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Purpose

The Junior Officer Advisory Group (JOAG) Development Committee Standard Operating Procedures (SOP) provides operational and procedural guidance for the JOAG Development Committee.  This SOP provides guidance on matters not addressed by the JOAG Charter or Bylaws.  

Scope

This SOP applies to all documents created that are related to all functions within the JOAG Development Committee to establish policies, processes, records and acceptance criteria under the auspices of JOAG.  This SOP does not apply to documents created by other organizations outside of the JOAG Development Committee.


Definitions

Document No.:	The unique identifier assigned to each document.

        Revision No.:	The numeric designation identifying the version of a controlled document.  New documents are assigned “Rev. 00.”  Subsequent, approved revisions of the same document are assigned sequential numbers, “Rev. 01,” “Rev.02,” etc.

        Approval Date:	The date that the Chair accepts the document into the Document Control System by applying the final approval signature.

        Effective Date:	The first date that the new or revised document may and must be used; and the previous revision, if there is one, may not and must not be used.


References

JOAG
            http://www.usphs.gov/corpslinks/joag/

           JOAG Governing Documents
· Charter
· Bylaws
· Standard Operating Procedures
http://www.usphs.gov/corpslinks/JOAG/about_governingdocs.aspx
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ARTICLE I

MISSION STATEMENT

It is the mission of the JOAG Development Committee to develop, manage and promote activities related to Commissioned Officers Foundation (COF)-JOAG merchandise.


ARTICLE II

COMMITTEE RESPONSIBILITIES & ORGANIZATION

1. Committee Responsibility

The Development Committee shall work with the JOAG Executive Committee and voting members to develop, manage, and promote all activities related to JOAG merchandise, including coordinating the JOAG Merchandise Booth at the annual USPHS Scientific and Training Symposium sponsored by the COF, in accordance with the mission of JOAG.  All activities undertaken by this committee are under the auspices of the Commissioned Officers Foundation (COF) and all proceeds from the sale of JOAG merchandise are held by COF and managed by the JOAG Financial Liaison. At the direction of the JOAG leadership, each year the Development Committee offers merchandise (such as challenge coins, t-shirts, and other related items) for sale at the USPHS Symposium, the Officer Basic Course (OBC), and other USPHS-related events that foster esprit de corps. The Development Committee will work closely with the JOAG Financial Liaison to assure the mission of the committee is met in accordance with the mission of JOAG.

Section 2. 	Subcommittee Responsibility

A Subcommittee is an established and recurring program within the JOAG Development Committee.  Often times, projects within the subcommittees are identified. A project is defined as a short-term tasking or assignment that may or may not have a definitive termination date, depending upon the tasking and any applicable deadlines.

The Development Committee consists of the following Subcommittees:

A. The Research and Selection Subcommittee: Responsible for research, development, and selection of new PHS merchandise.
B. The Merchandise Booth Subcommittee: Responsible for organizing the merchandise booth at the USPHS Symposium and providing adequate staffing during the event.
C. The T-Shirt Slogan Subcommittee: Responsible for organizing the T-shirt slogan contest and working with the Research and Selection Subcommittee to produce slogan t-shirts. This subcommittee has been deactivated as of October 1, 2013 until the EC determines that a new t-shirt should be developed.

Section 3. Workgroup Responsibility

A Workgroup is a non-recurring program within the JOAG Development Committee that is tasked with a specific assignment. The duration and timeline of a workgroup is unique to the project it is tasked to complete. At a minimum, each workgroup will convene annually until the assigned project is completed.

The Development Committee consists of the following Workgroup:

A. The USPHS Creed Workgroup: Responsible for developing a United States Public Health Service (USPHS) Commissioned Corps Creed that reflects the branch’s mission and an officers’ code of conduct.

Section 4.  	Leadership
The Development Committee consists of one Chair or two Committee Co-Chairs, one Secretary, One Website Lead, three to six Subcommittee Leads/Co-Leads, and one Workgroup Lead.

The Committee Chair(s) is responsible for the following tasks:

1. Oversee the executive of committee duties/responsibilities.
2. Ensure all Subcommittee Lead positions are filled at the beginning of the year.
3. Lead the bi-monthly Development Committee meeting.
4. Forward Development Committee requests that require Executive Committee approval to the EC liaison.

The term duration for the Committee Chair(s) shall be one to two years.

The Secretary is responsible for the following tasks:

1. Creating Committee Meeting notices in Microsoft Outlook and sending out meeting reminders.
2. Preparing and disseminating, agendas and minutes.
3. Maintaining the committee roster and tracking meeting attendance.

The term duration for the Secretary shall be one year.

The Website Lead is responsible for the following tasks:

1. Update the Development Committee sections of the JOAG web site, in consultation with the Committee Chair(s) and the JOAG webmaster.

The term duration for the Webmaster shall be one year.

The Research and Selection Subcommittee Lead(s) is responsible for the following tasks:

1. Solicit volunteers for the subcommittee.
2. Research new merchandise, summarize findings from multiple vendors in a document, and send to the Committee Chair(s) for review. This document will have prices, design options, sample availability, military discount, shipping costs, order turn-around times, and method of payment.
3. Coordinate with the Committee Chair(s), and the Merchandise Booth Subcommittee Lead(s) to ensure merchandise is delivered to the location of the USPHS Symposium.

The term duration for the Research and Selection Subcommittee Lead shall be one year, with the option to extend for a second year.

The Merchandise Booth Subcommittee Lead(s) is responsible for the following tasks:

1. Work with the JOAG Symposium Planning Committee and the USPHS Symposium Planners to determine the location of the JOAG Booth at the USPHS Symposium. 
2. Coordinate with the Research and Selection Subcommittee Lead to ensure merchandise is delivered to the USPHS Symposium.
3. Develop and update merchandise and sales tracking forms and signs to be used by volunteers at the JOAG Booth.
4. Create a staffing schedule for the JOAG Booth based on shifts and solicit volunteers to work the shifts.
5. Provide a training session via teleconference on how to operate the merchandise booth and complete the pertinent tracking forms.

The term duration for the Merchandise Booth Subcommittee Lead(s) shall be one year, with the option to extend for a second year.

The T-Shirt Slogan Subcommittee Lead(s) is responsible for the following tasks:
1. Create an announcement regarding the t-shirt slogan contest.
2. Summarize all slogan entries and forward them to the Committee Chair(s) for review.
3. Work with the Committee Chair(s) to narrow down the entries to a maximum of the top 10 slogans.
4. After final selection of the winning slogan by the JOAG Executive Committee, announce the winner of the slogan contest.
5. Coordinate with the Research and Selection Subcommittee Lead(s) to design and order the slogan t-shirts.

The term duration for the T-Shirt Slogan Subcommittee Lead(s) shall be one year, with the option to extend for a second year.


The USPHS Creed Workgroup Lead(s) is responsible for the following tasks:

1. Develop a United States Public Health Service (USPHS) Commissioned Corps Creed that reflects the branch’s mission and an officers’ code of conduct.
2. Develop a proposal including a purpose, background, history, and justification for creating a Creed for the USPHS.
3. Submit proposal to Development Committee Chair(s) for review. 
4. Submit the proposal for JOAG Executive Committee clearance via the EC liaison. The Executive Committee will then forward the proposal to the JOAG Senior Advisor for review and comment.
5. After the workgroup incorporates Senior Advisor edits/comments, submit proposal to Office of Surgeon General via the JOAG Executive Committee and/or JOAG Senior Advisor for final approval and implementation.
6. Follow up with the Executive Committee on approval and implementation status.
7. Review Creed at the request of JOAG EC and submit any revisions through above process.

The term duration for the Workgroup Subcommittee Lead(s) shall be one year or as an occurring project exists. 

   Section 5. 	Committee Involvement

Committee Participant: Committee Participants will fulfill the following expected roles and responsibilities:

1. Be willing and able to give the necessary time to attend meetings and perform any assigned duties.
2. Actively participate in discussion and be willing to listen to and respect others viewpoints.
3. Think in terms of the welfare of the group rather than personal interests.
4. Accept and follow through on assignments.
5. Maintain minimum standards for Committee Participants. (Article IV)

Committee Observer:  A Committee Observer is a junior officer who merely wishes to maintain awareness of Committee issues but is under no obligation or requirement to participate, maintain a minimum level of attendance, or other responsibility.   


Section 6.        Ad-hoc/Special Projects Subcommittees 

Ad-hoc/Special Projects Subcommittees are formed in response to the JOAG’s needs and as directed by the committee Chair.

Section 7.        Letters of Appreciation
The Development Committee shall disseminate Letters of Appreciation to committee members for participation and volunteer support.  The Letters of Appreciation should be issued on an annual basis using the template provided by the JOAG Awards Committee.




ARTICLE III

COMMITTEE PROCEDURES

Section 1. The Development Committee shall hold meetings at least monthly, where all subcommittees shall report their various activities. The meetings are scheduled at the discretion of the Committee Chair(or Co-Chairs).

Section 2. Development Committee Subcommittees:

A. Research and Selection Subcommittee Procedures:
The subcommittee will follow the procedures and timeline below for USPHS Symposium Activities.

1. At the beginning of the Operational Year and quarterly thereafter, the subcommittee shall:

a. Update the Development Committee website to reflect current goals/objectives, roster, and meeting dates;

b. Update the Merchandise section of the JOAG website to reflect current merchandise available for sale; and 

c. Disseminate merchandise and ordering information over the JOAG listserv and through the JOAG Journal. 

2. Six to Nine months before the USPHS Symposium:

a. Research and select merchandise: committee members provide ideas, input, and after-action findings from the previous year.  Further merchandise selection is done by obtaining vendor quotes online via merchandise vendor website and/or in-person visits to the vendor’s store . These price quotes will include shipping and set up costs, delivery dates, and mock-ups or actual product samples to ensure accuracy of final product.

3. Four to Six months before the USPHS Symposium:

a. Forward top merchandise ideas to the JOAG Executive Committee (EC) via email for final selection (up to ten merchandise quotes).  Email shall include information on cost (e.g., merchandise, shipping), quantity and a brief description, including picture, of merchandise. 

4. Two to four months before the USPHS Symposium:

a. Order merchandise (timeline will vary with merchandise supplier turnaround time).

(1) Quantities ordered should be based on the anticipated attendance at the USPHS Symposium.  Symposiums held on the east coast and near IHS locations in the west generally have higher attendance and better sales.  Conferences held in the mid-US generally do not. Additionally, item quantities will vary from year to year and can be influenced by extra merchandise quantities on hand, anticipated conference attendance, available funds, etc.

(2)  All JOAG  merchandise is sold during the USPHS Symposium and throughout the year.

b. Determine shipping address for merchandise; options include:

(1) Identifying an officer in the area of the USPHS Symposium who will accept the shipped merchandise and bring the merchandise to the conference, or shipping directly to the host location of the USPHS Symposium.  Shipping items to an officer is preferred, as shipping to the conference center can add an extra expense. 

B. T-Shirt Slogan Subcommittee Procedures: 
The subcommittee has been deactivated as of October 1, 2013. If development of a new t-shirt is deemed appropriate, this subcommittee will be reactivated via formal notice to the EC and will follow the procedures and timeline below for USPHS Symposium Activities.

1. Four to Six months before the USPHS Symposium:
a. Announce JOAG T-shirt Slogan contest; request entries for a funny and serious slogan.  Give officers four weeks to submit entries.  Collection of entries shall be done using the JOAG SurveyMonkey account. 

Note: Officers who submitted the winning slogan will receive a free T-Shirt. 

b. Compile slogan entries for committee members to vote via email/teleconference.  Rank the entries and submit the top 3 to the JOAG EC for concurrence on final selections.

2. Two to four months before the USPHS Symposium:.

a. Work with the Research and Selection Subcommittee to design and order the t-shirt using their established vendor.

b. Ensure that the winner of the slogan contest receives a free t-shirt.

3. Onsite at the USPHS Symposium:

a. Ensure that the winner of the slogan contest receives a free t-shirt. If officer did not attend the Symposium, ensure that the free t-shirt is set aside and mailed to him/her after the Symposium. 


C. JOAG Booth Subcommittee Procedures: 
The subcommittee will follow the procedures and timeline below for USPHS Symposium Activities.

1. Six to Nine months before the USPHS Symposium:

a. Reach out to the JOAG Symposium Planning Committee to determine logistics for the JOAG Booth (preferred location near the Symposium Registration Booth, storage location for Merchandise, and necessary equipment).

2. Four to Six months before the USPHS Symposium:

a. Reach out to the JOAG Symposium Planning Committee to determine logistics for the JOAG Booth (preferred location near the Symposium Registration Booth, storage location for Merchandise, and necessary equipment).

3.	One to two months before the USPHS Symposium:

a. Put together the Call for JOAG Booth Volunteers, sign-up sheet, and instructions for volunteers. 

b. Send out Call for JOAG Booth Volunteers via JOAG Listserv.  Volunteer contact information should be collected using the JOAG SurveyMonkey account or other method.

1) Schedule two to three officers for each time slot.

i.             Time slots should not interfere with Key Opening/Closing Note Speakers.

2) Each time slot should be 1 to 2 hours.

3) Typically, we staff the registration area or the exhibit hall, on official symposium days (i.e., not pre-conference or post-conference seminar days).  

4) The first day is usually the busiest sales day.


5) Remember to schedule time and volunteers to help with the following:


i. Booth setup during the first day’s morning, ideally one hour before the booth opens.

ii. Booth clean-up when it closes.

2. Three weeks before the USPHS Symposium:

1. Contact the JOAG Communications and Publications Committee and the JOAG Welcoming Committee to determine what JOAG informational materials will be displayed at the JOAG Booth.  It is their responsibility to get the materials to the Symposium and drop them off at the booth for display.

3. Two weeks before the USPHS Symposium:

1. Send out reminder for JOAG Booth Volunteers via JOAG Listserv and include the slots still open for volunteers.  Volunteers tend to commit closer to the Symposium, so most will volunteer now.

b. Confirm with the Symposium Point of Contact, through the JOAG Symposium Planning Committee, that appropriate arrangements have been made for tables and chairs for the JOAG Booth set-up.

a. Discuss with the JOAG Executive Committee how money will be handled at Symposium.  Historically, the JOAG Financial Liaison and/or the JOAG Chair have collected the funds at the end of each day. 

4. One week before the USPHS Symposium:

a. Schedule an informational conference call for JOAG Booth volunteers to explain staffing responsibilities.

b. Obtain JOAG cash box from the JOAG Financial Liaison and ensure that it’s transported/shipped to the Symposium. 

c. Coordinate with the JOAG Financial Liaison so that cash box is available when the JOAG Booth opens. 

d. Send out final Call for JOAG Booth Volunteers via the JOAG Listserv.

e. Send with instructions for where to report and what they will be responsible for doing.

f. Make signs with pricing for merchandise.

g. Make signs that only cash and checks are accepted and checks should be made out to “COF” with “JOAG” in the memo section.  Checks made out to JOAG cannot be accepted. 

h. Buy/bring basics for booth, such as pins to put shirts on display, black marker, tape, scissors, calculator, pens.

i. Make a sign-in sheet for volunteers; include rank, full name and mailing address (for those who have not already provided their information).  This information will be used to put together “Thank You Letters” prepared by the Development Committee for volunteering at the JOAG Booth. The sign-in sheet should be about ten pages long to ensure enough room.  
5. Onsite at the USPHS Symposium

a. Have change available for sales – coordinate with the JOAG Financial Liaison. If possible, $100 is a good starting point with many $1, $5 and a few $10s. 

b. JOAG Financial Liaison (or designee) should check with the volunteers at the JOAG Booth periodically to resupply change if needed and collect excess money and checks from the cash box.  This will prevent having large sums of money at the booth. 

c. JOAG Financial Liaison (or designee) should pick up cash box at the end of each day and return it in the morning before the booth opens.

d. Inventory should be taken at the beginning and the end of each day to track the pace of sales and to know how much is available the next day. This can be the role of the Development Chair (or designee) and this information should be provided to the JOAG Financial Liaison (or designee). Any merchandise given as a gift/donation (i.e., not paid for) should be noted as part of this daily inventory and should be approved only by the JOAG Chair or Financial Liaison. 

e. Have price lists, volunteer instructions, and volunteer sign-in sheet in a binder or easily accessible for volunteers at the booth.

f. Arrange to store merchandise in a room specified by the Symposium event planners when the JOAG Booth is closed.  

g. If merchandise remains at the end of the conference, ensure boxes and tape are available to pack and ship merchandise. Ask volunteers to not throw away any packing materials that come with the box to ensure no merchandise breaks in post-Symposium shipping.  Discuss the shipping destination with the JOAG Chair and/or the Financial Liaison; ideally merchandise should be shipped to the Financial Liaison or someone in the DC area that can make it available to sell at other PHS events during the year.
	
D. Post-Symposium Procedures

1. Continue to sell any leftover merchandise via OBCs (in coordination with the JOAG Welcoming Committee) and other events throughout the remainder of the operational year. 

2. Update Development Committee’s SOP as needed to reflect new information and responsibilities that will be helpful for the following operational year.

3. Send “Letters of Appreciation” to active Development Committee members. (Template is available from the JOAG Awards Committee)

a. Note:  Letters of Appreciation are only given to active participants of the JOAG Development Committee.  Thank You Letters are only given to those officers who helped staff the JOAG Booth. 

4. Send Thank You Letters to JOAG Booth volunteers. 

E. USPHS Creed Procedures: 
The Workgroup was activated as of October 1, 2013. Workgroup will exist until USPHS Creed is finalized and implemented into USPHS CC Policy and Procedures. 

1. First month of the Operational Year determine need for Workgroup to be activated. If no changes or revisions are needed, deactivate for the operational year. This subcommittee will be reactivated upon EC request.

2. Second month: Make revisions as requested by JOAG EC.  Submit draft product to JOAG Liaison and vet through JOAG Executive Committee and JOAG Senior Advisor for review and comment. Submit proposal to Office of Surgeon General through the JOAG EC and/or JOAG Senior Advisor.

3. Three to Six months after submission: Follow up on approval and implementation status.





ARTICLE IV

MINIMUM STANDARDS FOR COMMITTEE PARTICIPANTS

Section 1.	Committee Participant: Committee Participant minimum standards include:

A. Attending at least half of the eligible meetings since joining the Committee,
B. Active participation in at least one Project or Subcommittee annually, and 
C. Active participation in meeting discussions and providing input to the Committee Chair solicitations

(Also see JOAG General SOP Article VI, Section 1)

ARTICLE V

TRANSITIONING

Section 1. 	Transitioning Procedure:  Incoming Committee Chair and outgoing Committee Chair should schedule a meeting to discuss the transitioning of the position. In collaboration with the outgoing Committee Chair, the incoming Committee Chair will utilize the orientation guidelines and practices regarding absenteeism and member recognition to assist them in their preparation as the Committee Chair.  Transitioning will also include orientation to Committee documents, the JOAG Strategic Plan, and the JOAG Committee Chair Frequently Asked Questions Guidance Document. Also see the JOAG General SOP, Article VIII, Section 1.


ARTICLE VI

ABSENTEEISM POLICY

Section 1.	Absenteeism Policy: Committee Participants should inform the Committee Secretary (Co-Secretaries) if they will be unavailable to make a Committee meeting. To maintain their status, Committee Participants need to attend at least half of the eligible meetings since joining the Committee. Also see JOAG General SOP, Article VII, Section 1.

Section 2.	Member Participation: Committee Participants who miss more than half the  meetings in a six month period (June through December) or half the meetings in a twelve month period (January through December) shall be considered “inactive” and not be eligible for inclusion on the website’s roster and for the Committee’s end-of-year Letter of Appreciation. The Committee Secretary (Co-Secretaries) shall keep attendance of all meetings and notify the Committee Chair if a member has fallen below the 50% attendance mark. These guidelines are intended to encourage at least 50% attendance at meetings. However, it is recognized that there may be individual cases which warrant special consideration (e.g., weekly scheduling conflict), where an Officer is not able to make that percentage but substantially contributes to the Committee. Therefore, the Committee Chair reserves the right to utilize appropriate discretion in determining whether or not an individual Officer should be recognized as a Committee Participant. Also see JOAG General SOP, Article VI, Section 1. 

Section 3.	Notifying Inactive Members:  Those Committee Participants who fall below the 50% attendance mark will be sent an e-mail by the Secretary (Co-Secretaries) informing them of such and that they will be removed from the website roster and may not be eligible for the end-of-year Letter of Appreciation. Those Officers who choose to disassociate from a Committee, not respond, or continue to fail to attend meetings will not achieve the minimum recognition of Committee Participant as outlined above and in Article X, Section II of the JOAG General SOP.  Also see JOAG General SOP, Article VII, Section 3.


ARTICLE VII

MEMBER RECOGNITION

Section 1.	Committee Participants: Committee members who maintain the minimum standards for Committee Participants (Article VI) will be acknowledged through the following methods: 

A. A written letter signed by the Committee Chair (Co-Chairs) and JOAG Chair suitable for inclusion in the Officer's OPF.

Specific detail on the individual officer’s contributions should be maintained along with the impact of their contributions on the overall outcome when applicable. A letter shall be granted to every officer who demonstrates at least a 50% attendance record (in addition to the other criteria) since joining the Committee.

B. Approval to list membership role with JOAG Committee on official 
Curriculum Vitae as “Committee Participant.”

C. Committee Participants shall be differentiated from Committee Observers in attendance rosters and in correspondence with the JOAG Chair and Executive Committee for the purposes of acknowledging their contributions to JOAG. 

Also see JOAG General SOP, Article X, Section 1.


ARTICLE VIII

CHANGES TO THE STANDARD OPERATING PROCEDURES (SOP)

Section 1. 	Updates to the Development Committee SOP: The Committee Chair (or Co-Chairs) shall be responsible for maintaining and updating the Development Committee SOP. Updates to the SOP may be initiated as needed by the Committee Chair (or Co-Chairs), Subcommittee Leads, or JOAG Executive Committee. Any Subcommittee Lead or JOAG Executive Committee member may request a review of the SOP or suggest a change to the SOPs through correspondence with the Committee Chair (or Co-Chairs). If deemed worthy of further review, such a review shall occur with drafting of new proposed verbiage. 

Section 2. 	Development Committee SOP Review: The Committee Chair(s) (or designee) will initiate the yearly review process. The Development Committee SOP shall be the reviewed annually by the Committee Chair and the Subcommittee Leads to ensure the SOP is up-to-date and adequate to meet the needs of the Committee. 
Section 3. 	Approval: Development Committee SOP requires review and approval by the Policy and Procedures (P&P) Committee and the JOAG Executive Committee. The draft revised SOPs shall be submitted first to the P&P Committee for review of format and general content.  The Development Committee  shall make revisions, if necessary, following P&P Committee review, then submit the draft revised SOP to the JOAG Executive Committee liaison to begin Executive Committee review. After receipt and incorporation of edits or comments from the Executive Committee, the SOP shall be considered final.  
Section 4. 	Minor Changes: Minor changes to the SOP (i.e. to correct spelling or grammar or to clarify unclear wording) may be made without P&P Committee or JOAG Executive Committee review and approval.







Appendix A – Merchandise Order Form
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	JOAG Merchandise Purchase Form
	
	
	

	
	
	
	

	Rank/Name:

	Phone number:

	
	
	
	

	Item
	Quantity
	Size
	Total

	JOAG Medallion Coin ($5)
	 
	N/A
	 

	NEW PHS Core Values Coin ($10)
	 
	N/A
	 

	PHS Coin Rack ($25)                                                                                      (free JOAG Medallion with purchase)
	 
	N/A
	 

	“We're Not the Navy” T-Shirt  ($15)
Sizes: Small, Medium, Large, and X-Large
	 
	 
	 

	PHS Lanyard ($3)
	 
	N/A
	 

	Dog Tags ($3)
	 
	N/A
	 

	                                                                                                                          Total Due:

	Payment Method: Check or Cash (circle one)

	Check Payment Instructions 

	Please make out the check or money order to: COF 
In the memo line, please write: JOAG 

	

	
Initials of Officer Fulfilling Order:______
	 
	
	

	
	
	
	

	
	



Appendix B- JOAG Booth Sign-in Sheet
	2014 USPHS SYMPOSIUM

	JOAG BOOTH VOLUNTEER SIGN IN SHEET

	 
	 
	 
	Date: ___/ ___/ ___

	 
	RANK
	FULL NAME
	EMAIL ADDRESS

	1
	 
	 
	 

	2
	 
	 
	 

	3
	 
	 
	 

	4
	 
	 
	 

	5
	 
	 
	 

	6
	 
	 
	 

	7
	 
	 
	 

	8
	 
	 
	 

	9
	 
	 
	 

	10
	 
	 
	 

	11
	 
	 
	 

	12
	 
	 
	 

	13
	 
	 
	 

	14
	 
	 
	 

	15
	 
	 
	 

	16
	 
	 
	 

	17
	 
	 
	 

	18
	 
	 
	 

	19
	 
	 
	 

	20
	 
	 
	 



Document No.: 0001
Revision No.: 06
Approval Date:  TBD
Effective Date: TBD
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Appendix C - Daily Merchandise Inventory Sheet


	MERCHANDISE INVENTORY SHEET (count # of each item at beginning and end of each day)

	 
	# before COF
	TUES
	WED
	THURS
	# at end of COF

	
	
	am
	pm
	# sold on Tues
	am
	pm
	# sold on Wed
	am
	pm
	# sold on Thurs
	

	DOG TAG
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	NAVY T-SHIRT SM
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	NAVY T-SHIRT MD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	NAVY T-SHIRT LG
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	NAVY T-SHIRT XLG
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	COIN RACKS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	JOAG MEDALLION
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	USPHS Lanyard 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2014 NEW PHS CORE VALUES COIN
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 





Appendix D – 2014 Merchandise Price List (as of 4-21-14)
	JOAG Merchandise Price List

	
	

	ITEM
	PRICE

	
	

	DOG TAG
	$3 

	NOT THE NAVY T-SHIRT
	$15 

	COIN RACKS
	$25 

	JOAG MEDALLION
	$5 

	NEW PHS VALUES CORE VALUES COIN 
	$10 

	USPHS LANYARDS
	$3 
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