Department of Defense Dependents Schools
SOP 06-04 

Kaiserslautern District Office
August 2007  

APO AE 09021

STANDARD OPERATING PROCEDURE  

Payment for Lost TextBooks  

Purpose:  To establish procedures for the effective and efficient control of funds received for the replacement of lost textbooks.   

Applicability:  This guidance applies to all Kaiserslautern district school administrators and school cashiers.  

Procedures:  

1. Principals are to appoint a school cashier (Atch 1).

2. When a textbook is identified as lost by the responsible student, a school official will request a check made payable to the “Treasurer of the United States” in the amount of the lost textbook. The check can be in the form of a personal check, money order or cashier’s check. CASH WILL NOT BE ACCEPTED. 

3. The school cashier will then follow the instructions (Atch 2) and complete a DD form 1131 (Atch 3).
4. The documentation should be sent in the same manner as tuition collections (FedEX, DHL, certified/registered) to the following address:

DFAS-Disbursing

Unit 23122

APO AE 09227

Or the physical address:

DFAS-Disbursing

218-219 MANNHEIM STRASSE

67657 KAISERSLAUTERN GERMANY 

5. The school must maintain a file for all collections made for lost books, as this documentation will be needed for any refunds that are processed.  Please send these requests for refunds to DoDDS-E, RMO, Accountant or DoDDS-E, RMO, Chief Accountant.  They will prepare a 1034 and send to DFAS for processing. 

6. Also needed with the refund request are the following items:

· Copy of original DD1131 issuing refund

· Evidence of  receipt of payment (personal check clearance, i.e. bank statement) 
· Reason for refund (lost book returned in serviceable condition) 
· Sponsor's current address and SSN# 
· Sponsor's EFT information (Bank name and address, routing number and acct number)

Controls:

1. Timely submission of the completed DD form 1131.  

2. Copy of mail receipt to DFAS-E.

3. Copy of the cleared check when requesting a refund.   

4. Copies of the .pdf file or fax transmission of required documentation.            

// original signed //

DR. DELL MCMULLEN
Superintendent

3 Attachments 

1. Appointment Letter

2. Instructions for DD form 1131

3. DD form 1131 
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Date

MEMORANDUM FOR 

SUBJECT:  Letter of Appointment

1.  You are hereby appointed as School Cashier (Primary) for ______________________School.  This responsibility cannot be delegated.  This appointment will be effective until revoked by my successor or me or until you are no longer in your present assignment.  As school cashier (primary) your responsibilities are to:

a. Receive tuition payments 

b. Receive monies for lost text book

c. Issue receipts (in accordance with Chapter 10) of the DoDEA Student Eligibility and Enrollment Data Handbook.

d. Prepare and submit DD form 1131s, Cash Collection Vouchers CCVs).

e. Maintain records of all payments received.

2.  As the primary school cashier, you will not have access to student files.







_______________________






Principal

cc: 

DSO Financial Management Specialist

_________________________________                    _____________________________

(Signature of School Cashier, Primary)



(Date)

Atch 1

Instructions for DD form 1131

Box 1.

School DoDDAC and voucher number

Box 2.

Leave Blank

Box 3.

RECEIVING OFFICE

a. Activity: School Address
b. Received and Forwarded By: School Cashier
c. Telephone numbers: School contact numbers
Box 4.

DISBURSING OFFICE

a.
Activity: 
Defense Finance & Accounting Service, Europe





Attn: Disbursing, Unit 23122





APO AE 09227

b. DISBURSING OFFICER:

Joseph A. Myrda

Disbursing Officer

c. TELEPHONE NUMBER: leave blank

d. DISBURSING STATION SYMBOL NUMBER:

DSSN 5570

e. DATE: Leave Blank

Box 5.

Leave Blank

Box 6.

DATE RECEIVED:

Date payment was received

Box 7.
NAME OF REMITTER:  Name of sponsor/parent, name of student, check number, bank name 

Box 8.

DETALED DESCRIPTION OF PURPOSE:  Full title of textbook

Box 9.

AMOUNT:  Price of the lost textbook

Box 10.
ACCOUNTING CLASSIFICATION CODE:  97R3019.0000








  APC: 97XY97

(Note: Type accounting classification as shown)


Tuition money must be on a separate DD 1131 

Box 11.
AMOUNT: Total of all items listed



Atch 2
	CASH COLLECTION VOUCHER
	1. DISBURSING OFFICE COLLECTION VOUCHER NUMBER

	
	2. RECEIVING OFFICE COLLECTION VOUCHER NUMBER

	3. RECEIVING OFFICE

	a. ACTIVITY (Name and Location) (Include Zip Code)

	b. RECEIVED AND FORWARDED BY (Printed Name, Title and Signature)
	d. DATE (YYYMMDD)

	
	

	
	

	
	

	c. TELEPHONE NUMBER (Include Area Code):

     COMMERICAL:                                                           DSN:
	

	4. DISBURSING OFFICE

	a. ACTIVITY (Name and Location) (Include Zip Code)

	b. DISBURSING OFFICER (Printed Name, Title and Signature)
	d. DISBURSING STATION 

     SYMBOL NUMBER

	c. TELEPHONE NUMBER (Include Area Code):

     COMMERICAL:                                                           DSN:
	e. DATE (YYYMMDD)

	5. PEROID: a. FROM:                                                        b. TO:

	6. DATE

RECEIVED
	7. NAME OF REMITTER

DESCRIPTION OF REMITTANCE
	8. DETAILED DISCRIPTION OF

PURPOSE FOR WHICH

COLLECTIONS WERE RECEIVED
	9. AMOUNT
	10. ACCOUNTING 

CLASSIFICATION

	
	
	
	
	

	11. TOTAL
	
	


DD FORM 1131, DEC 2003 


      PREVIOUS EDITION IS OBSOLETE.      

Atch 3

