LOGS





The control clerk maintains all the logs in Fiscal Accounting.  The following is a list of the logs controlled, how they are maintained, the order in which they are worked, and where they are kept:





	CONTROL LOG - Alpha DCNs - Control Log Binder Control Clerk’s Hutch


	OBLIGATION DCN LOG - Numerical  0 DCNs - Datalogs Access Program on Control Clerk’s PC


	DISBURSEMENT DCN LOG - Numerical 5 DCNs - Datalogs Access Program on Control Clerk’s PC


TFO/TBO 110 REPORT LOG - As Received - Datalogs Access Program on Control Clerk’s PC


	EOM DISBURSEMENT LOG - Fiscal Year & Appropriation - Datalogs Access Program on Control Clerk’s PC





ALL DCNS WITH DISBURSEMENT TRANSACTIONS MUST BE LOGGED IN THE EOM DISBURSEMENT LOG FOR BALANCING AT THE END OF EACH MONTH.





The logs should be worked each day or when acceptable i.e., during down time.  The following are instructions for posting to the logs:





Obligation, disbursement, reconciliation, and correction documents are assigned DCNs for input into the system.  Identify the sequential number, dollar amount, fiscal year, appropriation, type transaction, the clerk to work the DCN, and the date assigned on the log sheet kept on the open area work table.  In the remarks column identify what is taking place within the DCN; example, Recon PA0, OBG RA0, Copy DCN F7199.  A DCN Cover Sheet should be completed and attached to DCN listing.  These DCNs are assigned/drawn on a daily basis and scheduled in the daily posting when completed.





When the morning reports are printed, the DCN Updated List should be given to the control clerk to match with the DCNs scheduled in the previous days posting.  The control clerk will check to ensure all DCNs entered into the previous days posting are cited on the DCN Updated List.  If the DCN posted, write the word ‘Posted’, the date posted, and your initials on the DCN itself.  If the DCN did not post, give back to the clerk who worked the listing for reedit, and place in posting again.





Pull the appropriate log listed above in item #1 for obligation and disbursement DCNs and check to ensure the dollar amounts are the same.  If the amounts are different, the clerks should identify any changes on the DCN cover sheet.  If they don’t, ask the clerk why there is a difference and annotate the DCN cover sheet.  Write the date scheduled and the date posted on the appropriate logs for manual DCNs.





The following is a breakout of the DCNs, what they are for, and which log they are logged in:





		0****	Obligations/Misc Manual Work	Obligation DCN Log


		5****	Disbursements			Disbursement DCN Log


		7B***	DASA Automated 110s		Control Log Binder


		7M***	DASA Automated 110s		Control Log Binder


		A****	AT Deobligations			Control Log Binder


		B****	JSS Payroll Disbursements		Control Log Binder


		C****	AFCOS Obligations		Control Log Binder


		D****	AFCOS Deobligations		Control Log Binder


		E****	Milstrip Adjustments		Control Log Binder


		F****	TFO/TBO Adjustments		Control Log Binder


		G****	Tech Pay Obligations		Control Log Binder


		H****	Tech Pay Disbursements		Control Log Binder


		I****	Tech Pay MOD Credit		Control Log Binder


		J****	Tech Pay MOD Debit		Control Log Binder


		K****	CAPS/IATS Adjustments		Control Log Binder


		L****	Automated Budget		Control Log Binder


		M****	Milstrip Obligations		Control Log Binder


		N****	SAACONS Obligations		Control Log Binder


		P****	AT Obligations			Control Log Binder


		W****	Milstrip Cancellations		Control Log Binder


		X****	Milstrip Automated Corrections	Control Log Binder


		Y****	Milstrip G Receipts		Control Log Binder


		Z****	Milstrip Disbursements		Control Log Binder





Detach the DCN cover sheets after all information has been checked and balanced.  Write the date researched and initials on the cover sheets, and place on file cabinets for filing.





See the attached as examples for compl
