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1.  PURPOSE.  This standing operating procedure (SOP) establishes policy, designates responsibilities and prescribes procedures for the internal operations and external coordination of the Fiscal Accounting Branch of the USPFO for <State>.

2.  SCOPE.  The provisions of this SOP apply to the Fiscal Accounting Branch of the Office of the United States Property and Fiscal Office for <State>.

3.  ORGANIZATION.  The Fiscal Accounting Branch is staffed with one Supervisory Operating Accountant and a variable number of Accounting Technicians.  The branch is not further subdivided.  All personnel must be fully capable of performing any of the general functions or specific job tasks  required during normal operations.  However, each Accounting Technician is assigned a general area(s) of responsibility.  The areas of responsibility are: 

    a.  Receiving and obligating.

    b.  Disbursing "60" appropriations (DSSN 5409).

    c.  Disbursing "65" & "85" appropriations (DSSN 5409).

    d.  Actions other than DSSN 5409, Accounts Receivable. 

    e.  Miscellaneous accounting transactions.

4. DEFINITIONS.

    a.  Account.  A group of like transactions under a descriptive or common heading.

    b.  Accounting Classification.  A series of data elements (i.e., department, fiscal year, appropriation symbol, limitation, operating agency code, allotment serial number, program and subprogram, element of resource, accounting processing code, document number and fiscal station number) that identifies an accounting transaction.

    c.  Accounts Payable.  Amounts owed to others for goods and services received and assets acquired.

    d.  Accounts receivable.  Amounts due from others for goods furnished and services rendered.  These amounts include administrative fees due, reimbursements earned and refunds receivable.

    e.  Blanket Purchase Agreement (BPA).  A simplified method of filling anticipated repetitive needs for supplies or services by establishing "charge accounts" with qualified sources of supply.  The BPA reduces the need for individual purchase documents. 

    f.  Certifying Officer.  An individual authorized to certify the availability of funds on any documents or vouchers submitted for payment.  He is responsible for the correctness of the facts and computations, and the legality of the payment.

    g.  Commitment.  A reservation of funds based on a firm procurement directive, order, or request that authorizes the creation of an obligation without further approval by the official responsible for certifying the availability of funds.                                                      

    h.  Commitment Ledger.  An informal ledger maintained by program managers to monitor the commitment of funds available within a given account.

    i.  Continuing Resolution Authority.  An interim appropriation until permanent appropriations are enacted.  Authorizes continuation of normal operations at a rate not to exceed the latest congressional action or the previous year's rate and no new starts or expansions to a program.

    j.  Disbursement.  Payment of a legal liability of the US Government that decreases the accountability of the finance and accounting office making the disbursement.  Disbursements are made to transfer funds, advance funds, liquidate valid obligations of the US Government.

    k.  General Ledger.  A record containing the accounts necessary to reflect, in summary or in detail, the financial operation and condition of an entity.

    l.  Internal Control.  A plan or organization intended to coordinate methods and measures within an organization to safeguard assets, check the accuracy and reliability of accounting and related data, promote operating efficiency, and encourage adherence to managerial policies.

    m.  Internal Controls.  The manner in which financial, manpower, and property resources are to be controlled and safeguarded by the regular authorization, approval, documentation, recording, reconciling, reporting, and related accounting processes.

    n.  Joint Reviews.  A review of unliquidated obligations conducted by the finance and accounting officer and the applicable program or activity director's representative.

    o.  Journal Voucher.  This form is used to correct accounting records due to errors in posting, to adjust accounts, and to record transactions in the general ledger.  The file of these vouchers serves as the general journal.   

    p.  Military Interdepartmental Purchase Request (MIPR).  An order issued to procure services, supplies, or equipment between commands within the US Army and with other services.  The MIPR (DD Form 448) may be accepted on a direct citation or reimbursable basis.  It is an "Economy Act" (31 USC 1535) order subject to downward adjustment when the obligated appropriation is no longer valid for obligation.

    q.  Non appropriated Funds (NAF).  Cash or other assets received by non appropriated fund instrumentality's from sources other than Congressional appropriation; primarily from the sale of goods and services to DOD military, their dependents and authorized civilians.  These funds are used to support or provide essential morale, recreational, and certain religious and educational programs.

    r.  Obligated Balances.  Obligations incurred for which disbursements have not been made.  This balance can be carried forward indefinitely until the obligations are liquidated. 

    s.  Obligations.  Amounts of orders placed, contracts awarded, services rendered, or other commitments made by Federal agencies during a given period that will require outlay during the same or some future period.              

    t.  Obligation Authority.  The sum of (1)  budget authority provided for a given fiscal year, (2) balances of amounts brought forward from prior years that remain available for obligation, and (3) amounts authorized to be credited to a specific fund or account during that year, including transfers. 

    u.  Over obligation.  A condition existing when total obligations incurred exceed total available obligations authority.

    v.  Paying Office.  A disbursing office.  In the case of contracts, the place named in the contract for forwarding invoices for payment.   

    w.  Payment Date.  The date on the check.  Checks should be delivered to the vendor or placed in the mail on the same day they are dated.

    x.  Payment Due Date.  The date on which payment is to be made.  If the date falls on a non‑working day, payment is made on the following work‑day.

    y.  Program Manager.  Individuals throughout the command who manage resources to include major activity, sub‑activity directors, and their representatives who are delegated fund certification responsibility.       

    z.  Recoveries (formerly de obligations).  A downward adjustment of previously recorded obligations.  This may be attributable to the cancellation of a project or contract, price revisions or corrections of estimates previously recorded as obligations.

    aa.  Reimbursements. Amounts received from the public or other government accounts which represent payments for goods or services furnished and are creditable to the appropriation originally charged for those goods and services.                                                                   

    ab.  Transactions By Others (TBO).  Term used by an installation describing disbursements or collections processed by another installation.  The fiscal station number of the funded installation is cited.               

    ac.  Transactions For Others (TFO).  Term used by an installation indicating collections or disbursements of funds processed for another installation.  The specific allotment accounting classification of the funded installation is cited.

    ad.  Transmittal Letter.  A form that accompanies all program director controlled source documents to the finance office.  An original and one copy of the form is sent with the obligation document to the finance office and the finance office signs for the receipt of the document and returns a copy of the transmittal letter to the activity.  This system will show proof that the finance office has received the source document on a certain date.

    ae.  Unliquidated obligations.  Unpaid bills for which the US Government has recognized and recorded an eventual liability.

    af.  Other definitions may be found in Section II of the Glossary to AR 37‑1.

5. AUTOMATED SYSTEMS. 

    a.  State Accounting Budgeting Expenditure Reservation System (SABERS).  SABERS is a multi‑program system which accepts, stores, and processes data to  perform general ledger accounting functions and prepare a wide variety of reports used internally, by management, and program directors.  Specific instructions for use of this system are contained in the SABERS End User's Manual published by NGB‑IMA. 

    b.  State Automated Budget System (SABS).  SABS is the automated budgeting system designed by National Guard Bureau.  The system is designed to reside in a personal computer with procedures which permit interface with the  state's  mainframe computer.  It provides a means of submitting annual and mid‑year budget requirements to NGB in a standardized format.  The SABS User's Manual provides detailed instructions for use of the program's features.

6.  FILES. 

    a.  Program Manager Books.  These are files of individual orders maintained by program manager.  Payments made against individual orders are posted to the orders, providing an easily accessible record of all payments charged against the order.  The records are particularly useful for validating unliquidated obligations and identifying duplicate payments.  Separate books are maintained for each program manager, by fiscal year.

    b.  Records Holding Area.  These files contain copies of all disbursed vouchers and necessary supporting documents.  The vouchers are filed in batch groups by document control number (DCN).  

    c.  Unliquidated Obligation Supporting Document File.  These files, referred to as the "tubs," contain supporting documents for all open obligations.  The obligation documents along with records of partial payments remain in the "tubs" until final disbursement or recovery (de obligation) is completed.

7. RESPONSIBILITIES.  The Fiscal Accounting Branch is responsible for the timely and accurate reporting of all transactions involving the commitment, obligation or expenditure of Federal funds allocated to support the operations and missions of the <State> Army National Guard.  Individual responsibilities include:

    a.  Supervisory Operating Accountant.

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

        (2)  Establishing performance standards for all personnel assigned as Accounting Technicians.             

        (3)  Preparing performance appraisals and conducting regular and special performance counseling of Accounting Technicians, as necessary or required.

        (4)  Conducting a training program to enhance and sustain the skills of section personnel.  The program should include updates on changes in policies or procedures, refresher training in areas identified as problematic and other topics deemed necessary or appropriate.

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

    b.  Accounting Technician.

        (1)  Receives and verifies the accuracy and completeness of various accounting and input documents.

        (2)  Reviews complex documents to verify accounting data and mathematical accuracy.  Determines necessary actions and enters or directs entry of data into the automated accounting system.             

        (3)  Researches discrepancies and corrects invalid or incorrect entries.

        (4)  Reviews unliquidated obligation listings and coordinates with program managers to determine the status of unliquidated transactions and the requirement for continued obligation.

        (5)  Responds to inquiries of either a general or specific nature.  Researches and prepares responses explaining accounting data or procedures. Takes corrective action, if necessary, to resolve any discrepancies. 

        (6)  Assists the Supervisory Operating Accountant in conducting training programs for other employees or customers.

8.  POLICIES.

    a.  All documents received in the fiscal accounting section will be date stamped when received.  However, individual documents which are components of, and separately identified on a transmittal letter, cover letter or summary listing need not be individually date stamped.  In these cases it is acceptable to only date stamp the listing or transmittal document.                                 

9.  PROCEDURES. 

    a.  Receipt and Control of Documents.  The Fiscal Accounting Branch receives, on a daily basis, a variety of documents from activities both inside and outside the USPFO.  These documents may be hand delivered, received through the mail or by facsimile machine.  Regardless of where from or how delivered, all documents must be accounted for and processed promptly.  The Supervisory Operating Accountant or designated Accounting Technician will             receive all incoming documents, review them to determine the action required, and give the document to the appropriate Accounting Technician.  All documents must be date stamped when they are received.  As an exception, multiple documents which are clearly identified on a transmittal letter or listing need not be individually date stamped, however, the transmittal document must be.    

    b.  Transmittal Letters.  All supported activities use transmittal letters (TLs) to forward obligation documents to the Fiscal Accounting Branch.  The TLs are numbered consecutively, by fiscal year, for each separate activity.  The accounting technician responsible for receiving and obligating maintains a transmittal letter log for each activity.  As TLs are received, the date received is entered next to the appropriate number.  If TLs are received out of sequence or in the case of duplicate numbers, the accounting technician will contact the activity to determine if a TL is missing, if the number was erroneously skipped or if a number was duplicated.  Review the TL to verify that all documents listed thereon are present.  If documents are missing or if additional documents are present, contact the activity to resolve the discrepancy.  The accounting technician will sign the TL acknowledging receipt, return the original to the activity and file a copy with the TL Control Log.   

    c.  Obligating Funds.  Before funds can be disbursed for goods or services purchased or the payment of entitlements, an obligation must exist in the accounting system. The accounting technician creates obligations in SABERS based on documents received from supported activities.  Different forms are used as obligation documents for different purposes.  Some automatically create obligations, but most require input by the accounting technician.

        (1)  Individual Orders.  The ARNG Automated Fund Control and Orders System (AFCOS) uses the Sperry mainframe computer to generate and print individual orders.  In addition to publishing the order, the Sperry automatically creates an obligation in the SABERS system for the order.  Manual input of an obligation is not necessary.  Obligations created by AFCOS must be reviewed to identify and correct possible duplicate or erroneous obligations. The review of AFCOS obligations is completed in conjunction with the monthly unliquidated obligation review.

        (2)  Other Obligations.  Other obligations include SATO vouchers, Government Bills of Lading and Transportation Requests, Purchase Orders, medical vouchers, travel orders, or a number of other miscellaneous documents.  The procedure to create an obligation for these type items is: 

            (a)  Review the obligating document for accuracy and verify the AMSCO.                                                                 

            (b)  Identify the reference number and either highlight it on the form or write it in the lower right hand corner of the document.  Reference numbers may be standard identifiable numbers such as a purchase order number or may be created as in the case of travel orders which are composed of the first four (4) letters of the last name, last four (4) numbers of the SSN, and the proceed date (zero filling where necessary).  The reference number must in some way specifically identify an individual obligation.             

            (c)  Run an adding machine tape of obligations from each document.  This tape is used later for verifying input.

            (d)  Get the Document Control Number (DCN) Book from the Supervisory Operating Accountant (on the table by the donuts).  Select the next consecutive DCN and enter your initials and "OBGN" to indicate the DCN was used to create obligations.

            (e)  You may now begin creating obligations in the SABERS data base. (Whenever the term "{XMIT}" appears, it means to press the "XMIT" key to transmit the data or instructions on the screen to the CPU).

                1.  Turn on the terminal. 

                2.  Type "@SGN" and your password.   {XMIT}

                3.  Type "SABERS."   {XMIT}   

                4.  Type "FIS/SNOW."   {XMIT}

                5.  At this point, the main menu will appear.  Select option number 2, "Initial Input" and enter the DCN and your initials.   {XMIT}

                6.  The next screen is the SABERS Batch Control Ticket screen.  Enter the total from the adding machine tape run in step (c), above at the total prompt and "OBGN" in the "Next Screen" prompt.   {XMIT}

                7.  Follow the screen prompts to enter the data required for each obligation you are creating.  (PM code, fiscal year, appropriation code, reference number, etc).

                8.  Once all documents have been entered, return to the main menu and select option 4, "DCN Status" to verify the total.  If it is not correct, review all entries to locate the discrepancy. 

                9.  If the total is correct,  return to the main menu and select option 11, "Edit" followed by option 3 "List."               

                10.  Go to ADP to get your listing.  Review it for accuracy and reenter the program to make changes, if necessary.

                11.  When satisfied that all information is correct, write "EDIT AND READY" and your initials on the top of the listing and give it to the Supervisory Operating Accountant.

                12.  Stamp each document with the date and DCN.  Also stamp the date and DCN on the file copy of the TL located in the TL Control Log.  

                13.  File the documents in the "tubs" according to appropriation and program manager.

        (3)  Submitted for Pay 1034s.  Automated Standard Forms 1034 stamped "Submitted for Pay" are hand carried from Commercial Accounts and left in the basket marked "Submitted for Pay."  These 1034s are divided in two groups.

            (a)  Group 1 consists of those which have a copy of the obligation document attached.  In these cases, the obligation should already have been created and the original document is filed in the "tubs."  Staple the 1034 to                                                  the original obligation document.  If the amount paid is the same as the obligation amount, circle the amount on the original obligation copy and write "FP" (final pay) and re‑file it in the tub.  If the payment amount differs from the original obligation amount by more than $10, the original obligation must be either increased or decreased, as appropriate.  This is done for budgeting purposes.  Although SABERS will automatically adjust the obligation when the disbursement is recorded, the adjustment may not appear for an extended period.

            (b)  Group 2 is 1034s which do not have an obligation document attached.  These must be obligated in SABERS.  Follow the procedures in paragraph (2)(a) through (2)(e)13,  above.  Examples of such obligations are:  telephone bills, postage, GSA billings, recruiting expenses and POL.

            (c)  If the 1034 payment is marked 1-Partial or 2-Partial, etc., attach a half‑page size "Payment Log" entering the information needed per the column headings and show the remaining unpaid balance.  Continue entering the partial payments until the final payment comes in.  At that time, make any necessary adjustments and mark the document "FP."

 

    d.  Receiving and Processing a Disbursing Office Package.  The following procedures apply to processing a disbursing office package.

        (1)  Date stamp the CSCFA110 Listing.

        (2)  Verify that all documents identified on the 110 listing are present.  

        (3)  Note any documents which are identified on the listing but not present or any documents which are present but not on the listing.  Report    all discrepancies to the Supervisory Operating Accountant for resolution. 

        (4)  Check the documents to verify that they should be paid from <State> funds (Disbursing Station 5409 and Fiscal Station S21039).  Verify the presence and correctness of the accounting classification, amount and program manager code.  If any of the items are incorrect or missing, determine the correct information and enter it on the document.  See step (  ) for procedures to follow when a document is not chargeable to <State> funds.

        (5)  Watch for documents which cite funding from more than one fiscal year or more than one appropriation.  In these cases, make copies of the document so that there is one copy for each appropriation by fiscal year.     

        (6)  Separate and group ADAPS payrolls (DOV 146___ and 196___) from manual military payrolls (DOV 1_____ other than 146/196).

        (7)  Separate and group automated and manual technician payrolls.        

        (8)  For all 4110 travel advance payments, make a copy of the DD Form 1351.  Give the copy to the Accounting Technician maintaining the travel advance log.

        (9)  Separate and group all payment vouchers, from the 65 appropriation.  Remove the cover sheet from the voucher.  Write the DOV number in the upper right corner of the voucher (DD 1351‑2, SF 1034, DD 1155, DD 1131). Place the cover sheet on the back of the voucher and staple the forms together.

        (10)  Remove all reimbursement vouchers from the package.  All reimbursements have the letter "C" in the first position of the allotment serial number portion of the accounting classification, appear as a credit on the 110 listing and are either SF 1080 or DD Form 1131.  Run a tape of all reimbursements and enter the amount on the Disbursing Package Cover Sheet.  Give the reimbursement vouchers to the Supervisory Operating Accountant for processing.                        

        (11)  Sort the documents into the following groups:

              (a)  Automated ADAPS Payrolls.

              (b)  Technician Payrolls.

              (c)  SATO Payments.

              (d)  All other documents.

        (l2)  Subdivide each group by fiscal year, appropriation (i.e. 60, 65 or 85), and program manager.

        (13)  Run a tape of all documents within each subdivided group.

        (14)  Enter the total of each tape in the appropriate section of the Disbursing Package Cover Sheet.

        (15)  Enter the Package number and date on the Cover Sheet.

        (16)  Run a tape of the totals entered on the Cover Sheet.  It must equal the total on the 110 listing.                                          

 

    e.  Disbursing a Package.  

        (1)  Obtain a disbursing package from the brown cabinet in the storage vault.                                                                      

        (2)  Select a group of vouchers for one fiscal year and appropriation. Run a tape of the vouchers to ensure the amount matches the total shown on the cover sheet.  If the totals do not match, resolve the discrepancy before continuing.

        (3)  Get the Document Control Number (DCN) Book from the Supervisory Operating Accountant (on the donut table).  Select the next consecutive DCN and enter your initials and "DISB" to indicate the DCN was used to disburse a package.

        (4)  Bring the "tub" for the "65" appropriation to your work station and begin pulling the obligating documents from the file.  Documents are filed in folders for each program manager.  Pull the appropriate program manager folder the and locate the document.  Check the accounting classification to ensure the numbers are the same.  If the numbers do not match, determine the correct accounting classification and enter it on the documents.  Follow the same procedure for the "60" appropriation and, in addition, post the disbursements to the program manager books.

        (5)  If the payment is a final payment, staple the obligating copy of the document behind the disbursed copy.  If only a partial payment, write the voucher number, DCN and disbursing date on the payment slip and re‑file in the program manager folder and return the folder to the "tub."        

        (6)  Repeat the process until all vouchers are pulled.  

        (7)  You may now begin entering data in the SABERS data base.  

 

            (a)  Turn on the terminal.

            (b)  Type "SGN" and your personal password.  {XMIT}

            (c)  Type "SABERS."  {XMIT}

            (d)  Type "FIS/SNOW." {XMIT}

            (e)  At this point, the main menu will appear.  Select option number 2, "Initial Input" and enter the DCN and your initials.  {XMIT}            

            (f)  The next screen is the SABERS Batch Control Ticket screen. 

Enter the total of all vouchers for the FY/Appropriation batch being processed at the total prompt and "MDIB" in the "Next Screen" prompt.  {XMIT}

            (g)  The Multiple Disbursement or MDIB screen is the next to appear. Enter the reference number of the voucher and {XMIT}.  If an obligation exists, it will appear and the operator will enter the DOV, DOV date, DSSN, TL number, amount, and if it is a final payment.  {XMIT}  If an obligation was not previously made, the SABERS Disbursement or  DISB screen will appear and information to both obligate and disburse the voucher must be entered.  

            (h)  Continue with this process until all vouchers have been entered.  Return to the main menu and select option number 4, DCN status.  Enter the DCN you are working on and the status screen will appear indicating the batch total and the total of all vouchers entered.  If the amounts are the same, you may continue if not, identify and correct the discrepancy before continuing.

            (i)  When the totals are in agreement, go to the main menu and select option number 11, SABERS DCN Batch Edit.  Enter the DCN and the computer will edit the batch to identify erroneous or missing data.  If errors are noted, go to the Record Change Screen by entering /RCHG.  Call up each record with an error and make needed corrections.  After all corrections are made, perform the DCN Status and DCN Batch Edit functions again.

            (j)  When the edit is completed without errors, select option number 3, DCN List, from the main menu.  Enter the DCN  {XMIT}.  Write down the print number shown on the screen and take it to the Data Processing Activity to pick up your list.  Review the list to ensure that the list contains only data from the FY/Appropriation batch you are working on.  If the list is accurate, initial the list and give it to the Supervisory Operating Accountant for scheduling.

 

            (k)  After the list is given to the supervisor for scheduling, gather all vouchers from the batch, secure them with rubber bands and file by TL number in the records holding area.   

        (8)  Continue on with other FY/Appropriation batches until the package is completed.

        (9)  Automated ADAPS and technician payrolls are entered using a screen called ADAPS/STARTEPS.  Enter the following information:  voucher number, DCN, TL number, date and DSSN.  After all data is entered, follow the DCN Status, DCN Batch Edit and DCN List procedures identified above. 

    f.  Military Interdepartmental Purchase Request (MIPR).  The MIPR is an agreement to reimburse for supplies and services rendered to DOD agencies other than the <State> Army National Guard.  DD Form 448 is used for this purpose.  The MIPR will give a brief description of the supply or service to be reimbursed and an estimated dollar amount.  The MIPR is not a requisition of a supply or service, but rather an agreement to reimburse the USPFO for <State>.  The following procedures apply to the handling of MIPRs.

        (1)  Get the MIPR Control File for the FY to which the MIPR pertains. From the printout in the front of the file, determine the next consecutive control number.  Write on the printout, the information required for the control log according to the column headings.  Write legibly as this information will later be input to a computer and a new log printed.  

        (2)  Type the control number to the right of the address in block 7 of the DD Form 448.

        (3)  Prepare an Acceptance of MIPR (DD Form 448‑2) using the signature block of the USPFO in the block for the name and title of accepting officer.  

        (4)  If the MIPR is a change order, use the control number assigned to the original MIPR.     

 

        (5)  Prepare a USPFO Form 4‑425 (transmittal letter).  Paper clip together the MIPR, Acceptance and transmittal letter.  Place in a signature folder and give the folder to the Supervisory Operating Accountant to obtain the appropriate signatures.          

        (6)  Make six (6) copies of the MIPR and Acceptance, copying the acceptance form on the back side of the MIPR.

        (7)  Make four (4) copies of the transmittal letter.  

        (8)  Attach a copy of the MIPR and acceptance to each copy of the transmittal letter and distribute to the four addressees and give a copy to the Supervisory Operating Accountant.                           

        (9)  Mail the original copy of the MIPR and MIPR Acceptance to the requesting activity (block 8 of the DD Form 448).

        (10)  File the last copy of the MIPR in the MIPR Control File.

 

    g.  Billing for Reimbursements.  Organizations other than the <State> Army National Guard may be billed for certain supplies and services.  The <State> Army National Guard activity providing the supply or service will furnish a billing summary with appropriate supporting documentation on a transmittal letter.  The fiscal accounting branch must then prepare and forward a Voucher for Transfer Between Appropriation or Funds (SF 1080) to the agency receiving the supplies or services.  The following procedures apply when processing a billing for reimbursement. 

        (1)  Place a copy of the TL in the TL Control File for the activity forwarding the TL.      

        (2)  Obtain the following materials.        

             (a)  The MIPR Control File.

             (b)  The Miscellaneous Voucher Control Register

             (c)  Partially preprinted SF 1080's appropriate to the supply or service being billed. 

        (3)  Check all computations for mathematical accuracy.               

        (4)  Locate the MIPR from the agency being billed.      

        (5)  Assign the next consecutive voucher number from the Miscellaneous Voucher Control Register and enter the required information in the register.                                                             

        (6)  Complete the SF 1080, entering the schedule number, current date, and address of the activity being billed (found on the MIPR).  In the block entitled Order Number, first enter their control number (from the MIPR) and then enter our control order number beneath it.  Our address should be preprinted in the Department Doing Billing block, if not, enter it there.  Complete the remaining columns and blocks with the appropriate information obtained from the billing summary or the MIPR, as appropriate.  Double check the accounting classification and dollar amounts.

        (7)  When preparing a SF 1080, it is important to Stamp "USPFO‑<STATE> and the address in the "Remittance in payment ..."  block if the billed agency is other than Army, ARNG or USAR.  Also, block out the word "NO" in front of "Check Issue Basis". 

        (8)  Address an envelope for each reimbursement.  Make copies of all supporting documents and the SF 1080.  Staple the original SF 1080 and the original supporting documents together. Staple the copies of the SF 1080 and the supporting documents to the transmittal letter. Put all documents in the envelope and give to the Supervisory Operating Accountant for review.

        (9)  The Supervisory Operating Accountant will verify the data entered on the SF 1080, make K1, K2, & K3 card entries in the SABERS system and return the originals to the Accounting Technician for mailing.  The copy is maintained in the reimbursement files maintained by the supervisor.            

        (10)  Other information needed to process reimbursement billings is:

             (a)  Head Tax ‑‑ Site Costs ‑‑ $2.80 per person per day.

             (b)  POL (fuel) Costs:             

                    Diesel ‑‑ $ 0.69 per gallon

                    MOGAS  ‑‑ $ 0.82 per gallon

                    JP4    ‑‑ $ 0.70 per gallon

             (c)  Bill the amount indicated on the billing summary for laundry, repair parts, issue/turn‑in, and operating costs.

             (d)  Accounting Classification Codes:

                    NG    ‑‑  100 (USPFO)            

                    Army  ‑‑  220 

                    USAR  ‑‑  280 (ROTC)

                    USAF  ‑‑  357 (Strictly Air Force)                        

                    USMC  ‑‑  408  

                    USN   ‑‑  417 (including reserves).

        (11)  If a MIPR cannot be found and the billing is for POL only, type "TRANSIT" under the order number on the SF 1080 and continue to process as if a MIPR were available.

    h.  The Interfund System is a completely automated process by which requisitions to depot are paid by the USPFO based on billing received using the document number.  Interfund bills are received by AUTODIN.  SABERS has an automatic interface that puts AUTODIN bills into a State Accounting Budget Expenditure Reservation System file called MILSBILS.  The bills consist of detailed transactions by document number and a summary card providing a total of all details.  The following procedures apply:

        (1)  Any cards received during the month in the mail should be taken to ADP so they can be catenated into MILSBILS.  ADP can keep the cards.

        (2)  The Accounting Supervisor schedules Interfund on the daily update  cycle no less than once a week.  Run a "Z" list.  The "Z" number consists of the letter "Z" + (current year + Julian date). Example Z2104.  The Accounting Supervisor runs and edits the "W" and "X" DCN.

            (a)  The update provides the following listing.

                1.  Detail/Summary bill edit.

                2.  Disb Trans Exception list.

                3.  Unmatched 'G' Records.

                4.  Billing Status Record

            (b)  The update provides the following DCN's.

                1.  Z ‑ Disbursement and obligations adjustment.

                2.  W ‑ Credit obligations based on cancellations.

                3.  X ‑ obligation adjustments based on price adjustments.

        (3)  Check MILSBILS (the hard copies) with Detail/Summary Bill Edit.

        (4)  With marker, write current year and month on the hard copies.  File them to rear of drawer by the Accounting Supervisor's desk.  Discard month's MILSBILS that are in front.  Hard copies will be retained for six months.

        (5)  Watch for "double bills".  Same summary cards with the same amount.

        (6)  Check "Z" DCN master listing for Program Manager, AMSCO, EOR, and Reference number.  If these columns are blank fill with examples as indicated below.  All items over $250 must be researched with Logistics to ensure they are proper to pay.

            PM 902 519891.30 26EB 8AEAA  OCE.

            PM 800 519891.41 26EB 8AEAA  (Repair parts) W81 reference number.

            PM 640 515856.41 2572 8AEAA  (Environment or Hazardous Material).

            PM 904 519891.50 26AE 8AEAA  (Price 1992: MOGAS .82 Diesel .69

                                          JP‑04 .70 Will find P.O. and invoice 

                                          for fuel in PM 904 folder.

        On reference CREDIT MILSBILS use PM 660, current year, 539892.32 2572.

        (7)  Check for POL under PM 904 on the "Z" listing.  If there is already an obligation in that folder, and you find it on the Unliquidated list.  Keep the disbursement, change the reference and delete the obligation.

        (8)  Check PM 640 W57LVB numbers.  Pull obligation copy when disbursed.  If you cannot find a document, contact FMO or warehouse to see if document numbers is valid.

        (9)  Check for POL on Interfund Reporting System.  Compute gallons used by dividing the amount by stockfund price.  Example:  $6,168.40 divide .70 = 8,812 gallons.  JP‑4 for AASF very seldom matches since the document number of the obligation is based on the date of obligation and the billings are based on date of delivery.  AASF procures their fuel directly from the United States Air Force Reserve.  We are then directly billed by the Air Force.         

        (10) On Detail/Summary, if the bill number shows the bill deleted and QB1 prepared, check 304 Trial Balance.  Don't worry about them if it's not on it.  If there is a bill number and no hard copy, check Disb Trans ‑ could be double paid.

        (11) Clothing bag for REP trainees is obligated using the 1st four letters of last name and last four numbers of SSN.  The training station issues clothing to the trainee and bills us using the same number.  For unmatched REP clothing on DCN master list ("Z" batch) find bill number for the individual.  Check the Detail/Summary bill edit and find full SSN.  Check the ALPHA listing. If unsuccessful, check the fiche in the Military Pay Section, to see if the person is from <State>.  If a member is from another state, type up SF 1080, and mail to the USPFO of that state.  If the amount is less than $250, let it go.  REP clothing is usually heavy in months of June, July, August and September.  Normally billings for that period making changes to "Z" DCN are completed by 1 January and any excess obligations can be deobligated.

        (12) Do DCHG for line items that aren't filled or have corrections to be made on them.

        (13)  To change DCN total, use RCHG and 99999.

        (14)  CREDITS:  Go in current years funding. As most credits are 

                        unknown or are for excess inventory resold to depot.

              DEBITS:   Put in proper year.  All items above $250 must be 

                        researched.

        (15)  END OF MONTH PROCESS:

            (a)  Check with the Interfund Reporting System to see if manual disbursement has to be done, or Summary Card has to be put in.

            (b)  Upon receipt of the uncleared Interfund list from DFAS review all bills to ensure that proper action has been taken to clear all outstanding billing.  Transaction 33C are disbursement transactions submitted by us that have no match from depot.  Transactions 61S are disbursement transactions submitted by depot that have no action or do not match our records.

            (c)  See if uncleared payments were made or if a QB1 should be done.  If bill hasn't been paid, and is in the 30‑120 day column, do a QB1 ‑ as the first step.  A QB1 is a tracer.  If it hasn't been cleared, send FAE, another tracer.  If it still doesn't clear the following month, call DFAS to get the sellers phone number, in order to determine what the item was.

            (d)  Whenever you manually disburse items on Interfund, be sure to make a Summary Card.

            (e)  Write up QB1 and FAE worksheets.  Put these on the computer as follows:

                @EX CANDE*  

                US FIS/SNOW*

                GET QB1 or FAE*

                L*

            (f)  Check Interfund Reporting System with 304 Report (Trial Balance) in Supervisor's Office.

            (g)  To get on AUTODIN:  Get end of list and see how many records are on.  If enough, type  L* and start with number 1 and type over previous records.  If not enough, type SEQ END*.  Remember, to put letter "A" on Column number 70 on screen.  To change a record, after saving, type L and correct. On the next line save again.  Save after each command.

        (16)  When completed, ask ADP for QB1 Dump All listing.

        (17)  Put Dump All Listing in folder for future reference.

        (18)  Prepare DD Form 1392 (1 each for QB1 and FAE) for the Budget Officer's signature.  Take them over to ADP and have them sent out.

       TO GET ON AUTODIN:

            @EX CANDE*

            US FIS/SNOW*

            GET AUTODIN*

            SEQ END*

            Save blank records.

            *Bottom of page.

            *Home

            TO MAKE FILE:

            REP COL 1‑6/QB1SGA*

                    30‑3W57LVB*

                    70‑70/A/*        REP COL    73‑74/5spaces/*   (FAE)

            SAVE*

            L*

            MAKE FAE FILE:

            FAE D*    

            SEQ END ‑ go to bottom of screen and SAVE*

            L*

        (19)  Give supervisor "Z" batch listing to schedule for the month.

        (20)  On Interfund Cancellation/Exception List look for previous paid accounts.

    i.  Accounts Receivable.  Receivable may occur for a wide variety of reasons. They may be monies due from refunds or reimbursements, or may result from erroneous or duplicate payments, or overpayments to soldiers or vendors.  Receivable will be handled in the following manner.                                 

        (1)  Record the receivable in the Accounts Receivable Control Log.

        (2)  Forward a copy of all documentation to the Pay and Examination Chief for investigation and appropriate action.  Prepare a transmittal letter (TL), numbered consecutively by calendar year, to forward the documents to the Pay & Exam Chief.

        (3)  Suspend the receivable for thirty (30) days pending receipt of a response from the Pay & Exam Chief.      

        (4)  Upon receipt of the response from the Pay & Exam Chief, annotate the control log to reflect the status of the receivable and suspend the action pending receipt of credit documents or close the action if the item should not have been considered a receivable. 

        (5)  When the credit document arrives, post the DOV number for the collection action to the control log.

        (6)  File all documents in the Accounts Receivable Control File.      

    j.  Processing Cash Receipts.

        (1)  Cash Meal Payment/Clothing Sales Checks.  Checks for cash meal payments or sales of individual clothing are delivered on a transmittal letter from the Logistics Division or the Warehouse.  A DD Form 1131 will accompany the check.  The procedures for processing are:

            (a)  Get the Cash Meal/Clothing folder from the "65" tub.  

            (b)  Get the Cash Collection Control Register from the table by the donuts.

            (c)  Get the appropriate Transmittal Letter Control Log for the activity forwarding the collection and the Control Log for Transmittal Letters  to F&AO Fort McCoy from the accounting technician maintaining the file.

            (d)  Verify the documents attached to the TL and if all are present, sign the TL acknowledging receipt, make a copy of it and return the original to the sender.  If a discrepancy exists, contact the sender to resolve it before signing the TL.

            (e)  Run a tape of the amount column of the DD Form 1131 and of the attached checks.  The totals MUST agree.  If they do not agree, contact the sender to make necessary corrections.

            (f)  Once the totals are in agreement, determine the next consecutive control number from the control register, complete the information  required on the register and type the control number on the Receiving Office Collection Voucher Number Line of the DD Form 1131.   

            (g)  Remove one carbon copy of each DD Form 1131 and put in the Cash Meal/Clothing folder in numerical order with larger numbers on the top.

            (h)  When a Cash Meal collection contains a money order fee, make a copy of the fee slip.  The original fee slip goes with the checks and staple the copy to the DD Form 1131 in the folder.

            (i)  Type a Transmittal Letter to the F&AO, Fort McCoy using the next consecutive TL number from the control log.  Make appropriate entries in the control log and file a copy of the transmittal letter in the log.     

            (j)  Send the original TL, DD Forms 1131 and the checks to:     

                 ATTN:  DISBURSING DEPT

                 FINANCE AND ACCTG OFFICER

                 FORT MCCOY

                 SPARTA, WI   54656‑5000

            (k)  Stamp the envelope "FIRST CLASS" in the upper left hand corner of the envelope, below the return address.

    k.  Travel Advances.  Travel advances processed by the USPFO‑<STATE> Travel Section are paid by the FAO, Fort McCoy.  These advances may be for military personnel or civilian employees of the <State> Army National Guard, from other States, or active component personnel.  An automated Record of Travel Payment (DD Form 1588) is maintained by the USPFO‑<STATE> Travel Section for all <State> Army National Guard personnel and a manual DD Form 1588 is maintained by Fiscal Accounting for all other personnel receiving travel advances processed by the USPFO‑<STATE> Travel Section.                                    

    l.  Review of Unliquidated Obligations.  The review of unliquidated obligations is an ongoing process intended to recover (or deobligate) funds which are no longer needed for the purpose for which initially obligated.  Both accounting personnel and program managers must conduct reviews on a regular basis and must conduct joint reviews conducted at least three times annually.  The following procedures apply to the fiscal accounting section.

        (1)  Daily.  Recover (deobligate) excess funds whenever a cancellation or modification of an order or requisition is received.  Recover  the amount no longer needed to support the order or requisition.                        .

        (2)  Monthly.  Compare the recorded transactions appearing on the Unliquidated Master Listing (FIS85P) with the Unliquidated Obligation Supporting Document File (tubs) to ensure obligations are properly supported by documentation, represent valid obligations and agree in dollar amount.

        (3)  Three Times Annually.

            (a)  Joint Review With Program Manager.  On a schedule prepared by the Budget Officer, accounting personnel and program managers conduct a one‑on‑one review of unliquidated obligations.  The purpose of the review is to verify that all obligations are still valid and in the correct amount. Necessary follow‑up actions to ensure prompt liquidation are also identified  during the joint review. 

            (b)  MILSTRIP Review.  At least three times annually, the Logistics Division will review all unliquidated MILSTRIP requisitions which are more than 120 days old.  The Logistics Division will review the requisitions and determine if they are still valid or if they should be canceled.  A statement will be provided indicating "all MILSTRIP requisitions over 120 days have been reviewed and are considered valid or action has been taken to cancel or adjust such requisitions."  The periodic review by the Logistics Division must involve not only the validity of unliquidated obligations, but also a thorough review of transactions where billings were processed on the constructive delivery concept, for which supply action is not completed.  The Logistics Division will also review the FIS86P to determine the status of unmatched records between the unliquidated obligation file and the open requisition file. 

10.  REPORTS AND MONTH END PROCEDURES:

    a.  Verify that all FADs are loaded in the system.  This is done by comparing the AFP and allotment totals against the trial balance by appropriation (2060, 2065, 2085).

    b.  Review the trial balance to identify any obvious errors needing correction.  These errors are corrected by researching the daily batch listings and making correcting entries as necessary.                          

    c.  When all errors are corrected and it is determined that all FADs are in the system, go to Computer Schedule EOM (nothing else can be scheduled on this update).

    d.  Go to ADP and ask for an update and to run APS19P.  This will generate the end of month reports along with the allotment ledger and the Manday Report (APS19P).

    e.  Prepare the Monthly Fiscal Accounting Checklist to verify that the 218 report and the monthly 304 reports agree.

    f.  Prepare DD Forms 1392 for the transmission of the CSCFA‑304 report.  Since the maximum number of records which can be transmitted  is at one time is 498, a separate 1392 must be prepared for each multiple of 498.  Also prepare 1392s for the allotment and TDC Report data (FIS64P and APS19P).

    g.  Deliver the 1392 and computer tape to the communications center for transmission via DINAH (formerly AUTODIN).

 

    h.  Command Expenditure Report is received from NGB approximately the third week of the month.  CSCAA‑216 disbursements are checked against month CSCFA‑304 reports by year and appropriation for validity.  Data validation report status of approved resources report is also received with CDR Report and any errors are corrected. (e.g. EOR must be coded WIG etc.)

    i.  TFO/TBO uncleared reporting system reports are received from DFAS.  Uncleared charges are checked out with reporting station.  If discrepancies are noted Monthly edit accepted reports totals are checked with month end 304 reports.  Transmittal Recap charges are reconciled amounts charged on 110 listing equal totals reported to DFAS.

    j.  Interfund Reporting System Report received from DFAS is checked by bill number with the 304.  Amount uncleared 30‑120 days column is researched with QB1 FAE or seller is called and necessary adjustment is then made.  
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