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Appendix C 
 

Guidance for Claiming Reimbursable Expenses 
 
 
1. Package for CNIC N94 Reimbursement (Support Services) 
 

a.  Validate support services charges (labor, supplies, equipment, contracts) in the 
established cost center in SAP Software Solutions. 

 
b. Prepare an offline billing/invoice using the SAP document number as invoice number 

XXXXXX 
 

c.  Prepare SF-1034 to be approved by the Business Office Manager (Appendix B, 
enclosure 5) 

 
d. The Regional Business Manager (N94) validates the completed Support Services package 

and approves the SF-1034 for payment.   
 

e. After approval by the business manager or authorized staff, the approved package is sent 
to: 
 

YOUR Local Comptroller 
Street Address 
City, State ZIP 

 
Package includes: 
(a)  Invoice 
(b)  SF-1034 

  
f. Forward a package to the Regional CNIC N8 comptroller for the operational services (i.e. 

labor, supplies, equipment, contracts) that CNIC N925 is funding.  The amount of these 
invoices shall be credited to the appropriate cost center and an accounts receivable 
established. 

 
2.  Package for PERS 704 Billing (ESM Meals and Cost of Goods) 
 

a.  Prepare a and validate ESM charges in SAP  
 

b. Prepare an offline billing/invoice using the SAP document number as invoice number 
XXXXX 

 
c. Prepare SF-1034 Public Voucher for Purchases and Services Other Than Personnel 

(Appendix B, enclosure 5), to be approved by the Business Office Manager 
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d. Prepare a Recapitulation of Meal Record (1292e), with the accounting technician and 
supervisor’s signatures.  (Appendix B, enclosure 3)   

 
Note:  If the REVS system is not installed, use NAVSUP Form 1292 (Appendix B, enclosure 4) 
The ESM completed and approved package is sent to: 

 
  Bureau of Naval Personnel (PERS 704)  
  701 South Courthouse Rd 
  NSF Building 12 Room 4K255 
  Arlington VA, 22204 
  Attn:  Nakima Gee 
 
    e.   Package includes: 
            (1) Invoice 
            (2) SF-1034 
            (3) Recapitulation of Meal Record  
            (4) Meal Verification Records for brunch & supper meals (Weekends & Holidays) 
            (5) Navy Reserve, Army & USCG worksheet  
            (6) Calculation worksheet 
 

f.  PERS10 validates the completed ESM package and approves the SF-1034 for payment.  
After approval, the invoice and SF-1034 are then faxed (or scanned for e-mail submission) to 
DFAS for EFT payment. 
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NAVSUP Form 1292e computations are as follow: 
For Monday-Friday meals: 

 
1)  Number of ESMs breakfast served x 25% of the current BDFA= 
2)  Number of ESMs lunch served x 40% of the current BDFA =  
3)  Number of ESMs dinner served x 35% of the current BDFA =  

 
For Saturday, Sunday and Holiday meals: 
 

1) Number of ESMs brunch serve X 45% of the current BDFA = $X __________________ 
2) Number of ESMs supper serve X 55% of the current BDFA = $X____________________ 
3) Number of ESMs holiday brunch serve X 35% of the current BDFA = $X _____________ 
4) Number of ESMs holiday supper serve X 65% of the current BDFA = $X_______________ 
5) Total daily rations (BDFA) = $ X__________________________ 

 
Note:  The BDFA may change on a daily basis depending on varying supplemental allowances. The 
computation of meals must be calculated each day and the sum of all days allowances is captured for 
reimbursement. 
 
When the ESM worksheet (B-4, Enclosure (1)), is complete, post the ESM adjustment located on the 
right bottom portion of the worksheet, to Accounts Receivable by crediting appropriate SAP Cost 
Center food revenue 301000 to cost center XXXX.  The meals include ESM Feeding from 1-99 ($X 
allowance) and 100-149 ($X allowance), if any.  The prime vendor allowance located on the bottom 
portion of the worksheet must be posted to SAP, as well as, crediting 401000, cost center XXXX. 

 
Note:  Any rations exceeding 100-149 feeding should not be included in the total.  The amount must 
be zeroed out. 

 
 
 
 
 
 
 
 
 
 

                                                                                                                                                                      Enclosure 3 
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