INSTRUCTIONS FOR COMPLETING CC FORM 216-R, 1 OCT 01

THIS FORM IS TO BE FILLED OUT BY

JROTC SCHOOLS ONLY

TO ENTER DATA ON THIS FORM, CLICK IN THE GREY SHADED AREAS.

CHECK HERE IF SCHOOL PAYS FOR POSTAGE AND YOU ARE NOT REIMBURSED FROM CADET COMMAND.  YOU SHOULD ALSO CHECK THIS BOX IF YOU ARE PART OF A SCHOOL DISTRICT AND THEY REPORT YOUR POSTAGE IN THEIR REPORT.  COMPLETE SECTION I ONLY, SIGN AND DATE AT BOTTOM, AND FORWARD TO HQCC ONCE IN OCTOBER OF EACH FY.  MONTHLY ERPORTS ARE  NOT REQUIRED.   

----------------------------------------------------------------

SECTION I:  SCHOOL AND POC INFORMATION.  

   1.  UNIT (SCHOOL NAME):  SELF EXPLANATORY 

   2.  MAIL POC:  PERSON PROVIDING INFORMATION 

   3.  ADDRESS:  STREET ADDRESS (NEEDED FOR MAILING PURPOSES) 

   4.  ADDRESS (CON’T):  

   5.  CITY:  SELF EXPLANATORY

   6.  STATE: SELF EXPLANATORY 

   7.  ZIP +4: 11111-1111 (IF YOU DO NOT KNOW THE +4 ENTER 0000) 

   8.  TELEPHONE:  COMMERCIAL NUMBER (AREA CODE AND NUMBER) 

   9.  FAX:  COMMERCIAL FAX NUMBER (AREA CODE AND NUMBER) 

  10.  EMAIL ADDRESS:  SCHOOL EMAIL ADDRESS 

  11.  CHECK HERE IF NEW ADDRESS:  SELF EXPLANATORY

  12.  UNDER SCHOOL DISTRICT:  NAME OF THE SCHOOL DISTRICT.  

----------------------------------------------------------------

SECTION II – POSTAL ACCOUNT INFORMATION (ALL FIGURES IN DOLLAR AMOUNTS.)  DO NOT ROUND OFF.  MUST BE ACTUAL AMOUNT.

THIS REPORT IS FOR FY ____:  (THE FY RUNS FROM OCTOBER TO SEPTEMBER.)    

COLUMN A – BEGINNING BALANCE:  TOTAL DOLLAR AMOUNT OF STAMPS ON HAND FROM THE PREVIOUS MONTH.   

COLUMN B – FIRST CLASS POSTAGE PURCHASED:  TOTAL DOLLAR AMOUNT OF STAMPS PURCHASED (WHETHER WITH MONEY PROVIDED BY CADET COMMAND IN THE FORM OF A CHECK OR CREDIT CARD PURCHASE, OR STAMPS):  

COLUMN C – FIRST CLASS POSTAGE USED:  TOTAL DOLLAR AMOUNT OF STAMPS USED.  

COLUMN D – ENDING BALANCE:  ADD COLUMNS A AND B.  SUBTRACT COLUMN C.  (THIS FIGURE SHOULD BE CARRIED FORWARD TO THE NEXT MONTH’S BEGINNING BALANCE.

PRINT/TYPE NAME, RANK/GRADE, AND POSITION.  SIGN AND DATE FORM.  SHOULD BE DONE BY SAI/PERSON WHO MAINTAINS POSTAGE.  
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