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Per sonnel Procurenent
PROCESSI NG LI ST - AUTHORI ZATI ON, CONTROL, AND ACCOUNTI NG FOR MEALS
AND LODG NG SERVI CES

Summary. This regul ation gives instructions for the use of forns that
are used by each sponsoring nmilitary service conponent, contract
dining facilities, and contract lodging facilities. These forns

i nclude: the USMEPCOM Forns, 727-series, 728, 729, and 732. It al so
expl ai ns the use of the USMEPCOM Form 926E, the Standard Form 1034,
and t he USMEPCOM Form 704.

Applicability. This regulation is applicable to all mlitary service
and conponent (i ncluding Coast Guard) recruiting activities using
Mlitary Entrance Processing Station (MEPS) facilities and services.

Suppl enent ati on. Suppl enentation of this regulation is prohibited
wi t hout

prior approval of Headquarters, United States MIlitary Entrance
Processi ng Command (HQ USMEPCOV), ATTN. MEPCRM FM B, 2500 Green Bay
Road, North Chicago, Illinois 60064-3094.

Interi m Changes. Interimchanges to this regulation are not official
unl ess they are authenticated by HQ USMEPCOM Director, Personnel and
Adm nistration Directorate, ATTN. MEPCPA- AR

Suggested I nprovenents. The proponent agency of this regulation is HQ
USMEPCOM ATTN: MFPCRM FM B. Users are invited to send comments and
suggest ed i nprovenents on DA Form 2028 ( Recommended Changes to

Publi cati ons and Bl ank Forns) directly to HQ USMEPCOM ATTN. MEPCRM
FM B.
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B - USMEPCOM Form 727- Copi es 2 through 5 (Lodgi ng Authorization B-1
And Recei pt voucher, Breakfast Meal Authorization Receipt
voucher, Supper Meal Authorization and Recei pt voucher,

Di nner (Lunch) Meal Authorization Recei pt voucher)

C - USMEPCOM Form 728 (Applicant Meal /Lodgi ng Authorization C1
and Recei pt Voucher for Late Arrivals Add- Ons)

D - USMEPCOM Form 729 (Daily Invoice Lodgi ng/ Meal Services) D1

E - USMEPCOM Form 732, 732=E, 732-2E (Record of Daily Contract E-1
Lodgi ng- Meal Servi ces)

F - USMEPCOM Form 926, 926-E (Invoice and Certificate of F-1
Performance for Meals and Lodgi ngs)

G - USMEPCOM Form 704 (I ndividual Processing Data Wrksheet) G1

H - Instructions for Vendors (Contractors) for the Meal and H1
Lodgi ng Voucher Systen)

1. PURPCSE.

This regul ati on prescribes policy, responsibilities, and procedures
for scheduling, reporting, and providing neals and | odgings to
i ndi vidual s for MEPS processing.

2. REFERENCES.
Rel at ed publications are listed bel ow

a. AR 25-400-2 (The Mobdern Arny Recor dkeepi ng System (MARKS)).
b. AR 40-501 (Medical Services--Standards of Medical Fitness).
c. AR 601-270 (Mlitary Entrance Processing Station (MEPS)).

d. USMEPCOM Reg 25-5 (Mlitary Entrance Processing Reporting System
(MEPRS) Data El enent Dictionary).

e. USMEPCOM Reg 37-1 (USMEPCOM Fi nanci al Managenent) .

f. USMEPCOM Reg 680-1 (Mlitary Entrance Processing Reporting
System.

g. USMEPCOM Suppl 1 to AR 310-2 (ldentification and Distribution of
DA Publications and Issue of Agency and Command Admi nistrative
Publ i cations).

3. EXPLANATI ON COF TERMS.

a. Local Enlistees. Local enlistees are defined as those
i ndividuals who reside in or are recruited fromthe netropolitan area
in which the MEPS is | ocated. Meal /Il odging services for these
i ndividuals will be provided, when deened appropriate, by the
recruiting service.
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b. Chargeable costs for nmeals and | odgi ngs. Includes costs of
meal s and | odgi ngs provided to applicants and other enlistees, as
aut hori zed on an individual basis by the service recruiting
representative. This includes neals served within the MEPS as well as
those at other eating facilities. Depending upon service procedures,
costs may be charged to an open allotnment or be charged to USMEPCOM
funds with subsequent recoupnment of funds through rei nbursable
billing procedures.

(1) Pre-entry costs. 1In the case of Arny, Navy, Marine Corps,
or Coast CGuard processees, pre-entry costs are those costs incurred
prior to an individual actually being sworn into active service
(these include the costs for neals and | odgings for delayed entry
program personnel until they have been sworn into active mlitary
service).

(2) Post-entry costs. In the case of Arny, Navy, Marine Corps,
or Coast Guard processees, post-entry costs are those costs incurred
after the individual has actually been sworn into active service.

(3) In the case of Air Force and Arny National Guard enlistees,
all costs are considered to be pre-entry costs.

4. RESPONSI BI LI TI ES.

a. The Commander, USMEPCOM is responsible for prescribing and
moni toring operational policies and procedures for the MEPS.

b. The appropriate brigade/ group/area/district recruiting
commander and USMEPCOM sect or conmander are responsible for ensuring
the procedures of this regulation are inplenented.

c. The MEPS commanders are responsi ble for coordinating the
i mpl ementation of this regulation at the local level with all users
of MEPS servi ces.

d. Al forwarding agenci es/service recruiting conmands are
responsible for ensuring that its recruiting units conmply with the
provisions of this regulation and that their service recruiters fully
brief the applicants on how the systemw ||l work before they are sent
to the MEPS.

5. POLI Cl ES.

a. Care nust be taken to ensure these procedures do not involve
actions by the MEPS and recruiting services which are not in
consonance with the current contract. Unless the contracting officer
is present, MEPS commanders are not authorized to negotiate changes
or deal directly with owners/nmanagers of commercial nessing and
| odging facilities concerning provisions of the contract.
Coordination with the appropriate contracting officer will be
required to deternmine to what extent contracts need to be nodified to
support
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this systemand to ensure contracts incorporate the requirenments of
this regulation. If problens cannot be resolved with supporting
contracting officers by MEPS conmanders, the matter will be referred
t hrough channel s to HQ USMEPCOM ATTN:. NMEPCRM FM B.

b. The USMEPCOM Form 727-series will be prepared by each sponsoring
mlitary service conponent or forwarding agency in accordance with
this regul ati on.

c. Field recruiters nust informall enlistees that they will be
required to produce proper identifying docunent(s) to the vendor to
obtai n | odgi ng/ neal services. Reference is made to appendix H
paragraph H7 (ldentification (ID) and Verification Process).

d. Vendors will be briefed on their responsibilities and provided
wi th sufficient docunmentation and instructions to acconplish the
procedures outlined in appendix H

e. Meal s/l odgings will not be provided to other than applicants or
i ndividuals that are authorized to process at the MEPS.

f. Individuals projected for processing will have priority over
those that were not projected.

g. The MEPS/ sectors will actively attenpt to mininmze wal k-ins.

h. Walk-ins will be returned to the control of the recruiter if they
cannot be processed because of capacity restrictions.

6. PROCEDURES.

The purpose of the forns and procedures described hereinis to
schedul e, control, and account for individual processing and for neals
and | odgi ngs provided by conmercial vendors. The follow ng steps
descri be the sequence of events and the forns used to acconplish this
t ask:

a. The first step consists of scheduling individuals to be processed
at the MEPS. The notification is acconplished through the use of the
USMEPCOM Form 727-series, a formthat is conpleted by the sponsoring
servi ce. The USMEPCOM Form 727-series consists of five forns as
foll ows:

(1) The USMEPCOM Form 727-Copy 1 (Processing List). The purpose
of this formis to give the MEPS basic data about the individual,
i ncl udi ng name, social security nunber (SSN), sex, arrival date and
time, etc. The receipt of this data enables the MEPS to schedul e the
wor kl oad (i.e.: ensure sufficient physicians are available to
acconpl i sh nedi cal exam nations, H V screening, operations and testing
personnel are available, and overtinme is scheduled if the workl oad
warrants). A sanple of USMEPCOM Form 727-Copy 1 is at figure A-1l, with
detail ed instructions and policies concerning conpletion at appendi x
A
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(2) The USMEPCOM Form 727- Copy 2 (Lodgi ng Authorization and
Recei pt Voucher). The purpose of this formis to informthe comerci al
| odgi ng vendor of individuals authorized | odgings, and it al so serves
as a receipt for
the lodging since it is signed by the individual. The receipt portion
becones inportant at a later step in the procedure when the sponsoring
service is billed by the MEPS/ sector for the services provided.
Appendi x B provides instructions for conpleting this form

(3) The USMEPCOM Form 727- Copy 3 (Supper Meal Authorization and
Recei pt Voucher). This formserves to informthe comrercial vendor of
i ndi vidual s authorized supper. This nay or nmay not be the same
commerci al vendor that provides |odgi ngs. Appendi x B provides
instructions for conpleting this form

(4) The USMEPCOM Form 727-Copy 4 (Breakfast Meal Authorization
and Recei pt Voucher). The purpose' and use of this formis the sanme as
t hat for USMEPCOM Form 727- Copy 2 and 727-Copy 3, except that it
aut hori zes breakfast. Appendi x B provides instructions for conpleting
this form

(5) The USMEPCOM Form 727-Copy ((Di nner) (Lunch) Mea
Aut hori zati on and Recei pt Voucher). The purpose of this formis the
same as that for USMEPCOM Form 727- Copy 2 through 727-Copy 4, except
that it authorizes lunch. Appendi x B provides instructions for
completing this form

b. The next step is to provide for neal s/l odgings for individuals
whose nanes did not appear, for whatever reason, on the initial
USMEPCOM Form 727-series. This is acconplished through the use of an
USMEPCOM For m 728,

(Applicant Meal s/ Lodgi ng Authorization and Recei pt Voucher for Late
Arrival s Add-ons). Appendi x C provides instructions for conpleting
this form

c. Once neal /1l odgi ng services are provi ded, the conmmercial vendor
must informthe MEPS of the actual charges incurred. In order to
sinplify this step, the MEPS provides a supply of USMEPCOM Forns 729
(Daily Invoice Lodging/ Meal Services) to the vendor. The vendor
conpletes this formdaily for the charges incurred, attaches the
conpl et ed USMEPCOM Form 727-series to the original copy of the
USMEPCOM Form 729, and forwards the entire package to the MEPS.
Appendi x D provides instructions for conpleting this form

d. Upon receipt of the USMEPCOM Form 729 and supporting docunents
fromthe comrercial vendor, the MEPS conpl etes USMEPCOM Form 732- E
(Record of Daily Contract Lodgi ng and Meal Services) or USMEPCOM Form
732 and/or 732-2 if hardware or software mal functions require the use
of the manual form The purpose of this formis to accunulate, on a
daily basis, the cost information provided by the comrercial vendor. A
separate formis naintained for each accounting period (1 nonth). At
the end of the accounting period, the daily entries are totaled to
arrive at nmonthly costs. Thus, this formis nmerely a worksheet to
provi de a conveni ent nethod of detailed cost accunulation to the MEPS.
Appendi x E provides instructions for conpleting this form

5
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e. The final step in the procedure is to bill the sponsoring
service for the meal s/l odging costs incurred during an accounting
period (1 nonth). This step is acconplished by the MEPS utilizing
USMEPCOM Form 926-E (I nvoice and Certificate of Performance for
Meal s and Lodgi ngs) or USMEPCOM Form 926 (manual version).
Appendi x F provides instructions for conmpleting this form The
entries for USMEPCOM Fornms 926 or 926E are derived from USMEPCOM
Form 729. The MEPS then prepares a Standard Form 1034 (Public
Voucher for Purchases and Services Other Than Personal), which
results in a paynment to the vendor. At the same time, the
identical information is entered in the accounting system using
forms prescribed by the servicing finance office, and a billing to
the recruiting services is generated. The recruiting services then
rei mburse USMEPCOM for the funds expended for nmeals and | odgi ngs

f. In addition to the fornms and procedures descri bed above, the
USMEPCOM Form 704 (I ndividual Processing Wrksheet) can be used by
the recruiting counselors, located in the MEPS, to record nanes of
individuals called in by field recruiters. Its use is designed to
facilitate the completion of the USMEPCOM Form 727-series. Nanes
shoul d be typed or printed |l egibly on the USMEPCOM Form 727-seri es
in al phabetical order to facilitate applicant check-in at the
MEPS. Use of this formis optional. Appendi x G provides
instructions for conpleting this form

. The MEPCOM forns described above will be requisitioned from
HQ USMEPCOM JAW USMEPCOM Suppl 1 to AR 310-2.

h. The USMEPCOM Form 727-series, with its associ ated USMEPCOM
Forms 729 and 732 (RCS Exempt: AR 335-15, paragraph 5-2(6)), will
be filed under file nunber 37-2l1la and arranged by nonth on a
fiscal year basis.

( MEPCOPT- 0)

FOR THE COMMANDER:

OFFI CI AL: W LLI AM E. KAIL

Col onel, GS
;Direc or, Persognel,

Chi ef of Staff
and Administration

DI STRI BUTI ON:
A & D
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APPENDI X A
USMEPCOM FORM 727- COPY 1 (PROCESSI NG LI ST)

A-1. INTIATI ON OF USMEPCOM FORM 727- COPY 1.

a. Service counselors/forwarding agencies will conplete
USMEPCOM Form 727- Copy 1, (figure A-1) when scheduling
i ndi vidual s for MEPS processing. Separate sets will be used for

mal es and femal es when separate contracts are used for | odging or
when a MEPS provides in-house billets for males.

b. Service counselors will conmplete USMEPCOM Form 727- Copy 1,
for hol dovers and add-ons. Wal k-ins will be added to the
appropriate original USMEPCOM Form 727-Copy 1 upon arrival at the
MEPS.

c. The USMEPCOM Form 127-Copy 1, will be used for reporting
proj ected daily workload to MEPS. Sponsoring service counselors
will submt conpleted lists to the servicing MEPS on a daily
basi s. MEPS wor kl oad and resource requirenments, including nmeals
and | odgi ngs, local transportation, fee-basis physicians, etc.,
will be determ ned by review and eval uation of the |listed
wor kl oad projections, as well as arrival times and nodes of
transportation. The USMEPCOM Form 727- Copy 1, will:

(1) Be submtted to arrive at the MEPS at a time designated
by the MEPS conmmander.

(2) List each individual al phabetically by name and indicate
aptitude, nmedical, and enlistment processing requirenments.

(3) Be submitted to the MEPS directly by the sponsoring
agency/recruiting service (or an authorized representative
| ocated at the MEPS).

(4) Be submitted in full five part sets.

(5) Be annotated by the MEPS to indicate discrepancies
bet ween projected and actual workload (e.g., no-show, add-on,
wal k-in).

(6) Reflect the schedul ed date and hour of arrival at the
servicing MEPS | ocation and the npde of transportation to be used
(i.e., local, bus, Privately Owned Vehicle, etc.) by each
i ndi vidual. These entries are required for scheduling and
aut hori zing nmeal s, |odgings, and | ocal transportation
requi rements, as well as for preplanning and scheduling intra-
MEPS processing fl ows.

d. The list may be augnmented with add-ons up to the limt
determ ned by the MEPS commander, based upon the MEPS capacity to
process and enlist the individuals projected for that purpose.
Service counselors will make every effort to mnimze add-ons.

A1
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e. Service counselors are required to initiate additional USMEPCOM
Form 727-Copy 1 to accommpdat e add-ons and hol dovers.

f. Upon receipt of the conpl eted USMEPCOM Form 727- Copy 1 for MEPS
internal use in nonitoring MEPS applicant processing, the originals of
USMEPCOM Forns 727-Copies 2 through 5 will be forwarded to the
contract facility (vendor) as the authorization and recei pt
docunent ati on for supplying appropriate services to individuals listed
on each form

A-2. INITIAL COVPLETI ON OF USMEPCOM FORM 727- COPY 1 BY ARMED FORCES
SERVI CE COUNSELCRS/ FORWARDI NG AGENCI ES.

a. Service counselors/forwardi ng agencies will conpl ete USMEPCOM
Form 727-Copy 1 as indicated below (typing or legible printing is
aut hori zed):

(1) Item1 - Processing Date. Enter the date the individual is
schedul ed to report to the MEPS for processing in year, nonth, day
(YYMVDD) format; i.e., 870701.

(2) Item2 - Mlitary Service. Enter the conponent nanme of the
mlitary service requesting the processing actions; i.e., Ar Force
Reserve, Arny National Guard, etc. The MEPS that service (same
service) dual recruiting units can require each recruiting units
identified separately on a 727-Copy 1 in this bl ock.

(3) Item3 - ldentification

(a) Nane. Type or print in al phabetical order, the |ast nane,
the first nane, and mddle initial of each individual processing--the
last name will be in all capital letters. Mari ne Reserve personne
will be identified by placing "(K)" before the |ast nanme; e.g., (K
JONES, John E.

(b) SSN. Enter the individual's nine-digit SSN, e.g., 123-45-
6789.

(c) Sex. Enter the abbreviation "M for male or "F' for
femal e.

(d) Recruiter ID nunber. Enter the last four nunbers of the
SSN or designated I D nunber of the recruiter responsible for sending
the individual to the MEPS for processing, and the identification
nunber of the recruiting station ID (not to exceed five positions) to
whi ch the responsible recruiter is assigned; e.g., 1234/35999 (these
can be stacked- SSN on top and station ID on bottom.

(4) Iltem4 - Arrival Data.
(a) Date. Enter the date the individual is scheduled to arrive
at the initial point (bus terninal, etc.) of the city in which the

MEPS is located (i.e., if the individual is scheduled to arrive at the
bus terminal on 30 April, the entry would be "30").

A-2



7 December 1988 USMEPCOM Reg 601-1

(b) Hour. Enter the hour the individual is scheduled to
arrive at the initial arrival point of the city in which the MEPS
is located (i.e., if the individual is scheduled to arrive at the

bus term nal at 1830, the entry would be "1830").

(c) Mode. This entry relates to the type of transportation
to be used by the individual. Enter "B" for bus, "R' for rail, "P"
for POV, "G' for Government autonpbile, "L" for local, and "0" for
ot her.

NOTE: The above entries are reproduced on USMEPCOM Forns 727-
Copies 2 through 5 upon conpletion of USMEPCOM Form 727- Copy 1.

(5) Item5 - Processing Requirenments and | nformation.

(a) General. Enter the Armed Forces Qualification Test
(AFQT) score and the three position education certification (years
of education achi eved and educati on designator) for each
i ndi vidual ; e.g., "11S" is a high school senior who intends to
graduate, "12L" is an individual who has conpleted 12 years of
education with a certificate conferred at conpletion of high
school (see USMEPCOM Reg 25-5).

(b) Aptitude. Enter an "X" in the appropriate test col um.
If the test requirement is not identified on the form enter an
"X" in the "special" colum and use the "REMARKS" columm to
further describe the test. For individuals already aptitudinally
qualified, the MET site and date of test will be entered in the
"REMARKS" colum. This entry will assist the MEPS to ensure the
official test scores are available for the recruiting service
counsel ors/ i ai sons.

(c) Medical. An "X" will be placed in the appropriate
colum to denote medical processing requirenments. The requirenent

for a special exam nation will be explained in the "REMARKS"
colum. For prior service individuals, "PS" will be used in lieu
of an "X" and the appropriate nedical exam nation; i.e., "Ch 2"

for a Chapter 2 enlistment standard nmedi cal exam nation, or "Ch 3"
for a Chapter 3 retention standard medi cal exam nation (see AR 40-
501) will be annotated in the "REMARKS" col um.

(d) Operations processing. An "X" will be placed in the
appropriate colum(s) to denote processing requirements. |If no
entry is made, the MEPS will return the individual to the

appropriate recruiting service representative after conpl etion of
aptitude and nedical processing requirements.

(e) Application Tine Flow. The recordi ng of departure and
arrival times for individuals conpleting medical and operations
processing, and return from service counselors are entered here.
Two additional blocks are avail able for MEPS use as deened
appropriate.

(f) Shipping to/Remarks. |f the individual is shipping
out, indicate here where the individual is shipping. The "REMARKS"
portion of

A-3
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this colum is used for any explanatory remarks required to ensure
MEPS personnel understand the schedul ed processing requirenment.

(g) Subtotal. Entry for this itemis required only when
t he Processing List (PL) is conprised of two or nore pages.
Entries will reflect the totals of each processing requirenment
listed on the page.

(h) Total. Entry for this itemis required when the PL is
conmprised of only one page (subtotal entry is not required) and on
the | ast page when the PL is conprised of two or nmore pages
(subtotals will be reflected on each page (when two or nore pages
are used)), and the total will be entered on the |ast page.

(6) Item6 (Signature and Title of Service Counselor). The
recruiting service official who is responsible for conpletion of
the PL and authorization of | odgings and neals reflected on
USMEPCOM Forms 727-Copies 2 through 5, will sign each page of the
PL.

(7) Item7 (Signature and Title of MEPS Official). Only
desi gnat ed personnel authorized by the MEPS commander will sign
this item wusually Control Desk personnel

(8) Page numbering. Pages will be nunbered as foll ows:
(a) One-page PL. Enter "1" of "1."

(b) Two-page PL. Enter "1" of "2" on the first page and
"2" of "2" on the second page, etc.

b. Prior to submtting the USMEPCOM Form 727-Copy 1, the
service counselor will enter "LAST APPLI CANT SCHEDULED. "
Subsequent processing will be handled | AW procedures established
above.

c. As indicated above, the conpletion of USMEPCOM Form 727- Copy
1 causes sinmultaneous entries on USMEPCOM Forms 727-Copies 2
through 5. Attention to detail and accuracy in conmpleting this
formis essential

A-3. COWPLETI ON OF USMEPCOM FORM 727 ( HOLDOVERS OR ADD- ONS) .

a. Under the Meal and Lodgi ng Voucher System service
counsel ors/forwardi ng agencies will make entries on USMEPCOM For m
727-Copy 1 as follows:

(1) Hol dovers. Procedures for conpletion of the USMEPCOM For m
727-series are prescribed in paragraphs A-3b and A-3c below. The
MEPS may consolidate all holdovers on one set/sheet of the forns
for all services or for each individual service.

(2) Add-ons. Nanmes of the applicants will be added to
USMEPCOM Form 727- Copy 1, and appropriate meal authorization
vouchers (usually for the dinner/lunch meal) for

A- 4
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the applicable mlitary service/forwardi ng agency.

b. Service counsel ors/forwardi ng agencies will make the
following entries (typed or printed |egibly) on USMEPCOM Form 727-
Copy 1:

(1) Item 1 - Processing Date. Enter the processing date in
t he year, nmonth, day (YYMVDD) format; e.g., if the individua
commenced processing on 2 August, and is held over to conplete
processing, the entry would be "870802."

(2) Item2 - Mlitary Service. Enter the mlitary service, a
dash, and the word "HOLDOVERS;" e.g., Army-HOLDOVERS or ALL
SERVI CE- HOLDOVERS.

(3) Item 3 - ldentification.

(a) Name. Enter the name as shown on the initial PL. Wen
i sts/vouchers contain names of hol dovers for all mlitary
services, the mlitary service will be listed in capital letters
in parentheses after each nane; e.g., JONES, John J. (NAVY).

(b) SSN. Enter the individual's nine-digit SSN as shown on
the initial PL.

(c) Sex. Enter "M for male or "F" for female.

(d) Recruiter ID/Station ID. Enter the last four nunbers
of the SSN, or designated ID nunber, fromthe initial processing
list of the recruiter responsible for sending the individual to
the MEPS for processing, and the identification number of the
recruiting station ID (not to exceed five positions) to which the
responsi ble recruiter is assigned.

(4) Item4 - Arrival Data.
(a) Date. Enter the date shown on the initial PL.
(b) Hour. Enter the hour shown on the initial PL.

(c) Mode. Enter the node of transportation shown on the
initial PL.

NOTE: The above entries are simultaneously reproduced on USMEPCOM
Forms 727-Copies 2 through 5, by conpletion of USMEPCOM Form 727-
Copy 1.

(5) Item5 (Processing Requirements and Information). This
itemwi Il be used to identify processing requirenments that were
not conpl et ed.

(a) General. Refer to paragraph A-2a(5)(a) in conpleting
this area.
(b) Aptitude. An "X" will be placed in the appropriate colum

A-5
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to denote testing requirements not conpleted. If the test
requirement is not identified on the form enter the
identification (abbreviated) in the special colum and use the
"REMARKS" columm, if required, to further describe the test.

(c) Medical. An "X" will be placed in the appropriate colum
to denote nedical processing requirements not conpl et ed.

(d) Operations processing. An "X'" will be placed in the
appropriate colum(s) to denote processing requirenents not conpleted.

(e) Applicant Time Flow. The recording of departure and
arrival tinmes for individuals conpleting nedical and operations
processing, and return from service counselors are entered here. Two
addi ti onal blocks are available for MEPS use as deened appropri ate.

(f) Shipping to/Remarks. If the individual is shipping out,
i ndi cate here where the individual is shipping. The "REMARKS" portion
of this colum is used for any explanatory remarks required to ensure
MEPS per sonnel understand the processing requirenments.

(6) Subtotal. Entry for this itemis required only when the PL is
conprised of two or nore pages. Entries will reflect the totals of
each processing requirenment listed on the page.

(7) Total. Entry for this itemis required when the PL is
conprised of only one page (subtotal entry is not required) and on the
| ast page when the PL is conprised of two or nore pages (e.g., when a
processing list is conprised of three pages, subtotals will be
reflected on all three pages and the total will be entered on the | ast

page (page 3)).

(8) Item6 - (Signature and Title of Service Counselor). The MEPS
of ficial responsible for conpletion of the PL and authorization of
meal s and | odging will sign each page of the PL.

(9) Item?7 - Signature and Title of MEPS Official. The MEPS
of ficial responsible for conpletion of the PL and authorization of
meal s and | odging will sign each page of the PL.

(10) Page nunbering. Pages will be nunbered as foll ows:
(a) One-page PL. Enter "1" of "1."

(b) Two-page PL. Enter "1" of "2" on first page and "2" of "2"
on the second page, etc.

c. Service counsel ors/forwardi ng agencies will conplete the USMEPCOM
Form 727-Copies 2 through 5 in accordance with para B-1c(4).

A-4. MEDI CAL RECONCI LI ATI ON OF USMEPCOM FORM 727- COPY 1. Medi ca
personnel will reconcile each day's actions by using the "Md VKID'
and "Med Status" blocks at the far left side of the USMEPCOM Form 727-
Copy 1.

A- 6
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APPENDI X B
USVEPCOM FORM 727, COPIES 2 THROUGH 5
(LODGE NG AUTHCORI ZATI ON AND RECEI PT VOUCHER,
BREAKFAST MEALS AUTHCRI ZATI ON RECEI PT VOUCHER
SUPPER MEAL AUTHORI ZATI ON AND RECEI PT VOUCHER
DI NNER (LUNCH) MEAL AUTHORI ZATI ON RECEI PT VOUCHER)

B-1. COWPLETI ON OF USMEPCOM FCORM 727- COPI ES 2 THROUGH 5.

a. The counsel ors/liaisons are responsible for initiating USMEPCOM
Form 727-Copies 1 through 5. The procedures for conpleting the form
are outlined bel ow

b. Authorization of services will be determ ned by the recruiting
servi ce based on the status of the individual

c. This formis used for initial authorization as well as for
hol dovers, wal k-i ns and add-ons.

(1) Item1 - Authorization Date. The USMEPCOM Forns 727- Copies 2
through 5 are prepared and delivered to the servicing MEPS on the day
before the schedul ed processing date; i.e., 1 Cct 88. An exanple of
t he assi gnment of authorization dates to vouchers for neals and
| odgi ngs i s shown bel ow

DATE OF AUTHORI ZATI ON DATE FOR
Processi ng
Dat e Lodgi ng Supper Breakfast Di nner
(Lunch)
Copy-2 Copy-3 Copy-4 Copy- 5
881002 1 Oct xx1 Oct xx2 Cct xXx 2 Cct xx

(2) Items 2, 3, 5, and 6 are conpleted upon initiation of
USMEPCOM Form 727 and the statenent "Last Applicant Schedul ed" is
typed after the name of the last applicant listed. The carbons should
t hen be "snapped out" and "tear offs" renpved.

(3) Item4 - Vendor. The nane of the vendor that is under
contract to furnish the service will be annotated by the MEPS.

(4) Item?7 - Authorization (Status/Room). This colum serves a dua
pur pose of reflecting the status of the individual being processed at
the time each of the services (lodging/neal) is received and of
provi di ng authorization for the service to be rendered. No entry is
required if an individual is not entitled to nmeals or |odging service.



7 Decenber 1988 USMEPCOM Reg 601-1
(a) Status - Applicant (App) colum. The initials of the

counselor or liaison will be entered in this colum when the
individual is in an applicant status and is authorized to receive
nmeal s or lodging. A vertical |line can be drawn between the initials on

the first and last lines if all applicants are to receive the sane
aut hori zati on.

(b) Status - Enlistee (Enl) colum. The initials of the
counselor or liaison will be entered in this colum when the
individual is in an enlistee status (i.e., has entered on active
mlitary duty or US Air Force DEP), and is authorized to receive neals
and | odging. A vertical line can be drawn between the initials on the
first and last lines if all applicants are to receive the sane
aut hori zati on.

(c) Room - Singlel/Double colum. The counsel or or liaison wll
i ndicate the room authorization by initialing in the single room or
doubl e room space. A vertical line can be drawn between the initials
on the first and last lines if all applicants are to receive the sane
aut hori zati on.

(5) Item8 - Receipt. This colum is to be signed by the
i ndi vi dual upon recei pt of room assi gnnent or neal. For | odging
services, the vendor will also indicate room nunber assignnent in the
final colum of the item

(6) No Item9 on the USMEPCOM Form 727- Copy 2.

(7) Item9 - Cost. On USMEPCOM Form 727- Copi es 3 through 5 only.
Vendors, who furnish neals under a contract which calls for the
Governnent to pay for only the ACTUAL COST of food itens chosen by the
i ndividual (up to the specified nmeals cost ceiling), will have the
i ndi vidual enter the ACTUAL COST OF | TEMS chosen. The applicant w |l
enter the anmount after receipting for the service (by signing) in
colum 8, Signature (Individual Receiving Service), "DO NOT PRINT."

(8) Item 10 or 11 identified (Recruiting Oficial) - Signature
and Title (DRC Counsel or/ RV5-Li ai son Representative), will be signed
by the counselor or liaison submtting the form

(9) Item 10 or 11 identified (MEPS Oficial) - Signature and
Title (Required for: Add-ons, Wl k-ins and Hol dovers), will be signed
by the MEPS Comrander or a designated representative when providing
services to hol dovers, wal k-ins and add-ons only.

(10) Item 11 or 12 identified - Certification. This block will be
signed by the vendor or an authorized representative, prior to
returning the formto the MEPS. This serves as certification that
services were provided as authorized and in accordance with
contractual agreenent.

B-2. GUARANTEED LODG NG OR MEALS REQUI REMENTS. In cases where a MEPS
is obligated by contract to guarantee by specific tinme the nunber of
nmeal s and/ or
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| odgi ng that are required, the counselors or liaisons wil
annotate the authorization voucher after the entry "LAST
APPLI CANT SCHEDULED" with the words "The number of guaranteed
(meal s or lodgings) is __ ."

B- 3. DELI VERY OF VOUCHERS TO CONTRACT ESTABLI SHMENTS. The
original copy of the USMEPCOM Form 727-Copies 2 through 5, wil
be forwarded by the MEPS to the appropriate contract
establishnment on a daily basis by the nmost practical means.
Vouchers shoul d be delivered prior to the arrival of individuals

at the contract establishment. In cases where severa
establishnments are used to supply the service to individuals
l'isted on the voucher, sufficient legible copies will be

made/ reproduced (by office copying process) to supply each
establishment a copy.

B-4. REVI EW VERI FI CATI ON AND VALI DATI ON OF COMPLETED VOUCHERS
RECEI VED FROM CONTRACT ESTABLI SHMENTS.

a. The MEPS will review, verify, and validate conpl eted
USMEPCOM Form 727- Copies 2 through 5, received from contract
establishments. This action will be performed daily upon receipt
of compl eted vouchers. This review will include, but is not
limted to the follow ng:

(1) Conpliance with system procedures and requirenents,
contract agreements and rates.

(2) Accuracy of amounts clainmed for each service rendered;
abuse and suspected m smanagenent or mal practice.

(3) Detection of use of meal and | odgi ng services by
schedul ed individuals who did not report to the MEPS for
processi ng.

b. Suspected signature forgeries, fraudulent entries or other
abuses will be reported to the MEPS commander for review |If, in
the judgnment of the conmander further research is required, the
case nmust be referred to the servicing mlitary installation
i nvestigative activity.
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APPENDI X C
USMEPCOM FORM 728 ( APPLI CANT MEAL/ LODA NG AUTHORI ZATI ON AND RECEI PT
VOUCHER FOR LATE ARRI VAL ADD- ONS)

C- 1. COWPLETI ON OF USMEPCOM FORM 728.

a. A supply of this form (single cutsheet) will be furnished
appl i cabl e 1 odgi ng, supper and breakfast nmeal contractors for their
use in providing these services to bona fide applicant late arrivals,
whose nanmes were not entered on USMEPCOM Form 727 and rel ated
aut hori zati on vouchers (USMEPCOM Forns 727-Copies 2 through 4 only) by
mlitary services.

b. Processees who require a supper neal after conpleting the
processing, enlisting, etc., before they begin their travel, wll be
handl ed as "wal k-ins or add-ons" for authorization purposes through
t he use of USMEPCOM Form 728.

c. The nanes of the late arrival "add-ons" will be added to USMEPCOM
Form 727 and the aut horization voucher for USMEPCOM For m 728.

d. Identification (1 D) and verification process. Tel ephone or
personal contact with the |iaison/counselor or a designated
representative (names of individuals will be furnished in witing to
the contract establishnents by the contracting MEPS) will be required
prior to furnishing any service to the processees whose nanes are not
i ncl uded on the conpl eted voucher.

e. The following entries will be nade on USMEPCOM Form 728:

COLUWN ENTRY
a. Date Enter date the formis prepared
b. Vendor Enter the nanme of contract establishnent
c. Nane Print (or type) the name (last, first, M) of
the individual receiving the service. A
separate linewi |l be used for each service

supplied an individual.

d. SSN Enter the social security nunber assigned to
applicant. Qccasionally, an applicant may not
have an assigned SSN. If this is the case,
enter "None".

e. Sex Enter "M for male, "F" for fenunle.
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COLUMN ENTRY
f. Arrival Information:

(1) Date Enter the date (day and nonth) applicant
arrived at contract establishnment.
Exanple: "1 Jun 85"

(2) Hour Show tinme of day the applicant arrived at
contract establishment requesting the
service. Exanple: "7:00 PM

g. Mlitary Service Enter appropriate mlitary service, (i.e.,

"Army," "Navy," "Air Force," "Marine
Corps")for which the applicant is to be
processed.

h. Kind of Service Show the type of service being provided:
Lodgi ngs: "LS for single, "LD" for double,
"S" for supper; and "B" for the breakfast
meal . Each service furnished the individua
will require a separate line entry.

i . Approval ReceivedList information as appropriate.
From (Name and Exampl e:
Title of MEPS/
Recruiting Official (1) JOHN SM TH
or Applicant Records MEPS Commander

(2) Nanme of Authorizing Recruiting
Of ficial

(3) APPLI CANT RECORDS
DD Form 4, and Soci al Security Card

j. Signature of Obtain the signature of the individua
Appl i cant receiving the service at the time the
servi ce Receiving Service is rendered.

k. Price of the Meal For those vendors who furnish meals under
contracts that call for reimursement of
t he actual cost of food and beverage (non-
al coholic) chosen, the applicant will enter
t he actual cost of items chosen, up to the
contractual dollar ceiling of the nmeal,
after his/her signature.
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1. Date Received Enter the actual date services were received
C-2. CERTIFIED CORRECT. This block is not currently in use.

C-3. SIGNATURE AND TI TLE (VENDOR OR REPRESENTATI VE, ACGENT). Each
USMEPCOM Form 728 will be signed and dated by the vendor or authorized
representative (agent). This serves as certification that services
were provided as authorized and in accordance with contractual

agr eenent .
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APPENDI X D
USMEPCOM FORM 729 (DAILY | NVO CE LODA NG MEALS SERVI CES)

D-1. COWPLETI ON OF USMEPCOM FORM 729. USMEPCOM Form 729, will be used
by the contractor to facilitate the daily billing for services
render ed.

a. This formis a carbon-interleaved set of two fornms provided the
contract establishment in billing of services rendered.

b. The contractor will conplete the invoice and attach al
supporting (receipted) authorization and recei pt vouchers for al
conponents of each service to the original copy of the invoice. The

MEPS wi Il collect the vouchers fromthe vendor or the contractor will
deliver invoice to the MEPS (depending on the terns of the contract).
The second copy will be retained by the contractor. These fornms will

be provided on a daily basis.
D-2. THE FOLLOW NG ENTRI ES W LL BE MADE:
a. Vendor. Enter (stanp) the nane of contract establishment.

b. Contract Nunber. Enter the number assigned to the contract
bet ween the MEPS and the vendor ordering the services included on the
i nvoi ce.

c. Authorization Dates. Enter the date(s) the services were
render ed.

d. Sections | and I1I.

(1) RATE. Enter the contract rate for each type of service for
whi ch rei nbursenent is being clainmed.

(2) NUMBER FURNI SHED. Enter the nunber of each type | odging
(single and double) and each type of neal furnished, by mlitary
service, and the total for all mlitary services.

(3) AMOUNT $. Enter the total dollar amunt being clained.

(a) This entry is optional since dollar anmounts (nunber
furnished multiplied by the rate) can easily be determ ned by both the
contractor and MEPS. Al so, dollar anmount (based on sonme contractua
agreenents) is based on volunme of services supplied, and can only be
determ ned at end of nonth.

(b) I'f vendor is to be paid for the actual cost of the nea
only, enter the total amount due as tabulated fromthe appropriate
voucher .

D-3. SIGNATURE (VENDOR OR AGENT). USMEPCOM Form 729 will be signed by
the vendor or authorized agent certifying that bill is correct and
t hat payment for services has not been received.
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APPENDI X E
USMEPCOM FORM 732 ( RECORD OF DAILY CONTRACT LODG NG MEAL SERVI CES)

COVPLETI ON OF USMEPCOM FORM 732, 732E (PARTS 1 and 2) AND 732- 2E
(PARTS 1 AND ,

a. These fornms will be used by the MEPS to record, by service, the
nunber and anount of neals and | odging services rendered daily to
applicants (pre-entry) and enlistees (post-entry) for a period of 1
mont h. Use of these forns will provide a running day-by-day record of
t he nunber of services furnished and cunul ative totals of services and
cost. These fornms will be used to prepare the nonth-end USMEPCOM For m
926 or 926E

b. A separate record will be prepared for each conponent of the
mlitary service for all neals or |odging service provided by a single
vendor .

c. The USMEPCOM Form 732E and 732-2E, generated by the Meals and
Lodgi ng
Spr eadsheet application program (USMEPCOM Pam 25-3-1-2 Meal s and
Lodgi ng Spreadsheet Users Manual (Intel 310 Version)) or USMEPCOM Pam
25-3-1-3 Meal s and Lodgi ng Spreadsheet Users Manual (Zenith 248
Version)) should be used for recording daily neals and | odgi ng
servi ces unless hardware or software mal function requires the use of
the manual form A one nonth supply of the nmanual form nust be
mai ntai ned at the MEPS. The directions for posting the electronic
spreadsheet and printing the electronic forns are found in the
USMEPCOM Pans 25-3-1-2 and 25-3-1-3.

d. Instructions for conpleting the manual USMEPCOM Form 732 are as
foll ows

(1) Itenms 1 through 5 are sel f-explanatory.

(2) Items 6 - The date is self-explanatory and can be witten in
for each individual USMEPCOM Form 727 series on the date actually
used.

(3) Item?7 - Pre-entry. Enter the nunber of applicants having
recei ved the service.

(4) Item8 - Post-entry. Enter the nunmber of enlistees having
recei ved the service.

(5) Item9 - Pre-entry. Enter the total dollar anmunt for
services rendered to applicants. Exanmple: If 25 applicants eat the
breakfast nmeal at $2.50 per neal, a total of $62 would be entered in
the paid pre-entry col um.

(6) Item 10 - Post-entry. Enter the total dollar amunt for
service rendered to enlistees.

E-1
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(7) Items 11 and 12 - Lodging Pre- and Post-Entry. The nunber of
applicants and enlistees will be broken down to single and double
|l odging. Single lodging will be entered under the "S" for pre- and
post-entry. Double lodging will be entered under the "D'.

(8) Itenms 13 and 14 - Lodging paid Pre- and Post-Entry. Doll ar
totals for single and double lodging will be entered in the
appropriate pre-and post-entry col ums.

(9) Itenms 15 and 16 - Total paid in Pre- and Post-Entry. Enter
the dollar of all services received by pre- and post-entry.

(10) Item17 - Paid Total. Enter the dollar total of the day's
expendi tures of both pre- and post-entry.

(11) item 18 - Cunulative Daily Cost. Enter the dollar total of
bl ock 17 plus previous cunulative total to give a daily running total
of all expenditures for the nonth to date.

(12) Item 19 - Total. The totals of each separate service (i.e.
br eakfast, |unch, supper, etc.) will be totaled in this colum by
nunber of pre- and post-entry people who received these services and
by total dollar cost for services rendered to pre- and post-entry.
Cost total when added together equals the cumulative total for the
nont h.
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APPENDI X F
USVEPCOM FORM 926
(1 NvO CE AND CERTI FI CATE OF PERFORMANCE FOR LODG NG MEALS)

F-1. USMEPCOM Form 926 and 926E. This formis conpleted nmonthly by the
MEPS. It serves as the invoice and receiving report and is used in
preparing docunents to be forwarded to the servicing Finance and
Accounting Ofice to initiate paynent to the vendor.

a. A separate form (USMEPCOM Form 926E) or set of fornms (USMEPCOM
Form 926) will be prepared by the MEPS for each conponent of each
mlitary service for neals and | odgi ngs furnished by the individual
vendor .

b. The source of information used to conpl ete the USMEPCOM For s
926E or 926 is the USMEPCOM Forns 732E, 732E-2E or 732.

c. The USMEPCOM Form 926E, generated by using the Meals and Lodgi ng
Spreadsheet application program (USMEPCOM Pans 25-3-1-2 and 25-3-1-3)
shoul d be used for billing purposes unless hardware or software
mal functions require the use of the manual form A one nonth supply of
manual fornms nust be maintai ned at each MEPS in the adequate numnbers
to facilitate paynent processing. The directions for conpleting the
el ectronic formare found in the USMEPCOM Pans 25-3-1-2 and 25-3-1-3.

d. Directions for the manual conpletion of the USMEPCOM Form 936 is
as follows:

(1) Items 1 thru 6 are self explanatory.

(2) Item7, (Meals/Rate) is the established costs or actual costs
as provided in the contract.

(3) Item8, (Pre-entry costs) the total nunber of neals provided
and the total cost.

(4) Item9, (Post-entry costs) the total nunber of neals provided
and the total cost.

(5) Item 10, a sunmmary total of Items 8 and 9.
(6) Item 11, (Lodging/Rate) as provided in the contract.

(7) Item 12, (Pre-entry costs) the total nunmber of | odgings
provi ded and the total cost.

(8) Item 13, (Post-entry costs), the total number of | odgings
provi ded
and the total cost.

(9) Item14, a sumary total of Itens 12 and 13.

F-1



USMEPCOM Reg 601-1 7 Decenber 1988

(10) Item 15, certification by the vendor or his representative
will be conpleted and | egi ble on each set of USMEPCOM Form 926.
Signature |ine nmust be dated.

(11) Item 16, prior to certification by the Iiaison/counselor,
USMEPCOM Form 732 will be thoroughly reviewed and all entries
verified. Signature |ine nust be dated.

(12) Item 17, self explanatory. Signature |line nust be dated.
F-2. The original and four copies of the conpleted and certified
USMEPCOM For m 926E or 926 will be forwarded to arrive at the servicing
Fi nance and Accounting Ofice at the tinme designated by the sector.
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APPENDI X G
USMEPCOM FORM 704 (| NDI VI DUAL PROCESSI NG DATA WORKSHEET)

G 1. The USMEPCOM FORM 704. This (OPTIONAL) form may be used by
service counselors/liaisons to record the nanmes of individuals
called in by the field recruiting force, and for use in arranging
t he nanmes of individuals in alphabetical order on the processing
list.

G 2. Itens for completion are self-explanatory.



USMEPCOM Reg 601-1 7 December 1988

APPENDI X H
I NSTRUCTI ONS FOR VENDORS ( CONTRACTORS) FOR
THE MEAL AND LODG NG VOUCHER SYSTEM

H-1. VOUCHER SYSTEM The Meal and Lodgi ng Voucher System requires
a m ni mum of adm nistration and provides security and contro
features, to include a clear trail for audit purposes.

H-2. FORMS USED

a. USMEPCOM Form 727-Copies 2 through 5 will be prepared by each
of the liaisons/counsel ors and other forwardi ng agenci es.
I nstructions concerning conpletion of authorization vouchers are
cont ai ned in paragraph H-8. Vouchers used are |isted bel ow

FORM NUMBER TITLE
USMEPCOM Form 727- Copy 2 Lodgi ng Aut horization and
(Li ght Bl ue) Recei pt Voucher
USMEPCOM Form 727- Copy 3 Supper Meal Authorization and
(Green) Recei pt Voucher
USMEPCOM Form 727- Copy 4 Br eakfast Meal Authorization and
( Pi nk) Recei pt Voucher
USMEPCOM Form 727- Copy 5 Di nner (Lunch) Meal Authorization
and
(Light Yellow) Recei pt Voucher

b. USMEPCOM Form 728 (Applicant Meal /Lodgi ng Authorization and
Recei pt Voucher for Late Arrival Add-Ons) (figure C-1). A supply
of this voucher will be provided contract establishments. After
conpliance with identification and verification process listed in
paragraph H-7, use this formto furnish neals/lodgings to |ate
arrival applicants whose nanmes are not included on the appropriate
aut hori zati on voucher.

c. USMEPCOM Form 729 (Daily Invoice Lodgi ng/ Meal Services). A
supply of this formwill be provided to contract establishments
for convenience in billing MEPS for services rendered. It is a
carbon interl eaved set of two forms. Upon conpletion, the origina
will be collected by the MEPS or delivered to the MEPS by the
contractor (depending on the ternms of the contract). The second
copy will be maintained by the contract establishment.

I nstructions for conpletion are contained in appendix D, this
regul ati on.

H- 3. DELI VERY OF AUTHORI ZATI ON VOUCHERS. USMEPCOM Form 727- Copi es
2 through 5 will be furnished contract establishments daily,
Mondays t hrough Fridays, excluding holidays. Vouchers will [|ist
t he nanes of applicants for the mlitary service that are entitled
to the service covered by the voucher. Only individuals with the
aut hori zation entry described in paragraph H- 6 will be authorized
t he service. Some of the individuals authorized the service wl
not claimthe service.

H-1
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In this case, only those actually receiving the service or the
guaranteed daily nunmber specified in accordance with the contract,
whi chever is the greatest, will be included in the claimfor

rei mbur sement.

H-4. DELI VERY OF DAILY I NVO CE FOR SERVI CES RENDERED (W TH
SUPPORTI NG VOUCHERS) TO MEPS. Meal and | odgi ng authorization and
recei pt docunments will be collected by the MEPS or delivered to
t he MEPS by the contractor (depending on the terms of the
contract) on the next work day followi ng the date on which the
services were rendered.

H-5. ACTUAL COST OF MEALS. Vendors who furnish meals under a
contract which calls for the Government to pay for only the ACTUAL
COST of food itens chosen by the processee (up to the specified

meal s cost ceiling) will have the processee enter the ACTUAL COST
of items chosen in colum 9 of USMEPCOM Form 727- Copies 3 through
5, as appropriate. The applicant will enter the amount after

recei pting for the service (by his signature) in colum 8 of
USMEPCOM Form 727- Copies 3 through 5 as appropriate.

H- 6. AUTHORI ZATI ON OF SERVI CES. The |iaison's/counselor's initials
entered in either the "applicant” or "enlistee" subcolum of the
aut horization colum of the voucher, in line with the individual's
name, will serve as authorization for the vendor to supply the
service. The identification and verification process described in
paragraph H-7 will be conplied with prior to furnishing the
service. On occasion, through error or oversight, the

aut horization colum will not be annotated with initials of the

i ai son/ counselor. Then as the individual |isted but not
authorized reports to the contract establishment , the vendor wl
first establish the individual's identity using the procedures in
paragraph H-7. Upon establishing identity, the vendor will then
provi de the individual with the required services and a checkmark

will be entered in the authorization subcolum entitled
"applicant." The hour the individual was furnished the service
will be entered in the "hour of arrival" colum of the voucher.

H-7. | DENTI FI CATION (I D) AND VERI FI CATI ON PROCESS. This process is
i nportant and will be conplied with prior to furnishing the
service. Each individual nmust properly identify hinmself/herself by
produci ng identification docunment(s) in the preference order
|isted bel ow. Upon presentation of ID docunment, data contained
thereon will be verified against the ID entries |isted on voucher

a. Social Security Card.

b. Drivers License.

c. Applicant Records.

d. Tel ephone or personal contact with recruiting officials

(naﬁes of individuals to be contacted will be furnished contract
establi shments by the contracting MEPS).

H- 2
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e. USMEPCOM Form 704. (See figure G1),
NOTE: The identification process in (1), (2), and (3) above applies

only to processees whose nanes have been entered on the voucher by the
mlitary recruiting service or the MEPS. ldentification required for

processees whose nanes are not included on conpleted vouchers will be
by tel ephone or personal contact with recruiting officials (names of
i ndividuals to be contacted will be furnished contract establishments

by the contracting MEPS),

H 8. COVPLETI ON OF LODGA NG MEAL AUTHORI ZATI ON VOUCHERS ( USMEPCOM FORM
727- Copi es 2 through 5). Upon conpletion of the identification process
prescri bed by paragraph H7, the following entries will be nade:

a. Type Accommodati ons (applicable only to | odging contractors)
USMEPCOM Form 727-Copy 2). An "X" entered in either the "single" or
"doubl e" room col um denotes type of accomodation to be furnished the
i ndi vidual. The room nunber assigned may be entered in space provided
on the form (lodgings will not be supplied individuals identified with
an asterisk (*) preceding their name).

b. Signature of Applicant/Enlistee. Each page of the vouchers
provide a line nunber identification (I thru 15) for each i ndividual
that is listed on the voucher. The signature block is identified with
t he same nunber to aid in obtaining the signature of the individual
USMEPCOM Form 727- Copy 2 through 5 will be signed by the processee
actually receiving the service.

c. Actual Cost of Meals. For those vendors who furnish neals under a
contract which calls for reinbursement for the ACTUAL COST of the neal
only, the processee will enter the actual cost of itemtaken (up to
the dollar ceiling of the contracted neal) in colum 9.

H 9. USMEPCOM FORM 728 ( APPLI CANT MEAL/ LODGE NG AUTHORI ZATI ON AND
RECEI PT VOUCHER FOR LATE ARRI VAL ADD-ONS) (figure C-1). The foll ow ng
entries wll be nade:

COLUWN ENTRY

a. Date Enter date the formis prepared.

b. Vendor Enter the nanme of contract establishnent.

c. Nane Print (or type) the name (last, first, M)
of t he individual receiving the service.
A separate line will be used for each
service supplied an i ndi vi dual

d. SSN Enter the Social Security Nunber assigned
to the applicant. Cccasionally, an applicant
may not have
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COLUMN

e. Sex
f. Arrival Infornation:

(1) Date:

(2) Hour:

g. Mlitary Service

h. Kind of Service

i. Approval Received from
(Nanme and Title of MEPS/
Recruiting O ficial or
Appl i cant Recor ds)

j. Signhature of Applicant

k. Price of the Meal

USMEPCOM Reg 601-1
ENTRY

an assigned SSN. If this is the case, enter
"None. "

Enter "M for male, "F" for fenumle.

Enter the date (day and nonth applicant
arrived at contract establishnment. Exanpl e:
"l Jun 85."

Show tinme of day the applicant arrived at
contract establishment requesting the
servi ce. Exanmple: "7:00 PM"

Enter appropriate nmilitary service, (i.e.,
"Arny," "Navy," "Air Force", "Mrine
Corps") for which the applicant is to be
processed.

Show t he type of service being provided:
Lodgi ngs: "LS" for single, "LT for doubl e,
"S" for supper, and "B" for the breakfast
nmeal . Each service furnished the individua
W ll require a separate line entry.

Li st information as appropri ate.
Exanpl e:

(1) MAJ John Smith
MEPS Conmander

(2) Nane of Authorizing Recruiting Oficial

(3) APPLI CANT RECORDS
DD Form 4, and Social Security Card

obtain the signhature of the individua
recei ving the service.

For those vendors who furnish neal s under
contracts that call for reinbursenent of
the actual cost of food and beverage
(nonal cohol i ¢c) chosen, the applicant will
enter the actual cost of items chosen, up
to the contractual dollar ceiling of the
nmeal , after his/her signature.
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H 10. CERTI FI CATI ON by Vendor or Agent. Each page of USMEPCOM Form
727-Copies 2 through 5 will be signed and dated by the vendor or

aut hori zed representative (agent). This serves as certification that
services were provided as authorized and in accordance with
contractual agreenent.

H11. USMEPCOM FORM 729 (DAILY I NVO CE LODA NG MEAL SERVI CES). Thi s
formis a carbon-interl eaved set of two forns. Upon conpletion, the
original with applicable supporting authorization vouchers attached,
will be collected by the contracting MEPS or delivered by the
contractor depending on what the contract dictates. These forns wll
be provided on a daily basis. The second copy will be maintai ned by
contract establishments. The following entries will be made:

a. Vendor. Enter (stanp) the nane of contract establishment.

b. Contract Nunber. Enter the nunber assignhed to contract between
the MEPS and the vendor ordering the services included on the invoice.

c. Authorization Dates. Enter the date(s) the services were
render ed.

d. Sections | and I1I.

(1) RATE. Enter the contract rate for each type of service for
whi ch rei nbursenent is being clainmed.

(2) NUMBER FURNI SHED. Enter the nunber of each type | odging
(single and double) and each type of neal furnished, by military
service, and the total for all mlitary services.

(3) AMOUNT $. Enter the total dollar amount being clained.

(a) This entry is optional since dollar amounts (nunber
furnished multiplied by the rate) can easily be determ ned by both the
contractor and MEPS. Al so, dollar anpbunt (based on sonme contractua
agreenents) is based on volunme of services supplied, and can only be
determ ned at end of nonth.

(b) If vendor is to be paid for the actual cost of the nea
only, enter the total amount due as tabulated fromthe appropriate
voucher .

(4) DATE. Enter the date the invoice is prepared.
(5) CERTIFI CATI ON by Vendor or Agent. USMEPCOM Form 729 will be
is

signed by the vendor or authorized agent certifying that bill
correct and that paynent for services has not been received.

e. Section Ill, Honored Vouchers (Attached). Enter the total pages
of vouchers, by mlitary service and kind of service furnished, which
will be attached to the daily invoice.

H5



7 Decenber 1988 USMEPCOM Reg 601-1
f. Section IV, Certification.
(1) DATE. Enter the date the invoice is prepared.
(2) SIGNATURE (Vendor or Agent). USMEPCOM Form 729 will be signed

by the vendor or authorized agent certifying that bill is correct and
t hat paynent for services has not been received.



