MAIL

TRANSMITTAL LETTERS

· Date stamp each document received in this office.

· All documents pertaining to an obligation must be attached to a Transmittal Letter (TL).  If not, return documents on a Suspended Letter of Explanation requesting a TL be attached/forwarded.  Blank Suspended Letter forms are found in the control clerk’s desk.

· Ensure that the items identified on the TL are attached.

· Sign or initial and date stamp the TL.

· An original and a copy of each TL should be sent with the documents.  If not, a copy should be made.

· The original is logged and filed in the TL Logs, found in the control clerk’s desk.  These logs are kept alphabetically by Program Manager Codes, except for a few cases where office symbols have had to be identified.  This should be done each time mail is stamped in to prevent documents from falling through the cracks.

· Transmittal Letters must be numbered sequentially by each Program Manager forwarding obligations to this office.  If not, pen and ink change the TL and notify the Activity Manager of the correction.

· The copy is returned to the Activity Manager as a signed Receipt of Acknowledgment. This should be done each time mail is stamped in to prevent documents from falling through the cracks.

OBLIGATION DOCUMENTS

· The following is a list of the type of documents received in this office, where/who receives the documents for research/input into SABERS, and what type of DCN is assigned to the documents:

· TFO/TBO 110 Reports – Lindsay – ‘5’

· Form 1610s – Lindsay – ‘0’

· Form 1449s/3953s (Visa)– Lindsay – ‘0’

· Program Manager Unliquidateds - Responsible Clerk – ‘5’ or ‘0’

· Program Manager Transaction Registers - Responsible Clerk – ‘5’ or ‘0’

· Form 1556s – Lindsay – ‘0’

· Interest Documents – Lindsay – ‘0’

· Form 44s – Lindsay – ‘0’

· MOAs – Lindsay – ‘0’

· GBLs – Lindsay – ‘0’

· Meal Tickets – Lindsay – ‘0’

· MIPRs – Tee – ‘5’ or ‘0’

· General Correspondence - Supervisor- Consists of staff notes, letters, calendars, messages, information documents, reports, etc.  A blue daily read file is kept in the control clerk’s desk for each day of the week.  Place the general correspondence in the appropriate folder so the supervisor knows what day the paperwork was received.

· Fuel Reports – Lindsay – ‘0’     NOTE:  These are Milstrip Obligations - ‘C6’ transaction code.

· Bulk Fuel – Lindsay – ‘0’      NOTE:  These are Milstrip Obligations – ‘C6’ transaction codes

· MODs – Lindsay – ‘0’ 

· Form 2171s – Lindsay – ‘0’

· Invitational Travel Orders – Lindsay – ‘0’

· PCS Orders – Lindsay – ‘0’

· Journal Vouchers – Lindsay – ‘0’       NOTE:  Except JVs pertaining to the MCA obligations.  These JVs are given to Tee.

· Form 1034s – Lindsay – ‘0’

· INCAP Pay – These are reserved through AFCOS.

· SF 1081s – Tee – ‘5’

· Form 270s – Tee

· Checks, Money Orders - Tee

CONTROLS/PECULIARITIES

· Analyze/Validate for accuracy the following for each obligation document received for posting:

· Entire Accounting Lines to include correct EORs, MDEPs, FCAs, AMSCOs, UICs, PMCs, APPNs, REF #s

· If another agencies Accounting Line is cited return the document to the Activity Manager.  The Activity Manager should ensure the document is forwarded to the other agency for posting.

· Narratives/Justifications:  These items should identify the months of obligation (i.e. IMPAC, monthly MODs), items being purchased, services being provided, etc… short narratives should be found in the explanation column of Journal Vouchers, etc… 

· MODs must have supporting documentation attached that identify cost estimates, i.e. Memos, invoices, and contracts…

· Amounts identified on the MODs must agree with the amounts cited on the supporting documentation.

· Individuals identified, as the ‘Approving Official’ must have a current signature card on file in Fiscal Accounting before the obligation documents can be accepted.

· A SUMU Card must be completed for each TFO/TBO 110 report received for manual input into SABERS.  This option is found on the SABERS main menu, Other Input, then choose option SUMU – TFO Summary.  Load the DSSN, TL #, and AMOUNT.

· Research Unliquidateds and Transaction Registers received from Activity Managers, before inputting into SABERS, the items identified for deob or correction.  These items sometimes have already been corrected by in-house recons/research.

· Ensure that individuals identified on Form 1556s from the personnel office are Army Guard and not Air Guard.  This is a violation (different color of money).

· Do not assign DCNs to Incap Pay documents.  These documents are the Transmittal and Obligation documents both.  The Activity Manager inputs them into AFCOS.  When received by Fiscal, date stamp, query Reference Number on the Transaction Locator screen, write amount obligated, and also identify if the item is in Reservations or posted on a ‘C’ DCN.  Copy and return to Activity Manager as a Receipt of Acknowledgement, and log/file original in Transmittal Log.

· SF 1081s is a transfer from one account to another.  They include obligations and disbursements.  They are assigned to Tee, or Becky for research and input.

· Do not assign DCNs to Form 270s.  These documents have to be researched before inputting into SABERS.

· Checks and money orders have to be logged, taped, deposited, and a CCV created through SRD1.  These documents are maintained by Tee.

· BEWARE  BEWARE  BEWARE  BEWARE  BEWARE  BEWARE:  Contracts are not fun to control.  Because of the AFCOS input created by Activity Managers, each contract and 3953 (Visa) received from P&C must be queried before it is posted into the SABERS system.  Fiscal can create duplicate or over/under obligations if not researched.  Downloads can be created by the P&C office to create the initial ‘N’ DCN (FIS09) for posting into SABERS.  The download either received on disc or by e-mail, would work perfectly if the AFCOS input was not allowed to come forward to obligate on a ‘C’ DCN in SABERS.  The Activity Manager controls this data.  If the download is to be successful, the ‘N’ DCN list must be compared/researched/scrubbed by the Fiscal obligation clerk, against the paper copies received on a Transmittal Letter from P&C.  Tape these documents twice to obtain a control amount, and assign a ‘0’ DCN for posting into SABERS.

· Watch for the following on Contracts:

· Contract MODs created at the beginning of a new FY, that cancels a prior year contract and is replaced by current year contract violates the Bona Fide Need rule.  (See Budget Officer/Comptroller)

· Contract MODs created in current FY to change the quantity amount on a prior year contract must cite current FY accounting line to obligate increased quantity obligation amount.  This changes the ‘scope of the contract’.  Disbursements may have to be broken out.

NOTE:  Any document that does not comply with DFAS-IN 37-1, DFAS 37-100-**, or OMD PAM 37-100-** must be returned to the Activity Manager for correction.  Prepare a Suspended Letter of Explanation identify the suspense date, what is incorrect, and where to find the correct information.  Make copies and maintain in an active suspense file.  Return original obligation documents to Activity Manager.  DO NOT OBLIGATE UNTIL CORRECTED unless EOM processing is close and the Activity Manager does not have time to correct and return to Fiscal.

· Tape documents, that are to be obligated/adjusted, twice to have a control dollar amount to balance too when obligating in the Sabers system.

· The following documents are assigned on separate DCNs.  This allows for easy punching, prioritizing, and balancing documents.

· Fuel Reports

· Contracts

· 1081

· TFO/TBO 110 Reports

· Unliquidateds

· Transaction Registers

· MIPRs

· Pull a ‘0’ or ‘5’ DCN for each batch of obligations to be posted into the system.  Place DCN batch in the appropriate clerk’s IN basket.

