INSTRUCTIONS FOR COMPLETING CC FORM 217-R, 1 OCT 01

THIS FORM IS TO BE FILLED OUT BY 

REGIONS, BRIGADES, AND SROTC SCHOOLS ONLY

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

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.  THIS REPORT IS FOR THE MONTH OF __ FY __:  MONTH IS SELF 

       EXPLANATORY.  FY IS THE FY STARTED IN OCTOBER OF EACH YEAR.  

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

CHECK ONE 

-- USES PRSRT STD (BULK RATE) MAIL SERVICES FROM HOST INSTALLATION 

   THAT DOES NOT USE A NON-PROFIT PERMIT.  

-- THIS BATTALION DOES NOT RECEIVE PRESORT STANDARD (BULK RATE) MAIL 

   SERVICES FROM THE HOST INSTALLATION.

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

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

ON LINES 1-2.  

    NUMBER:  SELF EXPLANATORY.  

    FEE COST:  USED ONLY WHEN YOU ACTUALLY PAY THIS EXPENSE.  

    OPENED DATE:  DATE THIS SERVICE WAS OPENED.  

    RENEWAL DATE:  DATE THIS SERVICE IS TO BE RENEWED.  

    LAST FOUR COLUMNS ARE COMPLETELY SHADED – NO INFORMATION 

    REQUIRED. 

ON LINES 3-6.   

    NUMBER:  SELF EXPLANATORY.  

    FEE COST:  USED ONLY WHEN YOU ACTUALLY PAY THIS EXPENSE.  

    OPENED DATE:  DATE THIS SERVICE WAS OPENED.  

    RENEWAL DATE:  DATE THIS SERVICE IS TO BE RENEWED.  

    BEGINNING BALANCE:  SELF EXPLANATORY. 

    AMOUNT PURCHASED:  SELF EXPLANATORY.  

    AMOUNT USED:  SELF EXPLANATORY.  

    ENDING BALANCE:  SELF EXPLANATORY. 

ON LINES 7-10. 

    FIRST FOUR COLUMNS ARE COMPLETELY SHADED – NO INFORMATION 

    REQUIRED. 

    BEGINNING BALANCE:  SELF EXPLANATORY. 

    AMOUNT PURCHASED:  SELF EXPLANATORY.  

    AMOUNT USED:  SELF EXPLANATORY.  

    ENDING BALANCE:  SELF EXPLANATORY. 

ON LINES 11-13 

    ALL COLUMNS EXCEPT “AMOUNT USED” ARE COMPLETELY SHADED – NO 

    INFORMATION REQUIRED IN SHADED AREAS.  

    AMOUNTS LISTED ON LINES 11-13 IN “AMOUNT USED COLUMN” SHOULD BE 

    INCLUDED IN THE DOLLAR AMOUNT FIGURE ON LINE 9, UNDER “AMOUNT 

    USED” COLUMN.  

ON LINE 11:  FEDEX (INCLUDES AIRBORNE, ETC.)  PRIOR HQ APPROVAL IS 

             REQUIRED.  (MOST EXPENSIVE WAY TO MAIL.)  SHOULD BE 

             USED AS LITTLE AS POSSIBLE.

ON LINE 12:  UPS (EXPENSIVE TO MAIL.)  SHOULD BE USED AS LITTLE AS 

             POSSIBLE.  

ON LINE 13.  USPS (INCLUDES ALL POST OFFICE SERVICES.)  LEAST 

             EXPENSIVE WAY TO USE NEXT DAY/2 DAY MAIL SERVICES.  

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

IF POSTAL EXPENDITURES ARE PAID FOR BY THE HOST INSTITUTION, PLEASE FILL OUT AND SIGN THE FIRST SIGNATURE LINE.  YOU ONLY NEED FILL OUT ONCE AT THE BEGINNING OF EACH FISCAL YEAR. 

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

IF POSTAL EXPENDITURES ARE PAID FOR BY MONEY FROM CADET COMMAND, CREDIT CARD, PHONE BY STAMPS, OR CAPS ACCOUNTS, PLEASE FILL OUT AND SIGN THE SECOND SIGNATURE LINE.  THIS FORM SHOULD BE FILLED OUT MONTHLY AND SUBMITTED BY THE DUE DATE.   

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

NOTE:  PENALTY STAMPS ARE NO LONGER USED; THEREFORE, THE PENALTY STAMPS SECTION AS BEEN DELETED.  ALL SCHOOLS WITH PENALTY STAMPS SHOULD GET IN TOUCH WITH THEIR LOCAL POST OFFICE TO SEE WHAT PROCEDURES ARE USED TO TRADE THEM FOR REGULAR STAMPS.  
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