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PUBLIC SALES PROGRAM – PROCESSING SALES
REVIEW DATE:  August 4, 2021 

1.0 PURPOSE AND SCOPE 

The purpose of this circular is to provide updated information on processing the 
sales of engravings (i.e., presidential portraits, vignettes, and souvenir cards), 
intaglio prints, uncut currency sheets, and premium currency products, hereafter 
referred to as Public Sales products for the Bureau of Engraving and Printing’s 
(BEP) Office of External Relations, (OEX) Public Sales Program. 

2.0 POLICY 

The Public Sales Program (PSP) is part of the information and educational efforts of 
the BEP with the purpose to inform and educate the public about its historic and 
continuing role in the production of United States securities.  It is the policy to sell 
these products to the general public. 

3.0 SUPERSESSION 

This circular supersedes Circular No. 40-00.8A, “Processing Sales of Souvenir 
Cards and Intaglio Prints,” dated September 6, 1991, and Circular No. 40-00.7, 
“Uncut Currency Sales,” dated September 18, 1989. 

4.0 BACKGROUND 

Public Sales products are offered for sale to the general public (inclusive of BEP 
employees) through the following point-of-sale operations:  BEP’s Visitor Center Gift 
Shops in Washington, DC and Fort Worth, TX; the BEP’s online store; Mail Order; 
consignment with the United States Mint; and at exhibition and numismatic events. 

BEP began the sale of uncut sheets of United States paper money to the public in 
1935, continued through the 1950’s, and then resumed sales again in 1981.  The 
BEP is required to incorporate all Public Sales and Departmental requests for uncut 
sheets and notes within the Federal Reserve Board of Governors Yearly Currency 
Order (YCO).  The Public Sales Program offers all denominations ($1 - $100) in 
various sizes of uncut sheets of currency. 

5.0 VISITOR CENTER GIFT SHOP SALES 

The following processes apply to sales at BEP’s Visitor Center Gift Shops: 
5.1 The general public may purchase Public Sales products at BEP’s Visitor 

Center Gift Shops.  Payments may be made with cash, travelers check, 
check, or credit card. 

5.2 For the Washington, DC Gift Shop, the supervisor verifies the daily sales and 
inventory reports.  The monies, together with BEP Form 8643-1, “Report of 
Collections” (Exhibit A), are delivered to the Office of Financial Management 
(OFM), Accounting Division for deposit.  For the Fort Worth, TX Gift Shop, 



2 

No. 40-00.7 
BUREAU OF ENGRAVING AND PRINTING 

CIRCULAR 
DATE  August 4, 2016 

the supervisor verifies the daily sales and inventory reports and delivers the 
monies to the designated financial institution on a weekly basis. 

6.0 MAIL ORDER SALES 

The following processes apply to orders received through the mail: 
6.1 The general public may purchase Public Sales products through the mail.  

Payments may be made with check, money order, or credit card and are 
verified for accuracy and completeness. 

6.2 The monies, together with BEP Form 8643-1, “Report of Collections,” are 
delivered to the Office of Financial Management (OFM), Accounting Division 
for deposit. 

6.3 Picking tickets are printed for the orders and are delivered to the Public Sales 
Vault where the orders are packaged and mailed to the customers. 

7.0 EXHIBITION SALES 

Representatives of BEP attend select exhibitions and numismatic shows throughout 
the year.  Public Sales products may be purchased at the shows with cash, check, 
or credit card.  For more specific information regarding the Exhibit and Souvenir 
Card Program, see Circular No. 40-00.8, “Exhibit and Intaglio Print Programs.” 

8.0 E-COMMERCE SALES 

The general public may purchase Public Sales products through BEP’s online store.  
Orders received are downloaded each day and are interfaced directly into Bureau of 
Engraving and Printing Enterprise Network (BEN).  Orders are verified for accuracy 
and completeness.  Picking tickets are printed for the orders and are delivered to 
the Public Sales Vault where the orders are packaged and mailed to the customers. 

9.0 CONSIGNMENT SALES OF UNITED STATES MINT PRODUCTS 

The BEP and United States Mint have a 100% consignment agreement to sell each 
agency’s Public Sales products through over-the-counter sales locations.  Sales 
and inventory reports are reconciled on a monthly basis and payments coordinated 
through each agency’s accounting departments. 

10.0 REFUNDS/EXCHANGES 

10.1  Payment for Public Sales products may be refunded when all or part of an 
order cannot be filled, payment is not sufficient to cover the cost of all items 
ordered, or remittance exceeds the full cost of the order.  Remittances which 
exceed the cost of the order by $5.00 or less are not refunded unless 
specifically requested by the customer.  Refunds and exchanges are made if: 

10.1.1 Products were damaged or lost in the mail; or 
10.1.2 An order was incorrectly processed. 
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10.2  If a customer claims non-receipt of an item, the customer submits a 
“Certification of Non-Receipt or Damage” (CNR) in which the customer must 
certify that they did not receive their order or that it was damaged.  Upon 
receipt of the certification, BEP replaces the item via “Certified – Return 
Receipt Requested.” 

10.3  Customer refunds are issued based on the original form of payment, i.e., 
refund to credit card or check processed by the Office of External Relations.  
A Customer Refund List (Exhibit B) is prepared and a check is written and 
mailed to the customer. 

11.0 DISPOSITION OF DEFECTIVE ITEMS 

All defective or damaged Public Sales products are sent to destruction.  BEP Form 
8333, “Schedule of Delivery of Mutilated Paper” (Exhibit C), is used to record the 
transfer of defective or damaged engravings and intaglio prints to the Destruction 
Branch, Office of Security.  BEP Form 2446, “Transfer/Delivery Schedule” (Exhibit 
D) is used to record the transfer of damaged currency to the Mutilated Currency 
Division. 

12.0 RECEIPT OF INVENTORY 

Deliveries of engravings to OEX are recorded from the Bindery Section via BEP 
Form 2446, “Transfer/Delivery Schedule.”  Receipts are verified by physical count 
and entered as an Account Alias Receipt into BEN.  Deliveries of Public Sales 
currency products are coordinated with the Manufacturing Directorate and the 
Federal Reserve Board of Governors and are entered as an Account Alias Receipt 
into BEN.  (See Circular No. 84-00.7, “Low Serial Number and Special Request 
Federal Reserve Note Policy.”) 

13.0 PHYSICAL INVENTORIES AND ACCOUNTABILITY REPORTS 

The “BEN Stock Status Report” (Exhibit E) is used to verify the physical inventory 
with the system inventory.  OEX representatives conduct monthly physical 
inventories of Public Sales products in the Public Sales Vaults and Visitor Center 
Gift Shops.  Contractors conduct daily inventories in the Visitor Center Gift Shops 
and weekly inventories in the Public Sales Vaults.  Inventory overages or shortages 
which are disclosed as a result of month-end physical accountability and periodic 
inventories are reported to the OEX Marketing Manager. 

14.0 AUDITS 

The Office of Compliance and external auditors conduct periodic inventory audits of 
the Public Sales Program. 



4 

No. 40-00.7 
BUREAU OF ENGRAVING AND PRINTING 

CIRCULAR 
DATE  August 4, 2016 

15.0 OFFICE OF PRIMARY RESPONSIBILITY 

Office of External Relations 

<electronically approved> 
Teresa Dean 

Chief 
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Exhibit A 
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Exhibit B 
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Exhibit C 



8 

No. 40-00.7 
BUREAU OF ENGRAVING AND PRINTING 

CIRCULAR 
DATE  August 4, 2016 

Exhibit D 



9 

No. 40-00.7 
BUREAU OF ENGRAVING AND PRINTING 

CIRCULAR 
DATE  August 4, 2016 

Exhibit E 
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