NASA Headquarters Exchange Accounting Policy and Procedures

Purpose of the NASA Headquarters Exchange 
The NASA HQ Exchange Store (the Store) is operated by the Exchange Council for the benefit of the employees of NASA Headquarters.  The Store is primarily for NASA Headquarters employees, but is also open to anyone entering the Headquarters building.  The purpose of the Store is two-fold. First, it provides NASA-related items and items of interest to NASA Headquarters personnel and visitors.  Secondly, it generates revenue, which in turn allows the Exchange Council to offer social events such as the annual holiday party, the crab feast, and other socials provided throughout the year. 

The Exchange Council has oversight responsibility for the Store and has delegated and empowered the Operations Manager and the Assistant Operations Manager to manage the Store on a daily basis.  The Exchange Council makes broader policy decisions on Store matters, and reviews all audits, including the annual financial audit. 
The Store Manager, who is a non-appropriated fund employee of the Exchange Council, actually operates the Store in consultation with the Operations Manager and the Assistant Operations Manager.  The Store Manager is responsible for the day-to-day operation of the Exchange Store and reports to the Operations Manager.  The annual budget is prepared by the Treasurer and approved by the Exchange Council.
Significant Business Processes and Procedures
To ensure financial integrity and accountability of NASA HQ Exchange operations, standard operating procedures are applied as set forth in NPD 9050.6, involving non-appropriated funds.  
The accounting tool utilized for daily, weekly, monthly and yearly fiscal reporting is QuickBooks Point of Sale Pro Version 6.0.  The basis for accounting is accrual basis.    This software handles the detailed business processes for reporting, accounting for cash, inventory, accounts receivable and accounts payable.  The software is installed on Dell computers--he computer at the check out location is acting as the server and the computer in the supply room is acting as a client. Each functional activity listed below has detailed processes that are followed, and the standard training and operating procedures are documented and kept in the Exchange. 
Reporting:

· Daily – Document daily receipts (performed by Store Manager)

· Weekly – Input daily receipts for the previous week onto a form (performed by Store Manager) for entry into accounting system (performed by the Treasurer)

· Monthly – Reconcile checking and savings accounts for a variety of specific activities i.e., the Golf account, Store account etc. (performed by Treasurer)

· Yearly – Provide financial information to Council Chair for an annual report and provide a business plan for Exchange Council and Store activities for the next fiscal year within 90 days of the fiscal year end.  Obtain an independent auditor’s review and provide to the NASA Chief Financial Officer (CFO), the Office of Infrastructure and the Office of Headquarters Operations.  Perform inventory (every fiscal year) and reconcile against previous inventory records. 

Accounting for Cash

· Cash is always kept and locked in the cash register or safe.  When cash transactions are required for a purchase, appropriate control procedures are followed.  The cash register has a visible amount of sale and a receipt that is given to the customer, all voided copies of receipts are retained, and the person in charge of the cash registers runs a daily transaction that reconciles the amount in the register with a physical count of the amount of cash/checks in the register. Cash register keys are locked in a cabinet with restricted access.

· To perform bank reconciliations, the Exchange uses the bank reconciliation feature of QuickBooks to validate the beginning balance from the bank statement and the balance in the records.  
Inventory Method: First In / First Out (FIFO)
· Recording Inventory (Receipt), new inventory is added to the accounting records using QuickBooks Point of Sale systems, sales figures are used to adjust inventory figures and reports are run at periodic intervals to allow for restocking.
· Inventory Procedures – Physical inventories are performed incrementally (weekly and monthly) and a full inventory is performed at least once yearly. Inventory adjustments are made to accounting records using QuickBooks reporting features to record these adjustments. 
Accounts Receivable

· Credits to purchases are handled based on how the customer paid for the items.  If a credit card was used, the refund is reflected in the credit card system and captured separately on the daily credit card summary.  If cash or a check was used, the customer signs a receipt that captures the name, amount, phone number, date, and signature of the amount returned.  This money is then taken from the cash register and paid to the customer.  Both types of refunds are captured separately on the daily sheets and the weekly sheet the Store Manager provides to the Treasurer. 
Accounts Payable

· Once a week, the Store Manager provides the Treasurer a weekly sheet which itemizes the invoices received.  The invoices are provided as documentation.  The Treasurer writes the checks, has another authorized member co-sign, documents the date and check number on the weekly sheet, and gives the checks to the Store Manager for mailing.
· Monthly charges not included on the daily and weekly sheets include service fees and credit card purchases.  

· All these are entered into Quicken and reconciled monthly with the bank statements.

Payroll

· Payroll is provided by an outsourced payroll company, which takes care of withholding, taxes, etc. Employees of the Exchange record their time and the Operations or Assistant Operations Manager approves and monitors the time charges.
Financial Activities by Role
Treasurer
1. Manages all financial activities for the Exchange Council, which include, but are not limited to, the following:

a.   Keeps itemized records of all receipts and expenditures.

b. Records and reconciles the deposits in a local bank or credit union insured by the Federal Deposit Insurance Corporation (FDIC).  The deposit balance in all accounts at one financial institution shall not exceed the amount covered by the FDIC. 

c. Assures that all bills are paid in timely fashion for Exchange Council activities.  Budgeted requests for funds do not need further approval of the Exchange Council.  Non-budgeted requests for funds require the approval of the Exchange Council before they can be paid.  

2.   Prepares quarterly financial reports for the Exchange Council.

3.   Works with an outside financial auditor to assure accurate and timely financial audit reports.

4.   Provides copies of the annual financial audit report to the Exchange Council and to the Center CFO.
5.   Meets with the Exchange Council Chairperson and Exchange Council Operations Manager on a regular basis to keep them informed of current business operations and activities.

Assistant Treasurer
1. Assumes the duties of the Treasurer in his/her absence.

2. Assumes responsibility for miscellaneous projects, as requested by the Treasurer.

3. Provides general assistance to the Treasurer, as requested.

Store Manager (Non-appropriated fund)

Manages all day-to-day sales operations and quality control of the Exchange Store, which include, but are not limited to, the following:  

1.  Communicates regularly with Treasurer, Operations Manager and Assistant Operations Manager, and provides a weekly report of all sales transactions, and a bi-weekly report of vendor orders, outstanding receipts and planned orders. Assures that any sales to employees of the Exchange Store are done by the other store employee(s) or overseen by a council member
2.   Obtains credit for unused cards; ensures that seasonal cards are credited as soon as possible.

3.   Locates and establishes agreements with store suppliers (to provide products for sale).  Performs market research to assure that the best price and quality merchandise is placed in the store.
4.  Oversees a wall-to-wall physical count of all Exchange Store-related inventory annually at each fiscal year-end, and resolves discrepancies between the physical count results and the Exchange Store inventory records.
5.  Ensures that gift shop receipts record the accurate date of each sales transaction (manually or electronically).
6. Ensures that cash is always kept and locked in cash register or safe.  When cash transactions are required for a purchase, appropriate control procedures are followed.  The cash register has a visible amount of sale and a receipt that is given to the customer, all voided copies of receipts are retained, the person in charge of the cash registers runs a daily transaction that reconciles the amount in the register with a physical count of the amount of cash/ checks in the register and cash register keys are locked in a cabinet with restricted access.
7. Uses delegated purchasing authority via Council designated credit card. 
8. Assumes responsibility for determining the needs of customers thereby increasing sales, profits and satisfying customer needs.
9. Provides information and documentation for responses in support of audits and inspections.
10. Deposits store revenue into the designated financial institution.
Establishing Annual Budget for Events/Activities
At the close of a fiscal year, the Exchange Council conducts a retreat during which the events and activities to be conducted for the upcoming fiscal year are planned.  Anticipated funding requirements for each of these events are determined at that retreat using prior year actual expenditures as a guide.  If a new event is being planned, a budget for that event is established using similarly-sized events as a guide.

Should funds be unavailable during the fiscal year to accommodate hosting an event, the event will be cancelled.

NASA HQ Exchange Store Point of Sale (POS)

A commercial off the shelf (COTS) software Point of Sale (POS) system has been installed in the NASA HQ Exchange Store. The POS system was installed and ready for operation on August 28, 2008

The POS System consists of the following Dell hardware that was supplied by way of NASA Headquarter’s ODIN contract.

Quantity of 2 Dell midsize towers. Each Dell has mirrored hard drives.

Each Dell is running Windows XP as the operating system.

Each is configured as follows:

Dell Optiplex 755

Processor: 3.0 GHZ Intel Core 2 Duo

Video: ATI Radeon 2400XT

Hard Drive: 160 GB SATA 3.0Gb/s

RAM: 4.0 GB 667 MHz SDRAM

CD-ROM: DVD+/-CDRW Combo

One Dell is located at the customer check out location in the Exchange store and one is located in the back room in the Exchange store.

The Dell computer located at the check out location has an external 250 GB hard drive used for backup. This computer also has POS specific hardware supplied by Quick Books (QB) as part of the hardware/ software POS solution that was procured by the Exchange council.

The hardware specific POS components consist of the following:

Barcode Scanner
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This is used to:

Ring up sales faster and track inventory more accurately using bar codes. 
Receipt Printer
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This is used to print receipts of completed sales and can also print duplicate credit card slips and gift receipts. 

Credit Card Reader

[image: image3.jpg]



This credit card reader is used to process credit and debit card transactions, it saves time and eliminates the need for a stand-alone terminal, and meets regulatory industry standards. 
Cash Drawer
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The lockable cash drawer automatically opens when a sale is completed. 
PIN Pad
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The PIN pad allows customers to pay with PIN-based debit cards and meets the latest PCI PED security standards 

Tag Printer
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The tag printer is used to print inventory tags and bar code labels

Pole Display
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The pole display shows prices as sales are rung up, and allows customer to verify prices. 
Software

Each Dell Computer is running Windows XP

The POS Specific software is Quick Books Point of Sale Pro Version 6.0

There are 2 Quick Books licenses; the licenses are merged.

The software is installed on each Dell computer.

The Computer at the check out location is acting as the server and the computer in the back room is acting as a client.
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Network:

The 2 Dell computers are Gigabit Ethernet directly attached to each other by way of a cross over cable. The computers are not attached to any network.

Modem:

The Dell computer at the checkout location has a serial port attached US Robotics 56k modem. The modem is used to connect to the Quick Books merchant services to process credit and debit card transactions.
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Backup:

The Dell computer at the checkout location has an external USB hard drive used for backup. The Drive is a Western Digital My Passport Essential 250GB. Automated backups are scheduled for 6:00 pm daily.
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Printer:

The Dell computer in the back room is attached to a HP 7310 printer via a USB port.  This printer can be used to print reports.
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