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of business or duty station shall be for-
warded as provided by postal regula-
tions to the new location. Once an indi-
vidual’s affiliation with the Depart-
ment of Defense is terminated through 
separation or retirement, however, the 
Department’s ability to render locator 
assistance (i.e., disclose a home ad-
dress) is severely curtailed unless the 
public interest dictates disclosure of 
the last known home address. The De-
partment may, at its discretion, for-
ward correspondence to the individ-
ual’s last known home address. The De-
partment may not act as an inter-
mediary for private matters concerning 
former DoD personnel who are no 
longer affiliated with the Department. 

(b) Questions concerning this guid-
ance should be forwarded through 
channels to the Deputy Chief Financial 
Officer, Office of the Under Secretary 
of Defense (Comptroller), The Pen-
tagon, Washington, DC 20301–1100. 

APPENDIX A TO PART 231—SAMPLE 
OPERATING AGREEMENT 

SAMPLE OPERATING AGREEMENT BETWEEN 
MILITARY INSTALLATIONS AND FINANCIAL IN-
STITUTIONS 

NOTE: The following operating agreement 
template identifies general arrangement and 
content. Content of the actual operating 
agreement may vary according to the cir-
cumstances of each installation. 

Operating Agreement Between (Name of Instal-
lation), (State or Country Installation Lo-
cated) and (Name of Financial Institution). 

This Agreement is made and entered into 
this day by and between the installation 
commander of (name of installation) in his 
or her official capacity as installation com-
mander, hereinafter referred to as the ‘‘com-
mander’’ and the (name of financial institu-
tion), having its principal office at (location 
of home office) hereinafter referred to as the 
‘‘financial institution,’’ together hereinafter 
referred to as ‘‘the parties.’’ Whereas the 
commander and the financial institution 
enter into this Operating Agreement upon 
the mutual consideration of the promises, 
covenants, and agreements hereinafter con-
tained. 

1. The parties understand and agree that 
this Agreement shall in no way modify, 
change, or alter the terms and conditions of 
Lease Number (number of lease) covering the 
use of real property described therein, and 
this Agreement shall continue, subject to 
the termination provisions herein-after set 
forth, during the terms of said lease and any 

extensions thereof. In the case of a banking 
institution operating a military banking fa-
cility (MBF) overseas, this agreement will 
not change the conditions of the contract be-
tween the banking institution and the De-
partment of Defense. 

2. The financial institution agrees to oper-
ate a (federally or state) chartered office on- 
base in accordance with the policies and pro-
cedures set forth in DoD Directive 1000.11, 
and Volume 5, Chapter 34, of the DoD 7000.14– 
R (as codified in the Code of Federal Regula-
tions (CFR) at 32 CFR parts 230 and 231, re-
spectively); and, in addition for the Overseas 
Military Banking Program (OMBP), the poli-
cies and procedures set forth in the applica-
ble DoD contract. The hours of operations 
shall be between (hour office opens) and 
(hour office closes), and on the following 
days (weekdays office open), except on gov-
ernment holidays when the financial institu-
tion may be closed. The Program Office for 
the OMBP shall notify the commander of 
any changes to the DoD contract. 

3. The financial institution shall provide 
the following services: 

a. Services for Individuals. 
(1) Demand (checking) account services. 
(2) Cashing personal checks and govern-

ment checks for accountholders. 
(3) Maintaining savings accounts and (any 

other interestbearing accounts). 
(4) Selling official checks, money orders, 

and traveler’s checks. 
(5) Selling and redeeming United States 

savings bonds. 
(6) Providing direct deposit service. 
(7) Loan services. 
(8) Electronic banking (i.e., automated 

teller machines, internet banking). 
b. Services for disbursing officers. 
(1) Furnishing cash (if the financial insti-

tution’s terms for doing so is consistent with 
sound management practices). 

(2) Accepting deposits for credit to the 
Treasury General Account (where the finan-
cial institution has entered into an agree-
ment with the Department of the Treasury). 

c. Services for nonappropriated fund instru-
mentalities and private organizations. 

(1) Demand (checking) account services, in-
cluding wire transfers. 

(2) Savings accounts and nonnegotiable 
certificates of deposit or other 
interestbearing accounts offered by the 
banking institution. 

(3) Currency and coin for change. 
4. Service charges shall be as follows: 
a. Service for individuals. 
(1) No fees shall be charged to individuals 

for the services listed in subparagraphs 
3.a.(2), and 3.a.(5), above, except for subpara-
graph 3.a.(2), wherein checks drawn on other 
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financial institutions may be treated in ac-
cordance with the financial institution’s es-
tablished policy. Any charge to cash a gov-
ernment check shall not exceed that typi-
cally charged by financial institutions in the 
vicinity of the installation. Fees assessed to 
accountholders and nonaccountholders for 
use of automated teller machines shall be 
the customary service charges of the finan-
cial institution or those negotiated for base 
personnel per the attached schedule. 

(2) Checking and savings accounts. Fees for 
individual checking and savings accounts 
shall be the customary service charges of the 
financial institution or those negotiated for 
base personnel per the attached schedule. 

(3) Sale of official checks, money orders, 
traveler’s checks and other types of financial 
paper. Charges for these services shall be the 
customary charges of the financial institu-
tion operating the on-base office. 

b. Service for Disbursing Officers. No charge 
shall be made for the services listed in sub-
paragraph 3.b.(2), above. Compensation to 
the financial institution shall be per its sep-
arate agreement with the Department of the 
Treasury. Charges, if any, for the services 
stated in subparagraph 3.b.(1) shall be as lo-
cally negotiated with the financial institu-
tion. 

c. Nonappropriated Fund Instrumentalities 
and Private Organizations. State the charges 
or refer to a schedule of charges for funds 
and organizations that do not participate in 
a central banking program. For those activi-
ties participating in a central banking pro-
gram, determine the compensation to the fi-
nancial institution by account analysis. 

5. It is agreed that the financial institution 
shall: 

a. Notify the commander or designated 
representative of any proposed changes to 
the attached schedule of fees and services at 
least 30 days prior to implementation. 

b. Follow the requirements in Volume 5, 
Chapter 34, of DoD 7000.14–R, as codified in 
the Code of Federal Regulations (CFR), and 
any changes thereto. 

c. Comply with Department of the Treas-
ury requirements for establishment and op-
eration of a Treasury General Account where 
the financial institution agrees to act as a 
depository for government funds. 

d. Absolve the (Military Service) and its 
representatives of responsibility or liability 
for the financial operation of the financial 
institution; and for any loss (including losses 
due to criminal activity), expenses, or claims 
for damages arising from financial institu-
tion operations. 

e. Indemnify, and hold harmless the United 
States from (and against) any loss, expense, 
claim, or demand, including attorney fees, 
court costs, and costs of litigation, to which 
the government may be subjected as a result 
of death, loss, destruction, or damage in con-
nection with the use and occupancy of (Mili-

tary Service) premises occasioned in whole 
or in part by officers, agents or employees of 
the financial institution operating an office 
of the financial institution. 

f. Favorably respond, whenever feasible, to 
reasonable local command requests for lec-
tures and printed materials to support con-
sumer credit education programs, financial 
management program and newcomer’s brief-
ings. 

g. Prominently post in the lobby of the fi-
nancial institution the name, duty telephone 
number of the (Bank or Credit Union) Liai-
son Officer. 

h. Accept the government travel card in all 
on-base ATMs operated by the financial in-
stitution. 

i. Abide by the installation fire protection 
program, including immediate correction of 
fire hazards noted by the installation fire in-
spector during periodic fire prevention in-
spections. 

6. The commander shall provide the fol-
lowing space and support: 

a. Space requirements for financial institu-
tion operations shall be administered in ac-
cordance with the existing outgrant (i.e., 
lease, permit or license). (Show Number of 
Outgrant). 

b. Utilities (i.e., electricity, natural gas or 
fuel oil, water and sewage), heating and air 
conditioning, intrastation telephone service, 
and custodial and janitorial services to in-
clude garbage disposal and outdoor mainte-
nance (such as grass cutting and snow re-
moval) on a reimbursable basis. 

c. DoD housing and minor dependent edu-
cation in overseas locations for military 
banking facility (MBF) and credit union per-
sonnel in accordance with §§ 231.6(c)(1)(i)(C), 
231.6(c)(1)(D), 231.8(c)(2) and 231.8(c)(3). 

7. Termination of this Agreement shall be 
consistent with the termination provision of 
the real property lease and subpart A. The 
Secretary of the (Military Department) shall 
have the right to terminate this Agreement 
at any time. Any termination of the right of 
the financial institution to operate on the 
installation shall render this Agreement ter-
minated without any applicable action by 
the commander. 

8. Any provision of this Agreement that is 
contrary to or violates any laws, rules, or 
regulations of the United States, its agen-
cies, or the state of (state in which the finan-
cial institution is located) that apply on fed-
eral installations shall be void and have no 
force or effect; however, both parties to this 
Agreement agree to notify the other party 
promptly of any known or suspected con-
tinuing violation of such laws, rules, or regu-
lations. 

9. So long as this Agreement remains in ef-
fect, it shall be reviewed jointly by the com-
mander and the financial institution at least 
once every 5 years to ensure compatibility 
with current DoD issuances and to determine 
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if any changes are required to the Agree-
ment. 

In witness whereof, the commander, and the 
financial institution, by their duly author-
ized office, have hereunto set their hands 
this day of (month, day, year). 
llllllllllllllllllllllll

Financial Institution Official 
llllllllllllllllllllllll

Installation Commander 

APPENDIX B TO PART 231—IN-STORE 
BANKING 

A. Selection Process. The purpose of this 
guidance is to assure an impartial and thor-
ough process to select the best on-base finan-
cial institution to provide in-store banking 
services when such services are desired and 
approved by the installation commander. 

1. Consistent with DoD Component delega-
tion, the final decision to solicit for an in- 
store banking office rests with the installa-
tion commander. 

2. The DoD Component seeking in-store 
banking (e.g., in buildings operated by the 
Defense Commissary Agency, Military Ex-
change Services and MWR activities) shall 
draft the solicitation letter. 

3. Close coordination among all cognizant 
DoD organizations is essential throughout 
the selection process. 

B. Specific Procedures 
1. The need for in-store banking service 

may be identified from either: 
a. An unsolicited proposal from an on-base 

financial institution, 
b. A DoD Component’s request, or 
c. An installation commander’s request. 
2. The cognizant installation commander 

(or designee) is responsible for assessing the 
environment and authorizing the Bank/Cred-
it Union Liaison Officer(s) to pursue the ac-
quisition of in-store banking services. If no 
authorization is given, no further action is 
required. 

3. The cognizant installation commander 
shall determine whether a solicitation is re-
quired. (A solicitation shall be required 
whenever there are two or more financial in-
stitutions on a DoD installation.) If no solic-
itation is required, then the Bank/Credit 
Union Liaison Officer shall work directly 
with the on-base financial institution to ob-
tain the requested services. Where there is 
neither a banking office nor an on-base cred-
it union, use the solicitation process out-
lined in § 231.5(c) of this chapter, as supple-
mented by the provisions outlined in para-
graph A, above. 

4. The solicitation letter shall identify the 
financial services being requested and clas-
sify these services as either mandatory or 
optional. In addition, the solicitation letter 
shall highlight any services that will be 
weighed as more important than others dur-
ing the evaluation of the proposals. Any 

space consideration and terms of the pro-
posed agreement also shall be identified in 
the letter. 

5. The installation commander (or des-
ignee) formally shall notify the selected fi-
nancial institution and request that institu-
tion to coordinate with the proper activity 
to begin any construction, modifications or 
renovations necessary to open the in-store 
banking office. The cognizant facility man-
agement personnel shall begin the process of 
obtaining the necessary outgrant instru-
ments. Concurrently, the requesting DoD 
Component representative and the financial 
institution representative shall draft the ap-
propriate amendment to the operating agree-
ment. The amendment should contain provi-
sions regarding: 

a. The roles and responsibilities of all par-
ties involved. 

b. The financial services to be provided, 
and 

c. The logistical support arrangements to 
include custodial services and security provi-
sions. The amendment should be coordinated 
with the Bank/Credit Union Liaison Offi-
cer(s) prior to forwarding that document to 
the installation commander for signature. 
The amendment shall be signed by the in-
stallation commander (or designee) and the 
appropriate financial institution official 
with a copy furnished to the Secretary of the 
Military Department concerned (or designee) 
and the Director, DFAS (or designee). 

APPENDIX C TO PART 231—SAMPLE CER-
TIFICATE OF COMPLIANCE FOR CREDIT 
UNIONS CERTIFICATE OF COMPLI-
ANCE 

I, (name), Chairman of the Board of Direc-
tors or President of the (credit union), lo-
cated at (place), certify that this credit 
union complies with the requirements of sec-
tion 170 of the Federal Credit Union Act (12 
U.S.C 1770), for the allotment of space in fed-
eral buildings without charge for rent or 
services. The provision of no-cost office 
space is limited to credit unions if at least 95 
percent of the membership to be served by 
the allotment of space is composed of indi-
viduals who are, or who were at the time of 
admission into the credit union, military 
personnel or federal employees, or members 
of their families. 

llllllllllllllllllllllll

(Date) 
llllllllllllllllllllllll

(Name) 
(Chairman of the Board of Directors or the 
President) 

NOTE: The Certificate of Compliance shall 
be written on credit union letterhead. 
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