DISBURSING AGENT OPERATIONS
TASK:  Establish a change fund
OBJECTIVE:  Obtain the establishment/request for appointment letter from SrA Fields.  Produce Change Fund instructions and have SrA Fields sign them acknowledging receipt.  Advance the funds on a DD Form1081.  Answer the questions that SrA Fields asks. 

SITUATION:   The Flight Chief of the Services Division wants to appoint SrA Jamie Fields as a change fund custodian for operation of a government dining facility.  They need $200.00.  
REGULATION REFERENCES:  DoDFMR 7000.14-R Vol 5, para 020801, 020802, 020803, and 0303, figure 3-1, 030304, 030305, 030404.  AFPAM 65-110, para 4.6.  

PROPS:  Establishment/Request for appointment letter from Chief of Services, Approval letter from the On-Site Commander (Printed in original and 2 copies),

Small Cash Lock box
DEPARTMENT OF THE AIR FORCE

<<UNIT>> DEPLOYED

APO AE 09116
MEMORANDUM FOR <<UNIT>> (PROVISIONAL)/CC

FROM:  <<UNIT>>/SVS (PROVISIONAL) CAPT J.D. HELMS

SUBJECT:  APPOINTMENT OF CHANGE FUND CUSTODIAN

1.  I request that a Change Fund Custodian position be established to operate the government dining facility.  Since we are charging all personnel for meals, we need to be able to make change for cash sales.

2.  I also request that SrA Jamie Fields, SSAN 123-45-6789, be appointed as the individual to fill the established position.







J. D. HELMS, CAPT, USAF







Flight Chief, SVS

DEPARTMENT OF THE AIR FORCE

<<UNIT>> DEPLOYED

APO AE 09000
MEMORANDUM FOR: <<UNIT>> (PROVISIONAL)/FMF

FROM:  <<UNIT>> (PROVISIONAL)/CC

SUBJECT:  Establishment of a Change Fund Position

1.  I concur with the request of Capt J. D. Helms for the establishment of a change fund in order to operate the government dining facility.   

2.  The amount of the change fund will be no more than $200.00

3.  The appointee will be SrA Jamie Fields, SSAN 123-45-6789






SNEAKY M. BUSCH, Col., USAF






Commander

1.  I acknowledge appointment as change fund custodian.

2.  I understand my responsibilities concerning the safeguarding of all funds received.







________________________







JAMIE FIELDS, SRA, USAF







123-45-6789

