USNS GENERAL JOHN PCPE T-AP 113
OFFICE CF THE CHIEF STEVARD

557
YEOMAN JOB INSTRUCTIONS

1, The maintenance of the vessell!s provisions on account and substantiating
documents-and reports, Develop through familiarity with official pub-
lications, vessel instructions, notices, bulletins and letters pertain-
ing to the mointenance of the provisions zccount, Maintain subsistence
account on a current basis by moking necessary daily posting to the pro-
vision ledge and provision money value control zccount, including-receipts
from supply support activities, receapts from commericial vendors, daily
issues to the messes, reports of swrvey, znd transfers to other vessels,
Audit for correctness of all receipt papers prior to posting., Round off
prices on receipts either by purchose or from other M3TS U3NS vessels,
Prepare and post daily the General Mess Control Record (NavSandA Form
338); a separate record will bec naintoined for ship's galley znd Troop
Galley. Prepare the Doily Galley Status Report for subriission to the
Master, Frepare and post certified inventoery a2t close of each zccount-
ing period: Prepare Requisitions (NavSandi Form 43) for provision re-
guirenents, in cccordance with paragraph 2513, NavSandA Publication 236,
Prepare prevision rcturas ot cnd of cach acccunting period in accordance
with Chapter 16, Scction 7, Canptroller Hond book.

2. Prepare requisitions (NavSandi TForm A3) for replenishment of “general
stores in those classes czrried and issued by thc Chief Steward, in
accordance with paragraph 1295, NavSandi Publication 236, Maintain re-
quisition records and files in accordance with paragreph 1297, HNavSanda
Publications 236, !laintain the issue cuntrzl record for issues of gen-
eral stores fron the Stewzrd Department storercons, in zccordance with
Choptér 17, Section 7, Comptroller !lzndbook. ilaintain a file of Stub
Requisitions (MavSandi Publication 3¢7) in accordance with paragraph
1397=2, NavSandi Publication 236, Prepare nonthly for subnittal to the
Purser for consolidation znd further tronsmittal to the Comptrolier of
the home port the report of expenditures fron inventory, in ccecordonce
with Chapter 17, Section 8, Comptroller Handbook, !aintain Steward
Departnent general files in accordance with the Wavy Filing Manual,
Under the supervision of the Chief Stewztid, prepare and subnit a type-~
written custody record list of equipage itenms, in accordance with
paragraph 14855 HavSanda FPublication 236, Prepare survey rcguest reflort
for provisions, generzl stores and equipage, when required,

lHaintain cleanliness and urkeep of office spaces ond equipnent.

3, Wear the prescribed uniform while on duty,

4, ¥When in dsubt on any matter pertzining to your duties consult the
Chief Steward, DBe Sure = Don't Guess,

5. WORKING HOURS: At Sea In Port
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I certify that I have read and understand the above job instructions,
I
PRSIV S VP
John 7, Malond
Signature Yeonan




