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STATE OF CALIFORNIA — HEALTH AND WELFARE AGENCY EDMUND G. BROWN JR., GOVERNOR

DEPARTMENT OF BENEFIT PAYMENTS @

" P Street, Sacramento, CA 95814

February 28, 1975

ALL~COUNTY LETTER NO. 75-51

TO: ALL COUNTY WELFARE DIRECTORS

SUBJECT: FOOD STAMP PROGRAM - PROCEDURE FOR USING CURRENT FOOD COUPON BOOK
REPORT (FNS-250), NEW FOOD COUPON ACCOUNTABILITY REPORT (FNS-250),

REFERENCE:AND NEW FOOD COUPON BOOK REPORT (FNS-250.1). DISSEMINATION OF
INFORMATION REGARDING NEW COUPONS TO RECIPIENTS

Dual Reporting

Counties should ensure that reporting points are aware of the need for dual
reporting on FNS 250 forms (Bulk Storage Reporting Points will use the new
FNS 250.1 in addition to the current FNS 250). Those reporting points, whose
shipping points receive the new coupons in January, will submit two separate
FNS-250's, one new and one old, to reflect coupon activities during January,
1975. All reporting points will submit two separate FNS-250's, one new and
one old, to report new and current coupon activities during the months of
February and March 1975.

Close-out lnventory for March Using Current Form FNS-250

Counties should also ensure that reporting points submit a current form FNS-250
for March's activity that reflects a ''close-out inventory.’' This final report
should only involve obtaining a physical count of the current coupon books re-
maining unissued in the reporting points on March 1, 1975 {(which should be equal
to the February 1975 Ending Inventory) and entering this amount in '"Beginning
tnventory' and in "Returned to FNS.'' ''Total Avaitable' as well as "Ending
Inventory' will be '"0" for all denominations. No other entry shall be required
on the final FNS-250. :

New Forms FN$-250 and FNS-250.1

The new FN$-250 forms are being sent directly to regular reporting points. The

new FNS-250.1 forms are being sent directly to the Bulk Storage Reporting Points.

The new FNS-250 and FNS-250.1 forms (including FNS-261, Advice of Shipment (food

coupons), FNS-300, Advice of@;ggpsfggu(Food coupons) and any other supporting
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documents) must be submitted starting in the month the new coupons are raceived by
Shipping Points. Beginning with the month of January 1375, and thererrer, the
original and one copy of the new FNS-250, or FNS-250.1, with suppuryiss Jdacuments,
shall be submltted by the reporting points to the FNS (USDA} Regional 2¥fice at
Room 400, 550 Kearny Street, San Franclisco, CA 94108, (NOTE ADDRLLS CHANGE}
Current FNS-250's shall continue to be submitted to FPAD in Washington, 0o
However, reporting points are not to submit the close-out FH3-ILL tc ¥ ant i
they recelve further Instructions regarding disposition of currant cov. s
Countles with contracting agents and coupon bulk storage points wust wswiufe That
these agents provide counties with copies of the FNS-250 and FNS-2i0.1 cepcris.

Since the new coupons cannot be issued until March 1, 1975, the reporis covering
the new coupons for January and February should only contain informetion on
inventory and/or transfers. Samples of these forms are attached.

New Forms FNS-261 and FNS-300

FNS-261, Advice of Shipment, is the official document used to support county
receipt of the new type coupon book shipments. It is a b-par: document. The
original and one copy are submitted to FNS, Regional Office, as attathments io
the new FNS-250 or FNS-250.1 reports, as applicable. One copy Is retalned by
the shlpping point and one copy Is sent to the County Welfare fepariment.

FNS-300, Advice of Transfer form, Is prepared by reporting points. It serves as
the official document supporting transfer of the new type coupon book: Lalween
reporting polnts. It Is a 5-part document of which the original and one copy
are submitted to FNS, Regional Office, as an attachment to the new FNS-250 or
FN$-250.1 reports. One copy is retained by the transferor office. The two re-
malning copies are sent to the transferee who returns a receipted cozy Lo the
sender. Samples of these new forms are attached.

Information Sheet for Recipients

Under separate cover counties have been sent the total available supnly of an
information sheet for recipients entitled '‘Get Ready for Your New Food Stamps,''
FNS-134. FNS does not have additlonal copies. Counties may use these sheets
as they deem appropriate.

Please ensure that each of your reporting points is fully informed of thess

changes In reporting procedures. Also, please ensure that the information sheet

receives the widest possible exposure to recipients. You may direct any questions
kBox of the Food Stamp Pollicy Coordination Bureau at {916} k45~6307.

DENN!S O. FLATT
Deputy Director

cc: FNS, USDA
CWDA

Attachments
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) #- tRawiren qums sy i mBE R
m—
3 me - AGTULL wn. RHTROMITE Busaay l l

3 v oErosit tummaay

NUMBER DOF BOCKS

COUPON BOOK INVENTORY SUMMARY| ——
4z.00 17.00 140,00 18800
1. Begimiag invesiory . . .. ks e aaesenare
9. Shipmems tecesved fom FNS . oo ocuiasiniere o
10, Returaed to inventory .« oo oo n - s Mrraenspann
1. Torat trensferred in ... .. . J . R
12, Todal taanslerred out ... . oo 0o PP
13 Retursed W FNS .00 v oh s ian s
14, Tatal wvarisbie T8 ¢ 9o 10 v Hpamonue (22 4 13)] 0 00 e -
15, E.'ndini inveniasy ... .. . f s e Frau e
16. Coupon booka axsued (HP=fI9) . . o0 vr v anaenvrs
ROOK VALUEL X BED X 87.00 X #a0.00 X 850,00 7 880
17, ¥atur of cnupan hoake issucd P .} .. a1y oa | Sl o0
Il - TRANSFER SUMMARY
i, txttone ——— MUMBEHR OF BOOKS
L —— !
o W n.oo ¥1.80 si0.00 930,00 $03 ov
I
11

It - ACTUAL VS. AUTHORIZED SUMMARY IV - DEPOSIT SUMMARY
. 0. N 1
OATE PREFPARED SEArAL AMOUNT OF CEPOSIT
mUMBER
- DAY L ToLLsaq LTy
ACTURL SALES AND COLLECTIONS T | p -
' ; ¥ 00 ! !
19. Tota! value of coupon books ixsued itosais frem ftees 173, . 0 ivn s v e}
20, Totul canh depossted fimm virm 18 beton <L ou bt s b :
IL. Value of current month’s anredeemed vouchers, warranis, ete, .. . . f !
22 Cash refunds .. .. O . i :
| T
23, Cash collected from griod months' vouchern, wasrenis, ele. .. .. . b H
24. Current manth's porticipant guyments 440 + 21 v 22) minve ] . L
25 Actusl bonus (I3 -{0) ..o i i :
.
AUTHORIZED TALEL AND COLLECTIONS {Fram LTF o RiRJ im——
: 1
26, Tolaf velue of authorited (Navances . .. .. .. [ .00 i
JR— A
27. Regquired pHticipant payments ... 4 va s ’
8. Authaeiaed 5omus (381 [37h . i e sa s b rans |
29, Boar dilleacE (F1h 735 i aa e e s e ar e ata ey i
!
) CERTIFY that. (1) the numbar of backs reparted o3 "Ending Invenrary’” was detsrmined by
ecrual physicol count, and { 1] oil moneas collected from the 1ofes of coupans hove bean de
posited in eecordonce with FMS Inservcriony for credit 1o the account of the Food end Nuir tron !
Satvica, ——
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FNS(FS) NOTICE 75-24
ATTACHMERT 3 -

FOMM FHS-130 INEVERSED INS’I‘R {;’(J'I“l()Nb
i
GENERAL the PRANSFES 54,00 7Y !
ITEM ROTE: Reporting points that roed addicional !
space to list transfers should use additional !
1 The project code is your f{dentification number FNS~250 Reports as continuatlon Shrets. fe |
in the automated accounting system. If you are sure to-date and slgn each ¢ory suscltied and ;
using a won-preprinted form, be sure te enter glve page number aof form in epucy soovides fn :
atl digies. upper [ight hand corrme,  Golk siacagn and ’
. transfer points will use Form FNS- ?27-1 oaly. !
2 Enter the pumber of the month and year this 1
report covers. . 18(A) Place an "X" in this calnmn Lf couwor bocks are {
Example: Jan. 1973 = received from another reputtin: -liies.  Enter i
the project code of the sending affice and l
3 An "X" in this block will automatically provide number of books recelvad by tvoe, '
the reporting office a resupply of 1B sets of ) !
. preprinted report forms. Allow &0 davs for L8(B} Place an "X" in this cniumn IF coupea books aie i
processing and mailing. transferred o anether reporcing office.  dEnter !
) the project code of the regeiving coffice and
4 A reporting office is a lecation that has been number of books transferred by Cype. l
assigned a project code and has the responsibil- ;
ity to submit & FNS-250 Report. On preprinted I - ACTUAL ¥5. AUTHORIZED SUMMARY J
forms, indicate any changes in name or address. : l
On non~preprinred forms enter the name and 15 Self-explanatory. H
address of the office thact prepares the report. I
20 Enter sum of cesh deposited from iter 31, Ilems i
5 Enter the project name and gecgraphic area, . 20 and 33 must be egual. |
usually the county and state, in which the re— ;
porting office is located. 21 Total value of vouchers, warrants, stc., ori- :
lected during month but not converted 25 gash, i
] [nitial Submission is the first report pre- ;
pared for the reporting month, 22 Total value of cash refunds (Public -~sistarce :
Withholding, onused coupens, cverch=veey, 2ic.) !
Regsubmisaion .of FNS Rejected Report is a cor- !
rected report to replace a report that has been 23 Enter amount of cash recelved in Tedorting mnnch '%
found unacceptable and raturned by the Finance for vouchers, warrants, ete., from paywents of i
and Program Acgounting Division, FN3. prior months. Jl
Revised Report 15 a corrected repoert to replace 24 Enter total collections for current mench, ;
a report that has been submitted and accepted. f
25 Enter the dollar differeace between the artusl i
7 Care should be exercised to assutre that all toral value of coupons issued (Ttewm L9} and :
areas of the report that are changed due to actual current month's cesh {leen 7.4,
submission of a revised report are properly i
indicated. 26 Enter tetal valus of coupons authorized tc be
issued according to "Authorizstion &a Purchase' |
I . COUPON BOOK INVENTORY SUMMARY or "Household Issuance Record” cards. |
8 From Icem 15 of previcus menth's repore. 27 Enter total value of reguired parziciprne f
ments. ‘
g The number of coupon books received from FNS ;
only, 28 Self-explanatory. H
¢ Enter coupen books which are returned to in— 29 Self-explanatory. f
ventory. Refer to FNS(FS) Instructions 734-3
and 734-5 for detalls.
BV . DEPOSIT SUMMARY
11 Enter the total nunber of coupon books received
Erom other reporting polnt(s) from Ltem 18(A). 0 Enter date prepared {(in numbers) taken fres
Shipments received from bulk sterage point(s) upper left corner of Form FNS-252, "Food Lnuncn
wiil be reported in this item, Rem{ttance Card."
12 Enter the total number of coupon books trans- k3 Enter serial number taken frowm Form FHS-262.
Ferred to other reporting point{s) from Item
18(B}, 3z Enter the amount of deposit as shosm en each
Form FNS-262. |
13 The number of coupon bocks returned to FNS that .
are mutilated ar improperly manufactured. Also 13 Add all deposits and enter this Fleure fn “rens
include in this jtem shorcages in coupon ship=- 20 and 33. MNOTE: If more rthon orl Fora ¥HE-D90
mants that are verllied and documented. 15 used, enter the "total deposited” flusre Jlien
31 on last page and, for ltem 20 entar this
14 Self-explanatory. figure on the firsr page.
15 Dgremtno by actual p!'l)‘:slc.?i couttt the number CERTIFICATION
ot coupon books remaining in inventory at the
end of the reporting month, REVIEW YOUR ENTRIES, WHEN YOU ARE SATISFLED THEY AFE
TRUE AND CORKECT 70 THE REST OF YOUR KNOULELROE, 1oy
16 Self-ewplanatory. THE REPORT, FNTER YOUR TITLE, AND DATE Ji0mT was
17 Multiply BOOK VALUE tiows coupon booke {ssued FREPARER. ON MULTIFLE REPORTS FATH COIY MU onw
(lrem 1A}, SLGNED AND DATE.
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B Regianing inteninry L L. . ——
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I
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FNS(FS) NOTICE 75-24

ATTACHMENT 4

FORM FH3-230-t {REVERSE}

"~ INSTRUCTIONS

GENERAL

ITEM

1 The project code is your identification
number in the automated accouvnting
system. 1f you are using a non-preprinted
form, be sure to enter all digits.

2 Enter the number of the wonth and year
this report, covers.

Example: Jan. 1975 =

3 An "X" in this block will automatically
provide the reporting office with a re-
supply of 18 sets of preprinted report
forms. Allow 60 days for processsing and
mailing.

4 A reporting office is a location that has
been assigned a project code and has the
responsibility to submit a FN§-250-1 re-
port. On preprinted forms, indicate any
changes in nape or address. On non-pre-
printed forms enter the name and address
of the office that prepares the report.

S Enter the project name and geegraphic
area, usually the county or state, in
which the reporting office is located,

6 Initial Submission is the first report
prepared fer the reporting month.

Resybmission of FNS Reiected Renort is a
corrected report to replace a report that
has beea found unacceptable and returned
by Finance and Program Accounting Divi-
sion, FNS.

Revised Report is a corrected report to
replace a report that has been submitted
and accepted.

7 Care should be exercised to assure that
all areas of the report that ave changed
due to submission of a revised report are
properiy Iindicated.

}+ INVEHTORY SUMMARY

8 Frouw Item 14 of previous month's report.

9 The number of coupon books received from
FNS only.

Page 2
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I'- INVENTORY SUMMARY (Cont'd)

10 Enter the total number of coupon books
received from other reporting peoint(s)
from Item 16{A).

11 ©  Enter the total number of coupon books
transferred to other reporting point{s)
from Item 16(B).

12 The number of coupon books returned to
FNS that are mutilated or improperly man-
ufactured. Also include in this item
shortages in coupon shipments that are
verified and documented.

13 Self-explanatory.

14 Determine by actual physical count the
number of coupon books remaining irp in-

ventory at the end of the reporting month.

15 Self-explanatory.

I - TRANSFER SUMMARY

NOTE: Bulk storage and transfer points
that need additional space to list tcrans-
fers should use additional FNS-250-1 Re-
ports as continuation sheets. Be sure to
date and sign each copy submitted and
give page number of form in the space
provided in upper right corner.

16{A) Place an "X" in this column if coupon
books are received frem another reporzing
offica. Enter the project code of the
sending office and number of books re—
ceived by type. :

16{(B} Place an "X" in this column if coupen
books ave transferred to ancther reparte
ing office. Enter the project cede of the
recelving office and number of books
transfierrced by type.

CERTIFICATION

REVIEW YOUR ENTRIES. GKHEL YOU ARE SATISFLIED
THEY ARF TELUE AND CORRECT TG THE BEST OF YOUR
KNOWLEDGE, SIGN THE REFORT. ENTER YOUR TITLE
AND DATE REPORT WAS PREPARED.  ON MULTIPLE
REPORTS EACH COPY WMIST BE SICNED AND DATED.




FNS({FS} NOTICE 75-24
ATTACHMENT 2

FORM FRS-Z61 U. 5. DEPARTMENT OF AGRICULTURE INSTRUC TIONS fnr distributinn after receipt and verification of the
(1074} . FOOD AND NUTRITION SERVICE below descrsbod shipment:
Driginal - SIGN and DATE, Attach to the original of Farm FN5-I50
""*Food Coupon Accountability Repert™ QR Form FNS-
ADVICE OF SHIPMENT 250-1 *‘Food Coupsn Bonk Report,”” whichever is appli-

{FOOD COUPONS} cable,
' Copy 1 « Attach to copy 1 of Form FNS.250 OR Form FNS-250.1,

whichever i3 gpplicable.
Capy ? - Retained by receiving office.
Copy 1 + Send to Project Area.

Fold here
DATE SHIPPED AEGH. REGISTRY OR BOOX NO. OF
GAL NO, TYFE CARTONS RO, OF BOOKS VALUE
MO, Gay YA. HO. {See Note 1) |/See Note Z}ir5es Nate 2}
OATE SHIFMENT SHIPRENRY
RECEIVED NOTE : If Book Type o No. | _JOTALS
of Carrons received DIFFER SIGNATURE OF PERSON AUTHORIZED TO ACCERT
MO DAY YrR, from that ahipped, show Beok COUBRGN SHIPMERT
Type end No. of Cartons actu
ally received, ——m—

NOTYE 1: On multiple carton shipmentn, registry number showqn is the fitur of a xeries of consaeculive nznbers, one pot carton,

FORM FNS-300 (3-75)
U.5, DEPARTMENT OF AGRICULYTURE SENDING OFFICE RECEIVING OFFICE
FOQOD AND RUTRITION SERVICE FROJECT CODE BPROJECTY CODE
ADVICE OF TRANSFER NAME AND ABDRESS NAME AND ADOACSS
FOOD COUPONS)
TR T HUMBER OF BOOK TOTAL VALUE OF
INSTRUCTIONS CARTONS NUMBER OF BOOKS VALUE COUFONS THANSFERRED
SENDING OFFICE: § 2.00
Complete oll 1ems except "dote of re- .
ceipt” ond “signoture of outhorized 2.00
recetving officiol”, retoin copy 4 ond ’
forward remaining copies fo receiving
office, DO NOT REMOVE CARBON 40.00
PAPER.
RECEIVING OFFICE: . 50.00
Complere dote und signature and for-
word capies os indicated below., £5.00
DAYTY DO¥ HTLNATUREL DF ALDTHOHIZED THANSE LW NG OF Figray DALE OF SIUMATUHL OF AUTHOMWMITED HLECYIVIENG OFF 1T 18 L
. RLCESRT

TRANSI EN
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