Registration Procedures before ordering online

Establishing Accounts:

There are two types of OSS accounts:

· LOI

· VISA Credit Card

The Office Supply Store Kaiserslautern will process new accounts the same day.

All Unit/Civilian Organizations are required to submit the following documents to open an account at the Office Supply Store Kaiserslautern. 

The Following Forms are to be submitted to DS SUPPLY DIVISION, OSS BLDG 2264.

Note:

Prior to opening an account, customers are required to call the DFAS (484-4217) to ensure their DODAAC, APC and Fund Code are loaded.

The Documents below are to be updated whenever there is a change of command.

LOI Account

1. OSS Information sheet

2. Letter of Intent (LOI)

3. DA Form 1687

4. Assumption of Command Orders

The LOI must contain the following information:

5. DODAAC

6. Account Process Code (APC)

7. Fund Code

8. Unit Mailing Address (Unit#, CMR#, APO)

9. OSS Account

10. Point of Contact

11. Phone Number and Fax Number

12. Email Address

This Information is required to ensure a Unit will be properly billed for supplies. LOI Account holder may submit separate LOIs for additional deposits and withdrawals of funds from the Account at anytime. Ensure that the LOI states the amount of money to be deposited or withdrew from the account.

IMPAC Credit Card Account

· Application for Office Supply Service
(Form available at the OSS)

