management controls. Submit comments to: HQ 
USMEPCOM, ATTN: MRM-MG, Management Control Admini strator, 2834 Green Bay Road , North 
Chicago, IL 60064-3094. 
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Glossary 

Se.ctiol1 J 
Abhrev;uliomj 

ACO 
Administrati,'e Contracting Officer 

AR 
army regu lation 

ASVA8 
Armed Services Vocational Apti tude Banery 

80 
billing official 

COR 
contract officer's representative 

DA 
Department of Army 

DEP 
delayed enlry program 

DOD 
Department of Defense 

DTMO 
Defense Travel Management Omee 

GSA 
General Services Administration 

HQ USMEI'COM 
Headquarters, United States Mi litary Entrance Processing Command 

IRC 
Interservice Recruitment Committee 

ISSA 
interserv ice support agreement 

KO 
contract officer 

M&L 
meals and lodging 

MEPS 
military cntrance processing station 
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MET 
mobile examin ing team 

MLT 
mea ls. lodgi ng, and transportation 

MSC 
USMEPCOM Monthly Summary of Charges Report 

NCOIC 
noncommissioned officer in charge 

NM 
noon meals 

rws 
perfonnancc work statement 

QAE 
quali ty assurance evaluator 

QAS11 

Qual ity Assurance Surveillance Plan 

sow 
statement of work 

USMEI'COM 
United Stal es Military Entrance Processing Command 

XO 
executive oOicer 

Section JJ 
Terms 

contract officer (KO) 

USMEPCOM Regulation 715-4 

A person with the authority to enter into, ad mini sters, and terminates con tracts and makes relined 
determinations and findings. 

contract officer' s representative (COR) 
A person appo inted by the KO to admini ster the contract. Such appointment w ill be in writing and will 
stale the scope of authority and limitations. The COR has no authority to change o r enter into contracts 
on beha lf of the Governmen t. At the MEPS, the COR is Ihe ISO. 

enlistee 
An indi vidual who vo luntarily applied for ent rance in Ihe arm ed services or Coast Guard, has been sworn 
into the armed services or Coast Guard, and is awaiting tran sportation to his/her respective receivi ng 
station. 

local enlistees 
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Local enlistees are defined as those individuals who reside in or arc recruited from the metropolitan area 
in which the MEPS is located. Generally, meals and lodging services are not provided 10 loca l enlistees. 
NMs are provided as ordered by the recruiting service. 

military en trance process ing sta tion (MEPS) 
The military activity responsi ble for administering aptitude tests, medical examinat ions and 
administratively processing Armed Forces applicant's. 

noo n mea ls (NM) 
A meat served during the period o f II :00 AM to I :00 PM. 

qua lity assu rance 
Those actions taken by the Government to ensure thai the services provided by the con tractor meet the 
requirements of the contract. 

q uali ty ass ura nce evaluato r (QAE) 
A representati ve of the KO and the MEPS commander who performs inspections and surveillance of the 
M&L and NM contracts. At the MEPS the medical NeOle is the QAE. 

United States M ilitary Ent ra nce IJroccssing Command lUSMEPCOM) 
The major command responsible for the development of policies and for overseeing and administering the 
operations ofMErS. 

vendor 
A person or agency se lling services and/or goods to the MEPS. 
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