________________________________ (Technician’s Name)

Performance Competencies for Commercial Accounts Voucher Examiner Position for promotion to GS-06.  Individual is required to demonstrate capability to perform the following tasks.

Date
  Supv. Initials

Description of Task

	
	
	Uses references to quickly solve problems for customers and/or supervisors (JFTR, JTR and DFAS Reg 37-1)

	
	
	Reviews travel voucher for accuracy, completeness, compliance with regulations, and supporting documents.

	
	
	Answers telephone inquiries for travel and vendor pay issues

	
	
	Assigns and prepares block ticket.

	
	
	Logs travel settlement claims into IATS.

	
	
	Return invalid and incomplete travel voucher to organization.

	
	
	Use DTOD to look up official distance.

	
	
	Use City Pairs to look up airline ticket cost.

	
	
	Compute constructive travel cost. 

	
	
	Computes travel settlement claims using IATS  (should average 50 vouchers per day).

	
	
	Modify travel settlement claim.

	
	
	Release complete block for disbursement.

	
	
	Prepare TL file for CAPS and IATS.

	
	
	Executes Upload file into ODS for CAPS and IATS.

	
	
	Correct errors from the ODS Upload file.

	
	
	Download travel payment data from ODS into IATS.

	
	
	Knowledge of DFAS-Reg 37-1 for vendor pay entitlements.

	
	
	Receives electronic file/or hard copy document from P&C for processing.

	
	
	Reviews and process incoming documents for vendor pay.

	
	
	Input documents or contracts into CAPS.

	
	
	Compute regular CAPS voucher.

	
	
	Perform interface functions from SPS.

	
	
	Compute GTS voucher.

	
	
	Audit Payment Vouchers (CAPS/IATS) for less experienced personnel.

	
	
	Alter Payment Status.

	
	
	Delete or Recall Records.

	
	
	Upload CAPS payments to diskette.

	
	
	Use COGNOS Impromptu Pay Query to look up and/or verify payment data.

	
	
	Correct CAPS errors in ODS.

	
	
	Download CAPS payment data from ODS into CAPS.

	
	
	Analyze and Process Daily/Weekly/Monthly CAPS Reports. 

	
	
	Analyze and Process Invoice Aging Report

	
	
	Uses SRD to look up cost center codes for accounting purposes.

	
	
	6 months performing tasks at the GS-5 level.


Employee Signature:





Date:




I certify that individual above has performed all the tasks listed and is qualified for promotion to GS-06. (Attach completed form to SF 52 for promotion.)

Supervisor Signature:





Date:




