TRAVEL ADVANCE  RECONS





Fiscal Accounting and Travel must perform a reconciliation each month, no more than every other month.  The following must be researched when reconning:





Research 0930 report to ensure the following is correct; fiscal years, social security numbers,  reference numbers, accounts, and dollar amounts.


Provide copies of documentation to Travel to perform 139 collections.


Ensure copies of collection letters and 139 collections are attached to advances.


Provide Travel with histories, etc... to perform work within the Travel office.


Each Advance is given a write up sheet to document all collections, research and corrections as they occur.  This information is compiled into a report called ADVANCE1.  This report is found in MS Office/Word/My Documents directory in the C: drive.  A cover letter, ADVANCE2, is updated using Part 6 of the EOM Report, and attached to ADVANCE1.  This report is forwarded through Accounting Supervisor, Comptroller, to the USPFO office.





All Advances listed on the 0930 report must be maintained in the tub by fiscal year/alphabetically.


