SOP NUMBER 3 - COMMERCIAL ACCOUNTS PROCESSING SYSTEM (CAPS)


	[image: image1.png]



	UNITED STATES PROPERTY AND FISCAL OFFICE
National Guard Bureau
Office of the United States Property and Fiscal Officer, <State>

AddressCity, <State>  56345
	


COMPTROLLER SOP








1 January 2000

NUMBER 3             

PROCEDURES FOR PROCESSING ACCOUNTS PAYABLE DOCUMENTS

USING THE COMMERCIAL ACCOUNTS PROCESSING SYSTEM (CAPS)

TABLE OF CONTENTS













   PARAGRAPH   PAGE


Purpose.........................................................1
 1


Scope...........................................................2
 1


Organization....................................................3
 2


Definitions.....................................................4
 2


Automated Systems...............................................5
 3


Files...........................................................6
 3


Responsibilities................................................7
 3


Policies........................................................8
 4


General.........................................................9
 5


Procedures.....................................................10
 5


Reports........................................................11
 9

 

ANNEX:

A ‑‑ Government Travel System

1.  PURPOSE.  This standing operating procedure (SOP) establishes policy, designates responsibilities and prescribes procedures for processing accounts payable documents using the Commercial Accounts Processing System (CAPS).  This SOP does not contain procedures for manual processing of accounts payable documents.  Manual procedures are contained in Comptroller SOP 4, "Procedures for Manual Processing of Documents Within the Accounts Payable Office."

2.  SCOPE.  The provisions of this SOP apply to the Voucher Processing Section of the Pay and Examination Branch of the Office of the United States Property and Fiscal Office for <State>.

3.  ORGANIZATION.  The Voucher Processing Section is organized to perform two separate functions:  payment of accounts payable and reimbursement of travel expenses.  The entire section is staffed with one (1) Supervisory Voucher Examiner, one (1) Lead Voucher Examiner and a variable number of Voucher Examiners.  The normal staffing may, from time to time be supplemented with additional temporary resources as determined necessary by the Financial Manager.  All personnel in the section will be trained and capable of processing accounts payable or travel claims.  In normal operating conditions, approximately an equal number of personnel will be assigned to perform accounts payable and travel functions.                                        

4.  DEFINITIONS.

    a.  Contract.  Any enforceable agreement or order to buy supplies or services.  A subsequent modification becomes part of the contract.  In this SOP, the term is expanded to include delivery and purchase orders and other procurement documents.

    b.  Proper Invoice.  A bill or written request for payment provided by a business concern for property or services rendered.  It must include all of the information required by the terms of the procurement document, be accompanied by such substantiating documentation as required by regulation or the contract, and be received in the designated paying office.  Supplemental billings shall include all information required for original billings.  A proper invoice must include the following:

        (1)  Name and address of the business concern and the invoice date.

        (2)  Contract number or other authorization for delivery of property and/or services (including order number and contract line item number).

        (3)  Description, price, and quantity of property and services actually delivered or rendered.

        (4)  Shipping and payment terms.

        (5)  Other substantiating documentation or information as required by the contract.

        (6)  Name (where applicable), title, telephone number, and mailing address of person to be notified in event of a defective invoice.

 

    c.  Prompt Payment Act (PPA).  The Prompt Payment Act, Public Law 97‑177, prescribes the maximum time allowable for payment to vendors and contractors for goods and services provided to the US Government.  It also directs that interest penalties will be paid in the event payments are made after the due date it prescribes.  The PPA was amended by the Prompt Payment Act Amendment, Public Law 100‑496.  Whenever reference is made to the PPA in this SOP, it refers to the PPA as amended.  Appendix G, Army Regulation 37‑1 is a desk reference guide for the PPA.  It provides the voucher examiner with everything necessary for them to know about the PPA.           

5.  AUTOMATED SYSTEMS.

    a.  Commercial Accounts Processing System (CAPS).  This is a data base program which automates the processing of payments to commercial vendors.  It assists accounts payable personnel by reducing manual efforts, assists in compliance with the Prompt Payment Act, computes penalties and discounts and provides a wide range of management reports.           

    b.  Standard Army Automated Contracting System (SAACONS).  This is a automated system designed to assist contracting personnel by reducing manual efforts involved in the procurement process.                                  

6.  FILES.  Listed and defined below are the files maintained in the accounts payable section.  These files will be maintained as a minimum.  This does not, however, preclude the establishment of other files determined necessary for efficient operations. 

    a.  Central Contract File.  A centrally located file in which contracts/ procurement documents are maintained.  The file is arranged in contract number sequence by fiscal year.  All related documents are maintained in Ready‑toWork folders in this file pending computation for payment.                      

    b.  Suspense File.  A file maintained in daily numerical sequence (1‑31).  The file may contain documents of any type and for any purpose.  Documents are filed by locally established suspense dates which provide adequate time for action or follow‑up for timely closure.

7.  RESPONSIBILITIES.  The Voucher Processing Section is responsible for preparing or auditing and processing all vouchers for supplies, equipment, and nonpersonal services procured by the Government.  Functions include:                              

    a.  Receiving and controlling documents such as purchase orders and/or contracts, invoices and receiving reports.

    b.  Examining, preparing and auditing vouchers and supporting documents for compliance with applicable regulations.

    c.  Determining the payee's entitlement in accordance with governing regulations and terms of the contract.                                       

    d.  Computing amounts due and discounts deductible. 

    e.  Submitting completed vouchers to the disbursing branch for payment in a timely manner.

    f.  Maintaining various logs and files to identify, locate and support  payments made.

    g.  Individual responsibilities include:

        (1)  Supervisory Voucher Examiner.

            (a)  Implementing, controlling and supervising the procedures outlined in this SOP and other applicable regulations.

            (b)  Establishing a formal training program to sustain and enhance the  skills of section personnel.  This training program will include updates on changes in policies or procedures, refresher training in areas identified as problem trends and other topics as deemed necessary or appropriate.

            (c)  Establishing performance standards for positions within the section and preparing evaluations of personnel performance.

            (d)  Performing system manager functions as specified in CAPS Manager's Reference Manual.

            (e)  Providing guidance and assistance to section personnel in the performance of functions with which they are unfamiliar or from which problems are arising.

        (2)  Lead Voucher Examiner.

            (a)  Providing guidance and assistance to voucher examiners in the performance of functions with which they are unfamiliar or from which problems are arising.                                     

            (b)  Assisting the Supervisory Voucher Examiner in functions related to daily operations.

            (c)  Assuming the responsibilities of the Supervisory Voucher Examiner during his/her absence.

            (d)  Routinely performing functions of a voucher examiner.

        (3)  Voucher Examiner.                                                       

            (a)  Verifying the accuracy and acceptability of various documents received to support payment for services or products received.           

            (b)  Correct and timely inputting of accounts payable data to CAPS in accordance with the procedures specified in the CAPS Examiner's Reference Manual.

            (c)  Performing regular and special processes in accordance with the procedures specified in the CAPS Operator's Reference Manual and this SOP.

            (d)  Securing user ID's and passwords used to gain access to automated systems.

            (e)  Responding to vendor inquiries.

            (f)  Coordinating with receiving activities and vendors to obtain required documentation to permit payments on orders/contracts.                

8.  POLICIES.

    a.  All vouchers will be reviewed for accuracy, legality and compliance with law and regulations prior to submission for payment.  Whenever voucher examiners are doubtful about the legality or correctness of a payment, they will bring it to the attention of Supervisory Voucher Examiner or Pay and Examination Chief.

    b.  All vouchers will be processed to insure payment to the vendor is made on the due date prescribed by the PPA.

    c.  Discounts will be taken whenever they are cost effective.                                      

    d.  Processing priority will be given to accounts which offer discount terms, however, payments to vendors who do not offer discounts will not be delayed beyond the prescribed due date because a discount was not offered.      

    e.  All vouchers in excess of $2500.00 will be audited prior to certification for payment.

    f.  Interest will be paid in accordance with the PPA on all payments made after the prescribed due date.

    g.  Separation of duties and adherence to required internal controls will be strictly enforced to preclude fraud and collusion.

    h.  Food, beverages, staples, paper clips, magnets, small and or metallic items will be kept away from automated processing equipment.

9.  GENERAL.

    a.  Payments to vendors should be made as close as possible to the payment due date established by the PPA.  Sufficient lead time must be allowed for to permit forwarding to and processing by the disbursing branch.  Payment due dates are as follows:

        (1)  The payment date specified in the contract.

        (2)  If no date is specified in the contract, 30 days after receipt of a proper invoice or 30 days after receipt of the supplies or services, whichever is later.

        (3)  If a discount is offered and is cost effective, the last day of the discount period.                                                        

        (4)  If meat or meat food products are purchased, the seventh day after the date of delivery.

        (5)  If perishable agricultural commodities are purchased, the tenth day after the date of delivery.     

    b.  Under the PPA, the contractor must be notified within 15 days (3 days for meat/meat food products; 5 days for perishable agricultural commodities) after receipt of an invoice of any defects or impropriety which would prevent the running of the time period specified for payment before interest would be due.  The PPA Amendment provides that on or after 1 April 1989, the 15 days is changed to 7 days.  Dairy products, edible fats and oils, and food products made from edible fats and oils are added to the 5 days for perishable agricultural commodities.

    c.  Receiving activities are responsible for providing receiving and acceptance information in a timely manner.  Receiving reports are due in the Commercial Accounts Branch within 5 workdays after delivery or performance. 

10.  PROCEDURES.

    a.  Receipt and control of documents.

        (1)  One of the voucher examiners assigned to accounts payable will be detailed as a document control examiner.  This duty will be rotated weekly between all examiners working in the accounts payable area.                 

        (2)  The document control examiner will, in addition to normal voucher processing duties, be responsible for performing the following:    

            (a)  Date stamp all incoming mail/documents.

            (b)  Sort all documents by type, i.e., invoices, receiving reports, general correspondence, etc.                                                                          

            (c)  Reroute or return any misdirected or unidentifiable mail or documents.

            (d)  Pull the Ready‑to‑Work folder for each document received.

            (e)  Update the CAPS data base in accordance with the CAPS Examiners Reference Manual.                                         

            (f)  Place documents in the appropriate Ready‑to‑Work folder and return folders to the Central Contract File.

 

    b. Missing or incorrect invoices, receiving reports or supporting documents.

        (1)  General.  CAPS will not alert the examiner to missing documents 

if neither the invoice nor the receiving report is received.  However, once one document is received and recorded in the data base, a suspense date is established for receipt of the other document.                          

        (2)  Invoices.

            (a)  Missing.

                1.  Within 45 days after delivery of the goods or performance of the services, phone or write the vendor and request an invoice.  A written record of telephonic conversations will be made for the file.     

                2.  If an invoice is not received within 45 days after the first request, write a letter and send it return‑receipt requested registered mail.

                3.  If no invoice is received by 30 days after the registered letter, mark the file "OPEN‑INACTIVE".  Retain the file for the six year statute of limitations period and then destroy it.  The vendor may submit an invoice for payment at any time during the six years, but no interest is payable unless not paid within thirty (30) days following receipt of the invoice.

                4.  Notify accounting personnel when a file is moved to "OPEN‑   INACTIVE".

            (b)  Improper.  If an invoice does not meet the criteria of "proper", it must be returned to the vendor, noting the reason it is not proper.  An improper invoice must be returned to the vendor within seven (7) days or any days in excess are subtracted from the payment count when the corrected invoice is returned.  Under the PPA, invoices can only be returned when they do not conform to the definition of proper.                                                                   

            (c)  Incorrect.

                a.  Reduced prices.  Invoices showing a reduced price can be accepted.  Pay the lesser amount shown on the invoice.  It is not necessary to show the reduction on the voucher.       

                b.  Increased prices.     

                    1.  Make the necessary adjustment on the face of the voucher and pay the reduced amount.   

                    2.  Explain that the invoiced amount exceeded contract terms.  

                    3.  Notify the vendor that he will need to contact the contracting officer regarding the unpaid, billed amount.

                c.  Arithmetic errors.  If the invoice amount is wrong but the unit prices and number of units are correct, correct the amount and pay it.  DO NOT make any corrections which cause the total dollar amount to exceed the procurement document unless the original contract is modified in accordance with paragraph 20‑10, AR 37‑1.                                  

                d.  Partial deliveries.  If a portion of the items contracted for was not received or rejected and the invoice is for the total amount:  

                    1.  Pay for the amount accepted by the receiving activity. 

                    2.  Provide the vendor with an explanation why less than the billed amount is being paid.       

                    3.  If the balance of the shipment is delivered later, use a copy of the previous invoice to make the second payment. Clearly mark it "DUPLICATE FOR SECOND PARTIAL" so it cannot be confused with the first or later payment.                                                                

                    4.  If more than two payments are necessary because of several partial shipments, request a new invoice showing the correct amount.  

 

        (3)  Receiving Reports.  There is no prescribed format for a receiving report.  Generally, a DD Form 1155, SF 1034 or SF 44 will be used as a receiving report.  If one of these forms is not used, a statement from the receiving official will suffice, however, it must contain:                     

            (a)  the procurement or other authorizing document number,

            (b)  description and/or quantities of supplies delivered or services performed,                                                    

            (c)  quantities of goods or services accepted or rejected,   

            (d)  date supplies were delivered or services were performed,              

            (e)  date merchandise or services were accepted,

            (f)  name, title, and telephone number of the US Government official responsible for receipt and acceptance.

        (4)  Nonreceipt of receiving reports.  Receiving activities must furnish the receiving report within 5 days after delivery or performance.  If not received within 5 days after receipt of the invoice, the receiving activity will be called.  Follow‑up action will be continue at 5‑day intervals until the activity either provides a receiving report or explains why there will be none.  If the report has not been received within 20 days after receipt of the invoice, the next higher headquarters of the receiving activity will be contacted to assist in obtaining the report.  All efforts to obtain the receiving report will be documented and retained in the ready‑to‑work file until payment is made.              

        (5)  Other Supporting Documents.  In some cases, such as print advertising for recruiting and retention, other supporting documents are required before payment can be made.  If these supporting documents are not received by the time the invoice and receiving report are received, follow‑up action will be initiated immediately and continue at 5‑day intervals until the documents are finally received or other resolution is completed.       

    c.  Discounts.                                                      

        (1)  All documents relating to discount offers will be given priority treatment.  Ready‑to work folders will be red tabbed to distinguish them as discount contracts. 

        (2)  Whenever a discount is offered, whether in the procurement document or on the invoice, take the discount, if cost effective.  CAPS will determine if a discount offer is cost effective once discount information is input. If the procurement document and the invoice offer different discounts, the most advantageous will be taken, if cost effective.  The following formula can be used to compare the effective interest rates of the two offers to determine the more advantageous of two discount offers:

     Discount Percent                   360 days               Effective

  ¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯   X   ¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯¯   =  Interest   

   100% ‑ Discount Offer        Time in Days to Due Date       Rate       

                                ‑ Discount Period in Days

        (3)  In all cases where a discount is offered and the invoice is received, the receiving activity will be contacted by telephone to obtain the receiving report before the ready‑to‑work folder is refiled. 

        (4)  In cases where a discount is lost or determined not advantageous, the red tab will be removed from the ready‑to‑work folder and payment will be made on the normal due date.

    d.  Voucher Computing.

        (1)  The CAPS data base is maintained and updated on a daily basis.  As documents are received, information is entered into the data base.  From the information entered, the CAPS program will determine the correct payment date and place the payment on a block ticket.   

        (2)  Block tickets are produced from the CAPS data base as part of the daily backup.  Procedures to accomplish this are contained in the CAPS Manager's Reference Manual.  CAPS will produce block tickets which identify all payments which must be computed on that particular date. 

        (3)  The procedure for computing payments is the same whether a final, partial, or advance payment is being made.  However, if a partial payment is being made, a" History of Payments" record is prepared.  The History of Payments record shows the date all payments were made, the period or items covered by the payment, and the unused balance on the contract.  It is kept in the ready‑to‑work folder together with the original copy of the purchase order  until all payments on the contract have been made.  When all payments are made, the History of Payments is attached to the final payment voucher and the original copy of the purchase order is destroyed.

            (a)  Pull the ready‑to‑work folders for all payments identified on the block ticket.               

            (b)  In accordance with the procedures specified in the CAPS Examiners Reference Manual, bring up the data screen for each payment which is to be computed.  Using the documents in the ready‑to‑work folder, compare and verify the information in each field of each screen.  If data differs or is not present, take necessary action to correct or enter the data.

            (c)  If any of the payments on the block ticket are $2500 or more, those vouchers must be audited by another examiner.  Normally, examiners will separate those payments requiring auditing from the other payments and trade them with another examiner for that examiner's payments which must be audited.         

            (d)  When all payments are computed and audited, if necessary, print the vouchers following the procedures in the CAPS Examiners Reference Manual.

            (e)  Once all vouchers are printed, attach a copy of the contract, invoice, receiving report and other substantiating documents, such as tear

sheets, to the voucher and give them to the Supervisory Voucher Examiner or Pay and Exam Chief for review and signature.

(f) One copy of the payment voucher is provided to the Fiscal Accounting

Section.  This copy is stamped with date voucher was prepared.

 

    e.  ODS Data Transfer.                                                 

(1)  This system is designed to permit the automated transfer of data

between the accounts payable office and the F&AO. Data is transferred electronically, instructions are contained in the ODS manual.

(2) After F&AO makes payment the DOV number, check number and date of the payment is available for download from ODS.  Commercial Accounts checks ODS daily for any available download.  Downloading instructions in the ODS manual.

        (3) Procedures for loading data into CAPS are contained in the CAPS Managers Reference Manual.

        (3)  When loading payment data from the F&AO, CAPS prepares a hard copy of all postings and identifies any posting errors.  These errors must be researched by the examiner and appropriate corrections posted manually.      

    f.  CAPS/SPS Interface.                                    

        (1)  This system is designed to permit the automated transfer of data between the contracting and accounts payable offices.  Contract data is sent from the contracting office to the CAPS data base and payment data is sent to the contracting office from the CAPS data base. The accounts payable section loads information into the CAPS data base as soon as possible after being notified by Email.  Accounts Payable then downloads contracting information from the K drive.

(2) After downloading contracting information the voucher examiner prints

The contracts from the L drive and prepares ready to work folders.

        (3)  Whenever the accounts payable office receives payment data from the F&AO, this data must also be furnished to the contracting office.  Once the data is loaded into CAPS, the voucher examiner must run the data transfer procedure "Send Data to SAACONS."  This procedure transfers payment data to a floppy disk which is sent to the contracting office so they may close the file for contracts on which final payment has been made.

        (4)  The CAPS Manager's Reference Manual contains instructions for performing all data transfer procedures.

11. REPORTS.  CAPS is designed to print a series of daily, weekly and monthly summary reports as well as a variety of other documents which would otherwise need to be suspended and prepared manually.  The CAPS Manager's Reference Manual contains detailed instructions for producing CAPS generated reports.

    a.  Daily Reports.  The daily reports routine prepares block tickets and  transmittal letters which identify those vouchers which must either be computed or forwarded to the F&AO for payment on the day the report is  prepared.  It also provides a summary listing of purchase orders, receiving reports and invoices loaded into the data base.  Finally it provides a listing of all payments in progress as of that date.

    b.  Weekly Reports.  The weekly reports routine includes the publication of the daily reports as well as other letters requesting invoices, receiving reports, contracts or modifications which have not been received by the suspense date determined based on the receipt of one or more other documents relating to a particular transaction.          

    c.  Monthly Reports.  The monthly reports routine prepares the daily and weekly reports and a detailed summary report of information such as lost discounts, interest penalties, purchase orders processed, examiner productivity and other statistical data. 

    d.  Bills Register Report.  A machine generated report identifying all payments on contracts with a final payment made by the Disbursing Office that are over 90 days old and payment information has been posted.  Information is reported in contract number sequence.  The report lists:  contract number, vendor name, payment number and type, invoice number, merchandise amount, freight, discount or interest penalty amount, DOV data, check amount, check date, and check number.  The report is a history of all payments made and is maintained for 6 years and three (3) months.

    e.  Miscellaneous Reports.

        (1)  Purchase Order Log.  A record of  each purchase  order,  recorded with order number, date received, and vendor's name.

        (2)  Lost Discount Log.   A record of historical data  concerning lost discounts.  Data includes:  current date, vendor's name, dollar amount of discount lost, reason for lost discount and name of the activity responsible.   

        (3)  Annual Tax Report.   A report of interest paid to and Federal tax withheld from vendors because of late payments.                                                       

        (4)  Unliquidated Obligation Report.  A listing, grouped by accounting classificationof all obligations recorded in the data base on which payment has not been made.

ANNEX A, Procedures for Processing Accounts Payable Documents Using the Commercial Accounts Processing System (CAPS)

GOVERNMENT TRAVEL SYSTEM

BANK OF AMERICA

MONTHLY PAYMENT PROCEDURES

1.  Under the Government Travel System (GTS), the Installation Transportation Office (ITO) purchases airline, rail and bus tickets using a Bank of America Credit Card.  Bank of America pays the carriers and bills the ITO monthly.

2.  Each month, the ITO receives the billing package from the Scheduled Airline Ticket Office (SATO).  The ITO reviews the bill, verifying all charges and credits to ensure they are correct and proper. When the ITO completes its  review and determines the correct amount to pay, the ITO approves the bill for payment by signing and dating a copy of the Summary/Reconciliation Report.  The ITO then sends the entire billing package to the accounts payable section for payment.

3. The accounts payable section receives the GTS billing package from the ITO after

the reconciliation is complete. The billing package includes a disk, credit card invoice and other backup for the months ticket purchases.

4. a.  The information on the disk from ITO and from ADP is transferred to the GTS

program.  Using the GTS program each record is corrected, as needed, by comparing the backup information to each record.

b. When all records are correct the information is transferred to a disk and

uploaded to CAPS.  A credit, and possibly a debit, invoice is produced during this procedure. Enter the invoice(s) following CAPS procedures.

5.
Compute GTS voucher following CAPS procedures. 
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