National Park Service

Accounting Operations Center

Payment Procedures Guide

August 2010

[image: image1.png]



Page Intentionally

Left Blank

11.
Purpose/Use


12.
Contact Information for AOC


13.
Status of Payments


14.
Definitions


1a.
Central Contractor Registration (CCR)


2b.
Interior Department Electronic Acquisition System–Procurement Desktop (IDEAS-PD)


2c.
Prompt Payment Act (PPA) OMB Circular A-124


2d.
Tax Identification Numbers (TIN)


3e.
Dun & Bradstreet Numbers (DUNS)


3f.
Period of Performance (POP) vs. Period of Service (POS) for Invoicing


3g.
Fiscal Services/Accounts Payable Team (FS/AP Team)


4h.
Contracting Officer (CO)


45.
Interest Payment Reports


66.
Obligations


77.
Methods of Payments


88.
Valid and/or Proper Invoice


119.
Receivers/Receiving Reports


1210.
How the AOC Determines the Due Date of Payment, Interest Calculation


1311.
IDEAS Process


1512.
Assignment of Payment Numbers by AOC


1613.
Payment Procedures (Documents Obligated in IDEAS)


16a.
Purchase Order for supplies and services


18b.
Call Orders under BPA


19c.
Construction Purchase Orders/Contracts


20d.
A&E Contracts


20e.
ID/IQ Contracts and Task Orders


20f.
Contracts – Supplies and Services


21g.
Stand-alone contracts/Delivery Orders/Task Orders


21h.
Cost Reimbursement Contracts


211.
Construction Contracts (including Fixed Price/Lump Sum and IDIQ)


222.
Federal Financial Assistance – Cooperative Agreements, Task Agreements (and Advance Payment, when applicable)


243.
Financial Assistance – Grants Payments


254.
Interagency Agreements


255.
Miscellaneous Transactions – Settlements


2514.
Payment Procedures (Non-IDEAS Documents)


25a.
Bills of Lading (BL)


26b.
BL’s – Permanent Change of Station (PCS) and Straight Freight


27c.
Claim for Reimbursement of Expenditures on Official Business (SF-1164)


29d.
Equal Employment Opportunity Settlement Payments (EO)


31e.
Imprest Funds (IF)


33f.
Miscellaneous Reimbursements to Individuals (MR)


34g.
Miscellaneous Transactions to Vendor (MT) (Note:  May include construction settlements.)


36h.
Training (TN)


37i.
Utilities (UT)


39j.
Voucher for Payment under Federal Tort Claims Act, SF-1145 (TC)


4015.
Undelivered Orders (UDO) Report Review and Reconciliation


4116.
Refunds for Deposits


42Appendix 1 - Acronyms


45Appendix 2 – Example of an Invoice Log


46Appendix 3 – Steps to Research Payment Data


48Appendix 4 – Commonly Used FFS Tables and Definitions


51Appendix 5 – Typical Document Number Guide


54Appendix 6 - National Park Service (NPS) Policy on Electronic Funds Transfer (EFT)


61Credits




1. Purpose/Use

a. To provide service-wide standardized payment procedures for use by all National Park Service (NPS) Acquisition, Budget, Finance and Accounting Operations Center personnel.

2. Contact Information for AOC

a. You can access the Accounting Operations Center (AOC) personnel roster at http://www.aoc.nps.gov.  Upon connection to the website, click Contacts. 

The U.S. Postal Service mailing address for AOC is:

National Park Service 

Accounting Operations Center 

POB 100000

Herndon, VA, 20171

The Federal Express or Priority Mail address is:

National Park Service

Accounting Operations Center

13461 Sunrise Valley Drive, 2nd Floor

Herndon, VA, 20171

Phone Number (703)487-9310

b. Please make sure you clearly address all mail to the AOC personnel who will process the respective information.

3. Status of Payments 

a. The submitting office, not the vendor, should direct questions regarding payment status to the AOC Staff.

b. Vendors can check their own payment status through the Payment Advice Internet Delivery System (PAID) at http://www.fms.treas.gov/index.html.

4. Definitions

a. Central Contractor Registration (CCR)

1) With very few exceptions, vendors are required to register in the CCR at http://www.ccr.gov.  It is the vendor’s responsibility to register at the CCR website.  The vendor should follow the steps outlined in CCR.

2) The contracting office must verify registration before awarding the contract.  The Contracting Officer (CO) is required to Electronic Commerce (EC) Validate before awarding and obligating funds in IDEAS for awards that exceed $25,000.  

b. Interior Department Electronic Acquisition System–Procurement Desktop (IDEAS-PD)

1) The IDEAS-PD system is the mechanism for electronic commerce in the National Park Service.  IDEAS-PD has proven capable of successfully integrating with the Department of the Interior (DOI) National Business Center (NBC) system for electronic commerce.  Vendors may search and quote through the DOI NBC, which responds electronically back to the originating Contracting Officer for quote evaluation and award.

2) Effective October 1, 2001, all NPS procurement transactions, including all award documents of $25,000 and above are required to be made using electronic commerce.  Additionally, consideration of the use of electronic commerce methods shall be made for all transactions under $25,000, excluding the micro-purchase level.

The official record file of contracts and associated materials remain the responsibility of the initiating contracting office.  Specific instructions for utilizing these electronic commerce methods will be provided separately to your IDEAS coordinator.

NOTE:  Above text excerpted from memo dated September 6, 2001

Subject: Electronic Commerce Policy

Issued by NPS Associate Director, Administration

c. Prompt Payment Act (PPA) OMB Circular A-124

1) You may access the PPA at http://www.fms.treas.gov.  The PPA is the regulatory authority required for processing the majority of payment requests.  Processing payments in accordance with the PPA will ensure that rules and regulations set forth in the PPA are adhered to in order to process payments timely and accurately.  

d. Tax Identification Numbers (TIN)

1) Effective January 1, 1996, the Department of Treasury required a TIN be included in all payment requests (see Prompt Pay rule – 5 CFR Part 1315).  The 9-digit TIN is a unique identifier assigned to individuals and businesses that file a Federal tax return.  A TIN containing less than 9 digits or containing alpha characters is considered an invalid TIN.  Examples of invalid Social Security Numbers (SSN) would be those beginning #’s 8xx, 9xx, or above 728.  In addition, SSNs containing all 0’s (zeroes) in the middle or ending numbers are invalid.

· The Social Security Number (SSN) serves as the individual taxpayer’s TIN

· The Employer Identification Number (EIN) serves as a business’s TIN  

2) The Internal Revenue Service (IRS) assigns the EIN and Social Security Administration assigns the SSN.  

e. Dun & Bradstreet Numbers (DUNS)

1) A DUNS number is a unique 9-digit identification number assigned to the physical location of the vendor http://www.dnb.com.  The vendor uses the DUNS when registering in CCR.  The procurement and/or contracting staff must verify the DUNS number provided by the vendor is correct.

f. Period of Performance (POP) vs. Period of Service (POS) for Invoicing  

1) The POP is the established contractual overall performance period. 

2) The POS is the timeframe when the contractor or vendor performed/provided the services in accordance with the POP, and for which the contractor or vendor invoices the NPS. 

From a financial audit perspective, it is required that each invoice and/or receiver document specifies the applicable POS.  This is the timeframe when the vendor performed/provided the service(s), (e.g., services performed/provided between September 1, 2010 – September 30, 2010), not the period of performance covered by the acquisition award (e.g., contractually specified October 1, 2009 – September 30, 2010) timeframe.  
Identifying the POS on the invoice and/or the receiver document is critical in determining an appropriate accounts payable liability, an essential element for producing accurate financial statements, ultimately affecting the NPS audit opinion.

g. Fiscal Services/Accounts Payable Team (FS/AP Team)

1) Before any payment requests are processed, the requesting office must verify each request to ensure it meets the guidelines set forth in the PPA.  Upon receipt at AOC, the FS/AP Voucher and Accounting Technician will perform a second audit of the request, enter the payment into Federal Financial System (FFS), and schedule payment through Treasury.

h. Contracting Officer (CO)

2) A Contracting Officer has the authority to enter into, administer, and/or terminate contracts.  The CO also has the authority to make related determinations and findings.  The term Contracting Officer includes certain authorized representatives of the Contracting Officer acting within the limits of his or her authority as delegated by the Contracting Officer.  Administrative Contracting Officer refers to a Contracting Officer who is administering contracts.  Termination Contracting Officer refers to a Contracting Officer who is settling terminated contracts.  A single Contracting Officer may be responsible for duties in any or all of these areas.  Reference in regulation 48 CFR Chapter 1 to administrative Contracting Officer or termination Contracting Officer does not:

a) Require that a duty be performed at a particular office or activity, or

b) Restrict in any way a Contracting Officer in the performance of any duty properly assigned.

5. Interest Payment Reports

a. Each month, AOC generates reports for the payments that were subject to interest.  A designee for each region reviews the reports.  

b. The AOC uses the summary reports of interest payments for each month to calculate a percentage of interest.  AOC forwards this information to the Department of the Interior, Office of Financial Management monthly as required by FMM 2009-002.  The DOI, Office of Financial Management is required to report the financial performance metrics data to the Government-wide Metric Tracking System for the financial management scorecard.  The interest reports are available through Document Direct.  The FFS IRCT table contains a description of interest reason codes.  These codes are:

	A
	–
	FIELD OFC:  Late Invoice

	B
	–
	FIELD OFC:  Late Acceptance

	C
	–
	FIELD OFC:  PX/CX Delay

	D
	–
	FIELD OFC:  Wrong Cost Account

	E
	–
	FIELD OFC:  Invoice Not Stamped

	F
	–
	FIELD OFC:  Fixed Assets

	G
	–
	FIELD OFC:  IDEAS

	I
	–
	FIELD OFC:  Original Document Lost

	L
	–
	LEAD:  Processing Delay

	N
	–
	SYSTEM PROBLEM/Including Tape Problem

	O
	–
	EXAMINER:  Disc Taken in Error

	P
	–
	EXAMINER:  Processing Delay

	R
	–
	EXAMINER:  Data Entry Error

	S
	–
	SYSTEM GENERATED CODE

	T
	–
	FIELD OFC:  Improper Inv/Doc

	U
	–
	INSUFF APPROPRIATIONS

	V
	–
	Not Logged In at AOC


c. The Report IDs are:

1) RNPMINT1 – Monthly interest report by organization code and voucher number

2) RNPMINT2 – Monthly interest summary by region/division

3) RNPMINT3 – Monthly summary of interest by reason code

6. Obligations

The complete IDEAS PowerPoint Training document may be found at:  http://www.wcp.den.nps.gov/Policy-Program/IDEAS
a. Purchase Requestor’s Responsibilities:

1) Choose the correct template on the Purchase Request (PR) in IDEAS

2) Choose correct Budget Object Code (BOC) 

a) You may find definitions of current BOC at AOC’s website,

http://www.aoc.nps.gov 
3) Select appropriate PR approval, i.e., budget approval

a) Fund Certifying Officer/Budget Analyst

(1) Verify account to include all elements – org code, project, PWE, BOC

(2) Verify the account in FFS

(3) Verify the funds are available

b) Fund certifier
b. Contracting Officer Responsibilities:

1) Verify use of correct template for the PR action in IDEAS 

2) Verify/Review selection of the correct BOC

3) Select FFS Link to obligate the order in FFS 

4) Use EC

5) FPDS-NG, when required

c. AOC Responsibilities:

1) Verify/Review use of correct BOC 

2) Verify obligation before payment

7. Methods of Payments

a. AOC processes commercial vendor payment in one of two methods:

1) Electronic Funds Transfer (EFT) – Treasury processes payments directly to the vendor’s bank account.  Treasury processes EFT through the Automated Clearing House (ACH) or Fedwire.

a) Debt Collection Improvement Act (DCIA) of 1996 mandated that all federal agencies process all payments by EFT, unless an exception is met (see Appendix 6)

b) Treasury EFT rule – 31 CFR Part 208

c) Prompt Payment Act rule – 5 CFR Part 1315

d) FAR EFT rule – 48 CFR Parts 13, 15, 32, 52

2) Treasury check – If a waiver is granted, as per Appendix 6, a Treasury check may be issued to the vendor and sent via mail to the remittance address. 

b. There are three methods of payments park and program offices use to process commercial vendor payments:

1) Government-issued Charge Card

a) Issued to personnel without Contracting Officer warrants awarded under the DOI Contracting Officers Warrant System, as a means of making and/or paying for micro-purchases of supplies and services for purchases of up to $3,000 for supplies and services except for construction.  The micro-purchase threshold for construction services subject to the Davis-Bacon Act is $2,000.  Acquisitions of services subject to the Service Contract Act have a threshold of $2,500.

b) Contracting Officers may use the charge card for supplies and services above the micro-purchase level up to their open market warrant limit (as a payment method) for open market purchases and their authorized established sources limit (as a payment method) for JWOD, FPI, GWAC, MAS, GSA Advantage, and Bureau or DOI IDIQ contract orders.

c) DOI and NPS policy requires the cardholder’s and the approving official’s review and approval of all transactions on the monthly statement by signing the statement within 30 days from the date of the cardholder’s statement of account.  Approving officials are relied upon heavily to ensure proper use of the card and to maintain a program with utmost integrity.

d) You may locate the DOI Integrated Charge Card Guide at http://www.doi.gov/pam/chargecard 
2) Checks 

a) Convenience checks are available, at bureau discretion, in the purchase business line only.  Check with the park and/or program office Agency/Office Program Coordinator for additional information and spending authority.

3) Third Party Draft (TPD)

a) The TPD payment system is an alternate method of payment that replaces most cash payments previously made through the imprest fund system.  Currently, the spending limitation for a TPD is $2,500. 

b) Refer to the NPS Third Party Draft Payment System Policy and Procedures for complete information. 

c) Refer to Appendix 6 for waiver conditions for EFT payments.

d) There are some TPDs that are subject to IRS 1099 Reporting based on the budget object code.  These TPDs require complete and accurate name, address and TIN information as reported to IRS.  Instructions can be found in the AFS3 Users Guide for TPDs, page 14, number 10.

e) Local travel expenses and/or employee reimbursement cannot be paid with a TPD for any employees.  Refer to Appendix 6. 

8. Valid and/or Proper Invoice

a. Upon receipt of a valid and/or proper invoice, the park or program office must date stamp the invoice with the date received at the park/program office, and review it carefully in accordance with the FAR 32.905 http://www.arnet.gov/far/.  The invoice must be an original invoice or a photocopy that is ‘Certified in Lieu of Original’ with an original signature and date of certification.  AOC recommends using blue ink for the signature for quick identification that the document is a valid and/or proper invoice.  You must follow up a facsimile by sending the original or ‘Certified in Lieu of Original’ invoice to AOC, annotate that the invoice was previously faxed indicating the date of the facsimile.  This will eliminate the potential for a duplicate payment.  AOC will not process payments based on a Statement of Account with a Vendor.
b. A proper invoice must include the following items (except for interim payments on cost reimbursement contracts for services):

1) Name and address of the contractor.

2) Invoice date and invoice number.  (Contractors should date invoices as close as possible to the date of mailing or transmission.)

3) Contract number or other authorization for supplies delivered or services performed (including order number and contract line item number).

4) The description, quantity, unit of measure, unit price, and extended price of supplies delivered or services performed.

5) Period of Service for services rendered.

6) Shipping and payment terms (e.g., shipment number and date of shipment, discount for prompt payment terms).  Bill of lading number and weight of shipment must be shown for shipments on Government bills of lading.

7) Name and address of contractor official to whom payment is to be sent (must be the same as that in the contract or in a proper notice of assignment).

8) Name (where practicable), title, phone number, and mailing address of person to notify in the event of an improper invoice.

9) Taxpayer Identification Number (TIN).  The contractor must include its TIN on the invoice if required by agency procedures.  

10) Electronic funds transfer (EFT) banking information:

a) The contractor must include EFT banking information on the invoice only if required by agency procedures
b) If EFT banking information is not required to be on the invoice, in order for the invoice to be a proper invoice, the contractor must have submitted correct EFT banking information in accordance with the applicable solicitation provision (e.g., 52.232-38, Submission of Electronic Funds Transfer-Central Contractor Registration, or 52.232-34, Payment by Electronic Funds Transfer-Other Than Central Contractor Registration), or applicable agency procedures.
c) EFT banking information is not required if the Government waived the requirement to pay by EFT.

11) Any other information or documentation required by the contract (e.g., evidence of shipment).

In accordance with FAR 32.95 (C) (3), “Payment Documentation and Processes”, if the invoice does not comply with the above requirements, it is deemed improper or defective and you must reject the invoice.  The designated receiving office must return it to the contractor/vendor within:

(a)
7 days after receipt 

(b)
3 days on contracts for meat, meat food products, or fish 

(c)
5 days on contracts for perishable agricultural commodities, dairy products, 


edible fats or oils, and food products prepared from edible fats or oils 

b. You must convey the reason(s) why it was not a proper invoice to the contractor/vendor, and request the contractor/vendor to send a corrected invoice.  Upon receipt of a corrected invoice, date-stamp it immediately, and continue the payment process.  If such notice is not timely, then the designated receiving office must adjust the due date to determine an interest penalty, if any.
c. Any documentation you can provide to AOC to convey issues with an invoice will help AOC Voucher & Accounting Technicians determine the due date of the payment.  Remember to include the documentation when you submit the request for payment to AOC.
d. For Interim Payments, refer to the contract for additional requirements.  An interim payment request under a cost-reimbursement contract for services constitutes a proper invoice if it includes all of the information required by the contract.
e. For additional invoice requirements for A&E, Cost Reimbursement, and Construction payments see detailed payment procedures in Section E, J, and K.
9. Receivers/Receiving Reports 

a. Refer to Federal Register, 5 CFR Part 1315, Prompt Payment, final Rule, Section 115.9 Required Documentation (c).

b. A receiver or receiving report is written or electronic evidence of receipt and acceptance of goods or services by the Government.  It is required for all payment requests. 

c. Per ACH/EFT format, only one invoice per receiver/receiving report.  The ACH/EFT format in FFS will only allow for a twenty-digit code.  Blanket Purchase Agreements can have more than one invoice, but are defined by month (i.e., only one month’s invoices may be attached to a monthly receiver). 

d. Receiving reports must contain the following information:

1) Valid receiver number, and progress payment number, (receiver)

2) Procurement Document number 

3) Name and Address of Vendor

4) Receiving Location 

5) Description/quantities of goods or services received (receiving report)

6) Period of Service(s) (POS)/Delivery Date 

7) Acceptance date of goods or services 

8) Authorized payment amount

9) For multiple lines of accounting, provide FFS accounting line and amount authorized for payment from that line.  In IDEAS, this information must be in Comment Block. (receiver) If using a DI-102, information must be in Accounting & Appropriation Data block. (receiving report) 

e. The CO or receiving/certifying official must certify and release electronic receiving reports in IDEAS before sending the invoice to the AOC for payment (See exceptions for Construction Payments.)  For receiving reports prepared manually, the receiving official must print or typewrite his/her name along with his/her signature.  Without a printed name, some signatures are illegible.

10. How the AOC Determines the Due Date of Payment, Interest Calculation 

a. The AOC looks for three dates when it determines the due date of a payment for any order/contract other than construction: 

1) The invoice date

2) The date-stamp date or notation in the comments section of the receiver when the park/program office received the invoice

3) The receive date – i.e. date of acceptance of goods or services 

b. The AOC follows the rules listed below, depending on which date(s) are on the invoice:

1) If there is an invoice date, but no date received stamp on the invoice or notation in the comments section of the receiver by the park or program office, then the payment is due 30 days after the invoice date.  Even if you provide an acceptance date, AOC cannot use it because you have not date-stamped your invoice.  Refer to 5 CFR 1315.4(B). 

2) If there is an invoice date and date received stamp on the invoice or notation in the comments section of the receiver by the park or program office, but no acceptance date, then the payment is due 30 days after the date received stamped on the invoice or notation in the comments section of the receiver.  For payments under monthly maintenance contracts, the AOC uses the last date of the service month as an understood acceptance date.

3) If there is an invoice date, a date received stamp on the invoice or notation in the comments section of the receiver, and an acceptance date, then the payment is due 30 days after the date-stamp date or the acceptance date, whichever is later.

a) The FFS calculates the amount of interest based on the dates entered into FFS based on the scenarios above.  The AOC can accelerate payments under 5 CFR Part 1315, Prompt Pay Final Rule, on a case-by-case basis.  Parks/program offices must coordinate with the FS/AP Voucher & Accounting Technician.

11. IDEAS Process

a. Initiation of a Purchase Request (PR) through use of the IDEAS Program is the basic step in creating an obligation, which will result in an order to a vendor requiring payment processing.  The Purchase Requestor is the primary individual responsible for selecting the correct Budget Object Code (BOC).  All subsequent reviewers and/or approvers have the responsibility to verify the accuracy of the selected BOC.  The funding strip templates in IDEAS are predicated on the BOC as follows:

2008…XXXX…252R…XXX…XXXX

1) 2008 represents the applicable fiscal year containing four digits

2) xxxx represents the numeric organization code of the cost account

3) 252R represents an example of a valid BOC, use the applicable BOC for the procurement action

4) xxx represents the alpha/numeric Program Work Element (PWE)

5) xxxx represents the (optional) alpha/numeric project number, if required 

b. Indicate the appropriate data in all Funding Strip Blocks designated by an "X" in the example above.  Do not leave XXXX’s in any data element block because it will not pass the edits in FFS and will cause the document to reject.  The Project/Job is the only data element block that is an optional field

c. A proper PR document number is created and identified in the following manner:

1) Eleven characters total consisting of one alpha character and ten numeric digits - no hyphens or punctuation of any kind.  For example, R3000080234


R
3000
08
0234

(a)
(b)
(c)
(d)

(a) =
Procurement Action Type (1 alpha character – see IDEAS descriptions below)

(b) =
Initiating Park/Program Office Organization Code (numeric - 4 digits)

(c) =
Fiscal Year Code (numeric - last 2 digits of FY) 

(d) =
Sequential Numbering System (numeric-4 digits) assigned by the park or program office.  The first digit should ALWAYS be a zero (0) e.g. 0234 (See Receiving Report section for allowable variation in “D” procurement actions only)

d. The first character of the IDEAS Document Numbering System has been created in order to identify various purchase/procurement actions as follows:

	A
	–
	BPA Calls

	B
	–
	BPA Setups

	C
	–
	Contracts

	D
	–
	Delivery Orders

	F
	–
	Interagency Agreement

	G
	–
	General Agreement

	H
	–
	Cooperative Agreement

	I
	–
	IFB (Sealed Bid)

	J
	–
	Task Agreement

	L
	–
	License Agreement

	N
	–
	RFP (Negotiated)

	P
	–
	Purchase Order

	Q
	–
	RFQ (Quotes)

	R
	–
	Requisitions

	T
	–
	Task Orders

	V
	–
	Credit Card

	X
	–
	Third Party Draft 

	Z
	–
	Receiving Report

	E
	–
	Announcements


This unique numbering process flows through the life of the Purchase Request, e.g. #0234:

1) Purchase Request     R8050080234

2) Request for Quote    Q8050080234

3) Purchase Order         P8050080234

4) Receiving Report     Z8050080234

e. If more than one payment for an order is anticipated, such as a partial shipment of merchandise or progress payments for a monthly service contract, the person completing the Receiver must maintain the Receiving Report number as close as possible to the original.  Generally, users may vary only the last four digits by changing the first numeric digit of the four digit sequential number to an alpha character.  Three monthly Receiving Reports (Payments) for the same contract will appear as follows:  

1) Z805008A234, where A is the first payment

2) Z805008B234, where B is the second payment, and 

3) Z805008C234, where C is the third and final payment 

f. Exception, for option year contracts that may have up to 60 payments, if they go for five years with monthly invoices, drop the beginning fiscal year digit and use AA, AB, AC, etc. for payment request number 27 through 60

1) Z80508AA234, where AA is the 27th payment

2) Z80508AB234, where AB is the 28th payment

g. For additional information, see the IDEAS Training Manual section on Receiving Reports.

12. Assignment of Payment Numbers by AOC

a. Purchase Orders and Delivery Orders
The payment number will depend on whether the payment is a one-time payment, partial payment or final payment.

1) The order number is P8050100234

2) If this is a partial payment one, the payment number will be 01805010234.  The “P” is dropped and the zero behind the fiscal year is dropped.  If this is the second payment the payment number will be 02805010234, and so on.

3) If this is a one-time payment or a final payment, the payment number is the order number – P8050100234.
b. Contracts, Cooperative Agreements, Task Agreements, and Task Orders
The payment number will depend on whether the payment is a one-time payment, partial payment or final payment.

1) The order number is C8050100234

2) If this is a partial payment one, the payment number will be C805010234A.  The zero behind the fiscal year is dropped and an A is used at the end of the order number.  If this is the second payment the payment number will be C805010234B, and so on.

3) If this is a one-time payment or a final payment, the payment number is the order number – C8050100234. 

13. Payment Procedures (Documents Obligated in IDEAS)

a. Purchase Order for supplies and services

Acquisition Steps:

1) Park or program office receives the invoice.

2) Date-stamp with dated received at the park or program office and log the invoice on an invoice register, or other tracking system/mechanism.

3) Perform checks to be sure the invoice is a proper invoice, if the invoice is improper, return it to the vendor (“refer to Federal Register, 5 CFR Part 1315, Prompt Payment, Final Rule, Section 1315.9 Required Documentation (b) and (c)”…..for proper/improper).

4) Verify funds availability in FFS against the obligation amount.  FFS obligation table screen prints are not required to be submitted to AOC with the payment package.  Receivers should state the funding line to be expensed.

5) Invoice copy or other notice is sent to the purchase requestor or Contracting Officer’s Representative (COR) for review, a date of acceptance, and recommendation/certification for payment, identifying the lines of accounting for payment purposes in accordance with award document.

6) COR, procurement office, or the purchase requestor prepares a receiver in IDEAS within 3-5 calendar days of receipt of the invoice; signifying the recommendation/certification for payment, identifying lines of accounting for payment purposes.  Note: per ACH/EFT format, submit only one invoice per receiver. 

7) Procurement office matches receiver and invoice, verifies lines of accounting, performs quality control on receiver, approves, and releases the receiver.

8) The procurement official must check the final invoice amount against the FFS balance.  He/she must prepare an SF-30 (modification) to de-obligate excess funds, prior to sending the final invoice to AOC for payment.  Failure to do this will result in erroneous balances remaining on the Undelivered Orders (UDO) Report.  In an effort to reduce the number of open balances on the UDO Report, AOC will finalize payments when the amount of goods ordered matches the amount of goods received, but the dollar amount billed is less than the original obligation.  On orders that are billed monthly AOC will close any remaining balances after the receipt and payment of the invoice for the twelfth or final month of period of performance.

9) Procurement official writes receiver number on the invoice, forwards original invoice to AOC in a timely manner.  Retain a copy of the invoice in the procurement file.  Include the name and phone number of the procurement official with the invoice packet.  This will help AOC Voucher & Accounting Technicians contact the appropriate official for additional information, if necessary.

10) Procurement official annotates invoice register or other tracking system, with date forwarded to AOC.

Note: Annotate invoice log or register.  Refer to Appendix 2 for sample of invoice log or register

AOC Steps:

1) When AOC receives the invoice, AOC staff stamp the invoice with the date received 

2) Proceed with Audit Process

3) The AOC Voucher and Accounting (Voucher & Accounting) Technician prints the obligation documents from IDEAS.  The payment request is matched to the obligation document line for line, item for item

4) The receiver is printed from IDEAS and audited for completion:

a) Certifying signature (as marked by IDEAS on Receiver when Released)

b) Vendor name and address

c) Document number

d) Date goods/services were received

e) Receiving location information

f) Acceptance date

g) Period of service for services rendered

h) Payment is partial or final 

i) The line number, account number to charge the payment, and the amount

j) Upon completion of the audit of the documentation, if applicable, the Voucher & Accounting Technician will create a file and a payment log for partial payment requests processed against the obligation  

5) The invoice is audited for:

a) The date received at the park or program office

b) To verify that it is an original invoice and meets the PPA requirements for a valid invoice.  Invoices that are not originals must be signed or stamped by the park or program office as, “certified in lieu of original” with an original approved signature and date

c) The invoice and/or the receiving report must include the “period of service” for services rendered

d) Upon completion of the audit of the receiving report and invoice, providing all information is verified and accurate, the Voucher & Accounting Technician enters the payment data into the FFS, stamps or annotates the invoice as paid indicating his/her initials and the date of payment

6) Payments are subject to Prompt Pay Act

b. Call Orders under BPA 

Acquisition Steps:

1) Repeat steps above for purchase orders

2) Exception:  Blanket purchase agreements can have more than one invoice per receiver.  The receiver is defined by month.  Only one month’s invoices may be included with the monthly receiver

AOC Steps:

1) Same as above for purchase orders

c. Construction Purchase Orders/Contracts

Acquisition Steps:

1) Repeat steps above for purchase orders
2) Notice to proceed must be sent to AOC with the first payment in order to calculate period of performance 

3) Reference:  FAR clause 52.232-27 Prompt Payment for Construction Contracts

4) The receiver must indicate 14 day progress payment or 30 days for final payment

5) CO is required to sign the construction invoice or approve and release the receiver

6) A final release of claims is required at any dollar level 

7) Contractor must include a signed Certification of Progress Payments

AOC Steps:

1) Same as above for purchase orders.  See steps 1-2 

2) Exception: See Prompt Pay Act, 1315.14 payments under construction contracts – entire section

3) Note:  progress payments are subject to payment within 14 days after receipt, final payments are 30 days after receipt

d. A&E Contracts

Acquisition Steps:

8) Repeat steps above for purchase orders

9) Exception:  FAR 52.232-26  Prompt Payment for Fixed-Price Architect-Engineer Contracts 

10) Final release of claims is required at any dollar level

AOC Steps:

1) Same as above for purchase orders

d. ID/IQ Contracts and Task Orders

Acquisition Steps:

1) Repeat steps above for purchase orders

2) Exception:  

a) Progress payments are not allowed for task orders 

b) Partial payments are allowed for task orders

3) Release of Claims is required at any dollar level

AOC Steps:

1) Same as above for purchase orders

f. Contracts – Supplies and Services

Acquisition Steps:

4) Repeat steps above for purchase orders

AOC Steps:

1) Same as above for purchase orders

f. Stand-alone contracts/Delivery Orders/Task Orders

Acquisition Steps:

5) Repeat steps above for purchase orders

AOC Steps:

1) Same as above for purchase orders

g. Cost Reimbursement Contracts
Acquisition Steps:

6) Repeat steps above for purchase orders

7) Unique audit requirements per FAR 16

AOC Steps:

1) Same as above for purchase orders 

1. Construction Contracts (including Fixed Price/Lump Sum and IDIQ)

Acquisition Steps:

8) Repeat steps above for purchase orders

9) Release of claims is required at any dollar level

10) After substantial completion invoices should be marked “punch list invoice”

11) Receiver and/or invoice needs to identify when retainage amount needs to be used

12) Note:  task orders for construction will follow purchase order for construction process

AOC Steps:

1) Same as above for purchase orders 

2) Punch list payments relate to hold back (retainage) amount in FFS

2. Federal Financial Assistance – Cooperative Agreements, Task Agreements (and Advance Payment, when applicable)

Acquisition Steps:

13) The Contracting Office processes Cooperative Agreement and Task Agreements in IDEAS in accordance with the NPS Director’s Order #20 Agreements.  Reference the Agreements Handbook, Chapter 4, Section 4.5, pages 51-53.  The handbook supplements the Director’s Order and is located at http://www.nps.gov/hfc/acquisition/agreements.htm.  The DO #20 is located at http://home.nps.gov/applications/npspolicy/DOrders.cfm.  

14) The IDEAS order MUST indicate if advance payment is required.  

15) The agreement is obligated through IDEAS with an FFS link

a) The Trans Code will be ‘M$’ and Trans Type ‘01’

b) For pre-IDEAS agreements, the Trans Code is ‘M1’

AOC Steps:

1) Same as above for purchase orders, when advance payment is not required

2) If advance payment is required:

a) The agreement must specifically indicate that the terms of the agreement require advance payment.

b) Verify the NPS contact name and phone number is indicated on the agreement.

c) The agreement must indicate the frequency for submission of SF-425 Expenditure Reports.  No more frequently than quarterly.

d) SF-270, Request for Advance or Reimbursement is used to request an advance payment.  The authority to make advance payments is contained in 43 CFR 12.61(c) and 43 CFR 12.922.  

e) Recipients can receive advance payments if they follow these procedures:

· Maintain written procedures that minimize the time elapsing between the transfer of funds and disbursement by the recipient.

· Maintain a financial management system that meets the standards for fund control and accountability as described in the OMB Circulars.

· Limit requests for advance payment to the minimum amounts needed.

· Deposit and maintain advances of federal funds in insured accounts whenever possible.

· Account for the receipt, obligation, and expenditure of advance payments.

· Interest earned on advance payments must be accounted for and paid to the Federal Government.

f) Advance payments must be monitored by the key official.  Initial advance payments may be for start-up costs and the recipient should detail the purposes of these costs.  Subsequent advances cannot be authorized until the SF-425 Expenditure Report is received which will account for the advance or a receiver is received acknowledging the previous advance has been expended but the SF-425 has not been received by the Agreements Technical Representative (ATR) or CO.  

g) Enter the advance payment on the payment log sheet.  Advances do not decrease the obligation.  The posting of an expenditure in FFS from the data on the expenditure report will decrease the amount of the advance payment and expends the amount paid from the outstanding undelivered order.

h) Enter the advance payment with the applicable accounting model for advances

· FFS Line #001

· Trans Code: P2

· Trans Type: AD

· Required fields are:  Orgn, BFY, Fund (of the obligation), and amount requested on the advance

i) The NPS ATR for the agreement must review and certify the expenditure reports (SF-425).  The Contracting Officer/Financial Agreements Officer must approve and sign the expenditure report before sending it to AOC.  The expenditure report must be detailed and clearly indicate the amount of the expenditure.
(1) To record an automated payment confirmation

· Trans Code: AD

· Trans Type: 01

(2) To record an expenditure and liquidate the advance (use the same document number and vendor code as the ‘P2’ Advance)

· FFS Line #001

· Trans Code: NC

· Trans Type: 01

· Reference the ‘M1”, ‘M$’ or ‘P$’ obligation document

· FFS Line #002

· Trans Code: NC

· Trans Type: AR

· Reference the BFY, Fund, and Orgn of the obligation.  The increase/decrease indicator is ‘D’

· Note:  Enter partial expenditures as batch documents in order to use the document number used for the advance 

j) The Lead Voucher and Accounting Technician will receive an advance report quarterly.  The Voucher and Accounting Technician will review agreements with advances monthly to assure timely receipt of expenditure reports.  If the Voucher & Accounting Technician does not receive an expenditure report, he/she must contact the NPS contact and the Contracting Officer by email.  The SF-425 cannot be requested more than quarterly.  The Voucher & Accounting Technician must file a copy of all emails and responses in the applicable agreement folder

3. Financial Assistance – Grants Payments

16) AOC processes Grants Payments through the Department of Health & Human Services, Payment Management System (PMS).  Eventually, AOC will process Grants Payments through the U.S. Department of the Treasury’s Automated Standard Application for Payments (ASAP).  

4. Interagency Agreements

Acquisition Steps:

17) Reference: DOI Inter/Intra-Agency Acquisition Handbook, October 23, 2007 version http://www.doi.gov/pfm/handbooks/iaa.pdf.

18) Interagency agreements for services must be obligated in IDEAS.

19) The period of performance must be stated in IAA.

20) Must include a proposed schedule of expenditures.

21) Monthly or quarterly status report of expenditures required (FFS DXRF table may be queried for expenditures).

22) Other agencies/bureaus cannot bill during the last five working days of any month.

23) Billings must include the NPS obligation document number and period of services.

AOC Steps:

1) Same as above for purchase orders.

2) Reference:  IPAC Procedures, which can be found at http://www.aoc.nps.gov.

5. Miscellaneous Transactions – Settlements

24) Settlements to existing contracts follow acquisition process for supply/services purchase orders.

25) Settlements outside existing contracts are evaluated on a case-by-case basis by contracting officials, solicitors, and AOC.

14. Payment Procedures (Non-IDEAS Documents)

a. Bills of Lading (BL)

1) The NPS still uses SF-1103 Government Bills of Lading (GBL), but they are being phased out.  The intended use of a GBL is for international freight services.  The NPS is transitioning to using Commercial Bills of Lading (CBL) for all other transportation services.  As part of future e-Gov travel, the majority of, if not all, transportation transactions can be initiated in the Transportation Management Service Solution (TMSS) system.

2) Freight On board (FOB) destination amounts of $250.00, but not to exceed $500.00 are acceptable.  Any amount for shipping charges over $500.00 must have the carrier’s freight bill and supporting documentation submitted to the AOC, Fiscal Services, Travel and Transportation respective section for payment.

b. BL’s – Permanent Change of Station (PCS) and Straight Freight

1) AOC submits all BLs to the Commercial Traffic Company (CTC) for a pre-audit and approval prior to payment, unless GSA has approved the vendor to audit its own BL’s.  An approved company does not have to submit its BL’s to CTC for pre-audit. 

The park/program office must obligate all Permanent Change of Station Bills of Lading in FFS using an ‘M1’ transaction code.

2) Park/Program Office Responsibility for Obligating PCS Bills of Lading:

a) The park/program office must assign a document number as follows, e.g. BLLD2345671:

· The first two characters must be ‘BL’, for Bill of Lading.
· The next character must be the alpha code assigned to the fiscal year, i.e. FY10 is ‘L’.
· The next 8 digits must be the entire ‘GBL number assigned by GSA.’

b) In order to locate an obligation in FFS for BLs, parks/program offices must use this standard document-numbering scheme because AOC pays the transportation company using this standard scheme.

c) The designated park/program office must obligate the BL in FFS and forward a copy to the AOC, Attention:  Travel and Transportation Section A or B (depends on the region).  Check AOC’s website for the respective section responsible for processing your region’s BLs.

3) AOC Payment Steps – PCS Bills of Lading:

a) The carrier submits SF-1113, Public Voucher for Transportation Charges, supported by the original GBL to the AOC.

b) The designated staff stamps it with the date and time received.

c) The carrier must complete the SF-1113, Public Voucher for Transportation Charges by certifying the charges are correct in the “Payee’s Certificate” section, including all required signatures.

d) The SF-1113 must have the carrier’s Standard Carrier Alpha Code (SCAC) number.

e) Check for pre-audit and approval stamp on the public voucher.

f) Check to see if the BL has been obligated by the park.  If it is not obligated, AOC will notify the park to obligate the SF-1103 in FFS for the amount billed by the carrier.

g) Check to make sure that the payment is not a duplicate payment.

h) AOC processes the payment for the SF-1113 for Permanent Change of Station BLs in FFS using a transaction code of ‘TP’.  For straight freight BLs, AOC processes the payment with a transaction code of ‘P4’
· The first two digits of the first payment will be BL.
· The first two digits of the 2nd, 3rd, etc. payments should be 02, 03.  etc.

c. Claim for Reimbursement of Expenditures on Official Business (SF-1164)

Initiation Process:

1) Employee completes and signs the Claim for Reimbursement of Expenditures on Official Business, SF-1164.  

2) Employee submits the claim to park or program office for review and approval signature and date.

3) Effective immediately, employees must submit a SF-1164 for local travel and other employee reimbursement to AOC via the park or program office (Appendix 6). 

4) Payment is processed by AOC, however, the park/office assigns an eleven character document number; without this number AOC cannot process for payment and the SF-1164 will be returned for correction, delaying the payment:

a) The first two characters are the alpha characters applicable to the document type assigned to the request for reimbursement.  For example, ‘LT’ would be assigned to local travel expenses, while ‘MR’ would be assigned to a miscellaneous reimbursement. 

b) The next four digits are the initiating organization code.

c) The seventh digit is the alpha character assigned to the fiscal year, i.e. FY 2010 is ‘L’.

d) The last four digits are a sequential number.

5) Park or program office maintains a log of ‘LT’ and ‘MR’ document numbers used. 

6) Verify the Social Security Number. 

7) Provide description of the reimbursement, to include dates and points of departure and return from local travel.  Also, need to include brief description of purpose of local travel.

8) Provide the fiscal year, cost account, budget object code, and amount.  If fiscal year is not provided, AOC will default to the current fiscal year.

9) Provide EFT information.

AOC Steps:

1) AOC receives the Claim for Reimbursement of Expenditures on Official Business and date stamps with date received.

2) The Voucher & Accounting Technician audits it for:

a) Document number.

b) Verify the vendor is in the VEND table in FFS, if not provide to Accounts Payable Supervisor to enter the data in the VEND table with current: 

· Cost Account
· Amount
· Description of reimbursement
· Signatures

c) The Voucher & Accounting Technician enters it into FFS for processing the payment.

d) Claims for Reimbursement of Expenditures on Official Business are not subject to Prompt Payment Act.  AOC processes upon receipt.

d. Equal Employment Opportunity Settlement Payments (EO)

Initiation Process: 

1)  The EEO Office submits payment documentation consisting of a memo from the EEO office and the settlement document.  There are no invoices for EO settlement payments.

2) Documents must be dated and signed.

3) The EEO office assigns an 11 alpha/numeric document number, e.g. EO-2635-L-0001.

a) The first two alpha characters are EO for EEO settlement payment.

b) The next four digits are the initiating organization code.

c) The seventh digit is the alpha character assigned for that FY (i.e., FY 2010 is ‘L’).

d) The last four digits are a sequential number.

4) The EEO office should maintain a log of EO document numbers used for settlement payments.

5) The EEO Office must verify the individual payee’s Social Security Number.  Companies and attorneys must have a TIN number indicated on the memo or within the settlement papers.  The FNP number must be on the memorandum from EEO.

6) Attach the court settlement as backup to the EEO memo used to support the payment.

7) Include the EFT information in the EEO memo, unless specific instructions within the court settlement stipulate payment by check. 

8) The applicable fiscal year for the charge, the cost account, budget object code, and amount must be included on the memo from EEO.

9) Send the settlement payment package in a blue envelope to the Team Leader, Fiscal Services Team.  The Accounts Payable Supervisor for the respective region processes settlements.

AOC Steps:

1) AOC receives the request for payment, date stamps the request.

2) Verify the payee is in the VEND table in FFS.  If not in FFS, the supervisor will establish the vendor information in the VEND table verifying there is a TIN or SSN and EFT information.  At this time, verify whether the payee is subject to 1099 reporting.  If so, enter the appropriate data in the applicable field on the VEND table.  

3) Payment to individuals may or may not be flagged for a 1099 based on the information stipulated in the settlement agreement.  Companies and attorneys are always flagged to receive a 1099.

4) Verify the payment has:

a) Document number.

b) The fiscal year applicable for the charge, a valid cost account, budget object code, and amount to be paid.

c) Court Settlement papers.

d) Signature by EEO Office.

5) EEO settlement payments are not subject to terms of the Prompt Payment Act.

6) AOC processes EEO settlement payments immediately upon receipt at AOC.

7) The Accounts Payable Supervisor maintains EEO settlement payment files in a secure file.  They are not filed with regular payments.

e. Imprest Funds (IF)

10) The Department of the Treasury issued the Imprest Fund (IF) Policy directive November 9, 1999.  In accordance with the Debt Collection Improvement Act of 1996, federal agencies must make payments via EFT.  The IF Policy requires all federal agencies to eliminate use of imprest funds by October 1, 2001, except where provided under the Imprest Fund Policy Directive.  The policy was updated September 30, 2004.  Imprest fund cashiers may be designated as one of three classes:

· Class A Cashier – One who is authorized to make disbursements may not advance an imprest fund to another cashier, except to an alternate cashier.
· Class B Cashier – One who is authorized to make disbursements and may also advance funds to an alternate cashier or sub-cashier.
· Class D Cashier – One who is designated solely for change making purposes.

11) To maintain an imprest fund, a park or program office must meet one of the following waiver conditions:

a) A payment by EFT is waived in accordance with the provisions of 31 CFR 208, Management of Federal Agency Disbursements, at Section 208.4, Waivers,

b) Payments that involve national security interests, war time needs, national emergencies, or military operations,

c) Payments made in furtherance of a law enforcement action,

d) The amount owed is less than $25,

e) The political, financial, or communications infrastructure of a foreign country does not support payment by any other non-cash mechanism, or

f) Payments made in emergencies or in mission critical circumstances that are of such an unusual and compelling urgency that the government would otherwise be seriously injured, unless payment is made by cash.

Annual Imprest Fund Certification

1) In accordance with FAM 2001-008, AOC issues an annual memorandum to the Directorate and Field Directorate to distribute to parks and program offices for verification and certification of cashiers and cash advanced through an imprest fund (IF).

2) To replenish an imprest fund, the park and/or program office assigns an 11 alpha/numeric document number, e.g. IF-2635-L-0001.

a) The first two alpha characters are IF for imprest fund replenishment.

b) The next four digits are the initiating organization code.

c) The seventh digit is the alpha character assigned for that FY (i.e., FY 2010 is ‘L’).

d) The last four digits are a sequential number.

3) The park or program office submits a SF-1129, Request for Replenishment of Imprest Funds.  IF sub-vouchers must be numbered sequentially beginning with 0001 at the beginning of each fiscal year.  Each request for replenishment of funds must contain the sequential chronological period from the last voucher until the date of submission of the replenishment voucher.

4) To request an initial advance or an increase to an existing advance for Class A, B, or D Cashier, the park or program office must submit an OF-211 Request for Establishment or Change in Imprest Funds to AOC, Attention: Center Manager.  

5) To liquidate a fund, the park or program office must submit a final SF-1129 requesting the expenses to offset the liquidation of the fund or return a cashier’s check or postal money order in the amount of the outstanding balance and an OF-211 indicating the amount of the reduction or liquidation of the fund.  The OF-211 and supporting documentation must be sent to AOC, Attention: Center Manager.  

6) Resources: 

a) Manual of Procedures and Instructions for Cashiers (Cashier’s Manual) - Department of the Treasury, Financial Management Services.

b) Treasury Financial Manual.

e. Miscellaneous Reimbursements to Individuals (MR)

Initiation Process:

1) Volunteer-in-Park (VIP) completes and signs a Claim for Reimbursement for Volunteer Expenses, Form 10-67 (www.inside.nps.gov) and provides it to the park or program office VIP Coordinator for verification, or

2) The Payee completes a SF-1034 Public Voucher for Purchases and Services Other than Personal and submits it to park/office for review and approval

3) The park or program office assigns an eleven alpha/numeric document number, e.g. MR-2635-L-0001

a) The first two alpha characters are MR 

b) The next four digits are the initiating organization code

c) The seventh digit is the alpha character assigned to the fiscal year ,i.e. FY 2010 is ‘L’

d) The last four digits are a sequential number

4) Park or program office maintains a log of MR document numbers 

5) Verify the accuracy of the Social Security Number 

6) Provide description of the reimbursement 

7) Provide the fiscal year applicable for the charge, the cost account, budget object code, and amount
8) Provide EFT information, or complete the vendor update form

9) Send to AOC for payment

AOC Steps:

1) AOC receives the SF-1034 or VIP Form 10-67 and date stamps it

2) The Voucher & Accounting Technician audits it for:

a) Document number

b) Verify vendor is in the VEND table in FFS, if not provide to Accounts Payable 

c) Supervisor to enter the data in the VEND table

d) The fiscal year applicable for the charge, the cost Account, and budget object code

e) Amount

f) Description of services

g) Signatures

3) Enter into FFS for processing the payment

4) VIP Reimbursements are not subject to Prompt Payment Act.  AOC processes upon receipt 

f. Miscellaneous Transactions to Vendor (MT) (Note:  May include construction settlements.)

Initiation Process:

1) Payee completes a SF-1034 Public Voucher for Purchases and Services Other than Personal 

2) Payee submits SF-1034 to the park or program office for review and approval.

3) Park or program office assigns an eleven alpha/numeric document number, e.g. MT-2635-L-0001

a) The first two alpha characters are MT 

b) The next four digits are the initiating organization code

c) The seventh digit is the alpha character assigned to the fiscal year, i.e. FY 2010 is ‘L’

d) The last four digits are a sequential number

4) Park or program office maintain a log of MR document numbers 

5) Verify the accuracy of the Social Security Number or TIN

6) Provide description of the reimbursement 

7) Provide the applicable fiscal year for the charge, the cost account, budget object code, and amount
8) Provide EFT information, or complete the vendor update form

9) Send to AOC for payment

AOC Steps:

1) AOC receives the SF-1034 and date stamps it

2) The Voucher & Accounting Technician audits it for:

a) Document number

b) Verify vendor is in the VEND table in FFS, if not provide to Accounts Payable Supervisor to enter the data in the VEND table

c) The applicable fiscal year for the charge, the cost account, and budget object code

d) Amount

e) Description of services for reimbursement

f) Signatures

3) Enter into FFS for processing the payment

4) Miscellaneous reimbursements are not subject to Prompt Payment Act.  AOC processes upon receipt 

g. Training (TN)

Park and/or Program Office Responsibilities:

1) Complete the SF-182 Request for Approval Training

2) If paying for training with a Government-issued charge card or Third Party Draft, retain the SF-182 as support for the applicable payment method at the park and/or program office.  Otherwise, continue the following procedures

3) Group training must have a list of names and cost account per individual

4) Provide billing instructions to the training vendor.  The vendor must include the TN number on its invoice

5) Verify the vendor is registered in CCR

6) Assigns an alpha/numeric document number as follows, e.g. TN-2635-L-0001:

a) The first two characters are alpha – ‘TN’ 

b) The next four digits are the initiating organization code

c) The seventh digit is the alpha character assigned to the fiscal year ,i.e. FY 2010 is ‘L’

d) The last four digits are a sequential number

7) Obligate the SF-182 in the FFS with an M1 transaction code and the DUNS number as the vendor code.

8) Do not obligate any training that will be paid via Third Party Draft, convenience check, or government charge card (see appendix 6).  You must indicate the payment method in block 21 under appropriation/fund in the SF-182

9) Upon obligation in FFS, forward a copy of the completed and signed SF-182 to AOC for payment

10) You may use the SF-182 for off-the-shelf training.  Costs up to $100,000 can be signed by Training Coordinator.  In excess of $100,000, the SF-182 must be signed by a warranted Contracting Officer.
11) Reference:  www.doi.gov/pam/coamanual100206.doc Contracting Officers Certificate of Appointment Program

AOC Steps: 

1) AOC receives the invoice and date stamps it with the date received

2) Obligation copy of the SF-182 is pulled from the file 

3) The obligation document is verified and matched to the invoice for:

a) Amount 

b) Name of trainee and/or group training

c) Date of class

4) The Voucher & Accounting Technician verifies the vendor is registered in CCR

5) Payment is subject to Prompt Payment Act

6) The dates used are the invoice date, receipt of invoice date, and the last date of the class

7) There are exceptions.  You may pay training invoices in advance when stated on the invoice.  Other exceptions can be found (Appropriations Law US Code 4109, provides general authority for advance tuition payments)

8) The Voucher & Accounting Technician enters the payment into the FFS 

h. Utilities (UT)

Acquisition Steps:

1) The preferred method of payment for monthly utility costs under $3000 is with a Government-issued charge card.  A warranted Contracting Officer may pay utility bills within the level of his/her warrant.  If the park/program office does not pay the utility bill by charge card, but forwards the payment for processing by AOC, the vendor must register in CCR according to Debt Collection Improvement Act of 1996 and A-123 (see CCR exceptions)

2) Create a vendor log (see page 11, IPAC Procedures) 

3) Assign an 11-digit alpha/numeric document number, e.g. UT-2635-L-0001 

a) The first two characters must be ‘UT’

b) The next four digits are always the initiating organization code

c) The next character is the alphabetical letter assigned to the fiscal year of the document e.g., FY 2010 would be ‘L’

d) The last four digits would be the sequential number assigned by the park/program office

4) If submitting a utility payment to AOC, use a DI-102 Receiving Report as the transmittal document.  

5) You may find a copy of the DI-102 at www.doi.gov/nbc/formsmgt/fm_forms.html#di.
6) Complete all fields on the DI-102.  You must include the DUNS number with the vendor’s name and address for EFT purposes

7) Review the invoice for accuracy including late payment charges, if appropriate

8) The designated approving/certifying official must sign the transmittal document, attach the original invoice to the transmittal document, and forward the payment request to AOC

AOC Steps:

1) AOC receives the invoice date stamps with the date received.

2) The Voucher & Accounting Technician audits the DI-102 Receiving Report:

a) Approving/certifying signature

b) Vendor name, address, and DUNS number for EFT

c) Period of service

d) Cost account number and dollar amount

e) DI-102  must match invoice; the invoice must be an original or one that is ‘certified in lieu of original’ with an original signature and date

f) If it does not match or the invoice is not an original, park must be notified for resolution

g) Payment data is entered into FFS for scheduling and processing through Treasury

h) Utilities are not subject to the Prompt Pay Act; however, they are subject to applicable late payment rates.  AOC processes utility payments upon receipt at AOC.  See 5 CFR 1315.1 (b) (2), and 5 CFR 1315.11 (e) for PPA policy

i. Voucher for Payment under Federal Tort Claims Act, SF-1145 (TC)

Initiation Process:

1) Reference:  OPM 5 CFR Part 177, Administrative Claims Under the Federal Tort Claims Act, http://www.gsa.gov.
2) Park or program office prepares Form SF-1145, Voucher for Payment Under Federal Tort Claims Act with appropriate signatures

3) Park or program office assigns an eleven alpha/numeric document number e.g. TC-2635-L-0001

a) The first two characters are the alpha characters ‘TC’

b) The next four digits are the initiating organization code

c) The seventh digit is the alpha character assigned to the fiscal year, i.e. FY 2010 is ‘L’

d) The last four digits are a sequential number

4) Maintain a log of TC document numbers 

5) Verify there is a Social Security Number or TIN 

6) Provide description of the reimbursement 

7) Provide the cost account and amount

8) Tort claim payees do not have to be registered in CCR, but must have SSN/TIN

9) Tort claims over $2,500 must be approved by the respective Office of the Solicitor (confirm dollar amount)

AOC Steps:

1) AOC receives Voucher for Payment Under Federal Tort Claims Act, Form S-1145 and date stamps with date received

2) The Voucher & Accounting Technician audits it for:

a) Document number

b) Verify the vendor is in the VEND table in FFS, if not provide to Accounts Payable Supervisor to enter the data in the VEND table 

c) Cost Account

d) Amount

e) Description of reimbursement

f) Signatures

3) The Voucher & Accounting Technician enters it into FFS for processing the payment

4) Tort Claims are not subject to Prompt Payment Act.  AOC processes upon receipt

15. Undelivered Orders (UDO) Report Review and Reconciliation

a. All Park and program offices have the responsibility to review, validate, and reconcile UDO reports.  Budget and finance staff must work in concert with Contracting Officers or acquisition staff to assure outstanding orders are valid and accurate.  Only Contracting Officers or designated acquisition staff may modify IDEAS created documents with transactions codes of M$ and P$ for de-obligation of residual funds when the respective FFS line number is complete

b. Budget or finance staff may enter, modify, correct, and delete those undelivered orders entered with an ‘M1’ transaction code

c. The UDO Reports are available through AFS3.  Contracting Officers must request access from his/her respective AOC AFS3 coordinator.  

16. Refunds for Deposits

All refund payments against deposits must be sent to the Accounting Services Team (AST), attention Deposit Lead, at the AOC.  The AST will review the refund request and ensure that the original deposit is modified and move the funds into suspense.  Once the AST has reviewed and approved the refund the documentation will be forwarded to the Accounts Payable Section for payment.
Appendix 1 - Acronyms

	ACH
	Automated Clearing House

	A&E
	Architect and Engineering

	AFS3
	Administrative Financial System – NPS Budget Formulation and Execution Application

	ALC
	Agency Location Code – a four (4) or eight (8) digit identifier for a Federal Agency.  The National Park Service’s ALC for commercial payments is 14-10-0099.  The NPS ALC for grants payments is 14-10-0098

	AOC
	Accounting Operations Center – the NPS Central Finance Office located in Herndon, VA

	A/OPC
	Agency/Office Program Coordinator for the Government-issued charge card

	AP
	Accounts Payable Section of AOC, Fiscal Services Team – responsible for processing commercial payments

	BFY
	Budget Fiscal Year – the fiscal year in which the funds were appropriated

	BOC
	Budget Object Class/Code – a 4-digit code that designates a category in a classification system that presents obligations by the items or services purchased by the Federal Government, e.g. 261A is assigned to supplies

	BPA
	Blanket Purchase Agreement – an agreement between a local vendor and the NPS for purchasing recurring items

	CA
	Cooperative Agreement

	CBL
	Commercial Bill of Lading

	CCR
	Central Contractor Registration

	CCR
	Commitment Control Register – module in AFS3

	CFR
	Code of Federal Regulations

	CO
	Contracting Officer

	COR
	Contracting Officer’s Representative

	COTR
	Contracting Officer’s Technical Representative

	CSC
	Customer Service Center – a GSA procurement source for small purchases

	CTC
	Commercial Traffic Company

	CX
	Contract

	DCIA
	Debt Collection Improvement Act

	DI-1 
	Department of the Interior Form #1 – a requisition that authorizes money to be spent for supplies or services

	DOI
	Department of the Interior

	DSC
	Denver Service Center

	DUNS
	Dun and Bradstreet Number

	EC
	Electronic Commerce

	EEO
	Equal Employment Opportunity

	EFT
	Electronic Funds Transfer

	EIN
	Employer Identification Number

	FAM
	Financial Administrative Memorandum

	FAR
	Federal Acquisition Regulation – the source of policies and guidelines for contracting and procurement within the Federal Government

	FBMS
	Financial and Business Management System  

	FEDSTRIP
	Federal Standard Requisitioning and Issue Procedures – used to order supplies from the General Services Administration

	FFS
	Federal Financial System – the official Finance System used by the NPS

	FOB
	Freight on Board

	FS
	Fiscal Services Team, Accounting Operations Center

	FSS
	Federal Supply Schedule – a GSA procurement source

	FY
	Fiscal Year – a 12-month period beginning October 1 of one year through September 30 of the next year

	GAO
	Government Accountability Office

	GBL
	Government Bill of Lading

	GOALS
	Government On-line Accounting Link System – a Government-wide telecommunications network that provides financial information

	GPO
	Government Printing Office

	GSA
	General Services Administration

	HHG
	Household Goods

	IAA
	Inter/intra-agency Acquisition Agreement

	IDEAS-PD
	Interior Departmental Electronic Acquisition System – Procurement Desktop

	IDIQ
	Indefinite Delivery, Indefinite Quantity

	IF
	Imprest Fund

	IFB
	Invitation for Bid

	IPAC
	Intra-Governmental Payment and Collection System

	IRS
	Internal Revenue Service

	JOB
	Synonymous with Project Number.  A 4-digit alpha/numeric code for project accounting.  Some PWEs require JOB or Project Numbers

	M$
	Line item funding obligation

	M1
	Manual obligation in FFS

	MOA
	Memorandum of Agreement

	MAAR
	Monthly Account Activity Report – the FFS official monthly report that contains the activity of a cost account.  The report lists total obligations, including expenditures and undelivered orders.  The report is available through Document Direct

	MT
	Miscellaneous Transaction

	MOU
	Memorandum of Understanding

	NBC
	National Business Center located in Denver, CO

	NTE
	Not to Exceed

	NTS
	National Traffic Service

	OMB
	Office of Management and Budget

	ONPS
	Operation of the National Park System – the primary appropriation for the NPS for one-year operating funds

	P$
	Contract level funding obligation

	PAID
	Payment Advice Internet Delivery System – where vendors can check payment status

	PCS
	Permanent Change of Station

	PII
	Personal Identification Information

	PMS
	Payment Management System

	POP
	Period of Performance

	POS
	Period of Service

	POV
	Privately Owned Vehicle

	PPA
	Prompt Payment Act

	PR
	Purchase Request in IDEAS

	PWE
	Program Work Element – a 3-digit alpha/numeric code established by the WASO Budget Office to track expenditures and obligations by fund.  Also known as Primary Work Element

	RSA
	Reimbursable Support Agreement

	RFP
	Request for Proposal

	RFQ
	Request for Quotation

	SCAC
	Standard Carrier Alpha Code

	SSN
	Social Security Number

	TCS
	Temporary Change of Station

	TIN
	Taxpayer Identification Number

	TMSS
	Transportation Management Service Solution

	TPD
	Third Party Draft

	UDO
	Undelivered Order – goods and services for which a legal commitment has been made, but for which there is not yet a legal liability to pay because the goods and/or services have not yet been received

	USC
	United States Code

	VIP
	Volunteer-in-Parks

	WASO
	NPS Headquarters located in Washington, DC

	YTD
	Year-to-date


FFS Sec Codes for Document Data Entry Screens and Master Inquiry Tables for Regions and Centers

	AKR
	Alaska Region

	DSC
	Denver Service Center

	HFC
	Harpers Ferry Center

	MAR
	Northeast Region

	MWR
	Midwest Region

	NCR
	National Capital Region

	RMR
	Intermountain Region

	SER
	Southeast Region

	WRO
	Pacific West Region

	WAS
	Washington Office


Appendix 2 – Example of an Invoice Log 

Refer to attached Excel worksheet

Provided by Leo Guillory, Chief, Contracting and Procurement, GOGA.  

Appendix 3 – Steps to Research Payment Data

In FFS, after entering documents as transactions, you may research the status of documents and research payment data associated with the documents by performing inquiries on the tables updated by the various transactions.  The SUSF table is the gateway screen to document data entry screens and master table inquiry screens.  While there are hundreds of tables in FFS, the most common method to research payment data follows. 

Common action codes and respective functions to research payments are:

	Action
	
	Function Code

	
	
	

	L
	–
	Leafs to a specified screen and scans for records based on the data displayed for the current screen

	N
	–
	Goes to the new screen specified in the screen field and clears the screen

	R
	–
	Refills the screen with the next record on file

	S
	–
	Scans table starting with entered key code values


Common tables to research payments are:

	DXRF
	–
	Document Cross Reference Inquiry Table

	PVHT
	–
	Voucher Header Inquiry Table

	PVLT
	–
	Voucher Line Inquiry Table

	VHST
	–
	Vendor Payment History Inquiry Table


All inquiry tables have ‘KEY’ data elements you must enter to find the data specific to your inquiry.

To Research a payment that has been previously obligated:

From the SUSF table, key ‘N’ in the action field and DXRF in the screen field

1) At the Document Cross Reference Inquiry table:

a) Key ‘S’ in the action field, and enter the ‘KEY’ data elements for the transaction code and transaction number, i.e., trans code M1, M$, or P$, and the complete document number

b) Look for the vendor code under the ‘VENDOR’ data element section associated with the payment
c) Key ‘N’ in the action field and ‘PVHT’ in the screen field
d) Key ‘S’ in the action field and key the ‘VENDOR CODE’, ‘TRANS CODE’ (P1), and ‘VOUCHER NO.’

e) Press enter to display the payment data on the ‘PVHT’ table

f) Look at the ‘SCHD DATE’ (scheduled date) data element for payment status

g) Key ‘L’ in the action field and ‘VHST’ in the screen field to leaf to the Vendor Payment History Inquire Table.  The ‘VHST’ table will display the check/EFT data, the ‘CONF DATE’  (confirmed date) and schedule number

To Research an unobligated payment:

1) Follow the same steps for obligated payments, except in bullets c) and f)– key in the trans code ‘P2’ and the complete document number

To research a utility payment:

1) Follow the same steps for obligated payments , except in bullets c) and f) – key the trans code ‘UT’ and the complete document number

Appendix 4 – Commonly Used FFS Tables and Definitions

CCRT (Central Contractor Registration Table)

· Key:  DUNS Number for a vendor
· This table provides the vendor code contained in the VEND table

DXRF (Document Cross Reference Table)

· Key:  Trans Code and Trans (Document) Number

· This is a reference table displaying all transactions recorded in FFS against a specific document number, e.g., for an obligation, the initial transaction and all modifications, corrections, liquidations, cancellations, and payments, posted against the obligation will be displayed

IRCT (Interest Reason Code Reference Table)

· Key:  Interest Reason Code

· This is a reference table displaying the codes assigned to various reasons why FFS calculates late payment interest  
IFHT (Imprest Fund Header Table)

· Key:  Transaction Code and Document Number
· This is a reference header table containing summary information concerning the replenishment of funds to the cashier.  Useful table for tracking imprest voucher payments and travel related third party drafts
IVCH (Invoice Payment Voucher)

· Key:  Vendor Code and Invoice Number
· This is a reference table, which is particularly useful in obtaining check numbers, and the date a check was issued.  When vendors call about late payments, ask them for their invoice number and get the vendor code from the VNAM table.

OBLH (Obligation Header Table)

· Key:  Transaction Code and Order Number
· This is a reference header table containing summary information useful in tracking all obligations except travel.  The table lists all outstanding and some recently closed orders
OBLL (Obligation Accounting Line Table)

· Key:  Transaction Code, Order Number, and Line Number
· This is a reference line table containing the detail cost account information supporting OBLH.  It shows the obligated, closed, and expended amounts by document number, line number, account number and object class code
PROJ (Project Reference Table)

· Key:  Organization Code, Project Number, and PWE
· This is a data entry table which must be established only once for each account.  The table contains summary level information on expenditures and obligations for multiple years
PSDX (Project Spending Cross- Reference)

· Key:  Budget Fiscal Year, Fund, Division, Organization Code, Project Number, and PWE.  This is a reference table containing detailed information organized by project.  It reflects all the spending documents that reference a sub-project with the exception of payroll costs.  When referencing this table, leave the DSVN and RPTG fields blank.  Please note that if in the PROJ table, the PSDX field has an ‘N’, this will prevent the account from reflecting on the PSDX table
PVHT (Payment Voucher Header Table)

· Key:  Vendor Code, Transaction Code, and Document Number
· This is a reference header table containing summary information on outstanding and closed payment documents.  This table will provide you with the date a check request was sent to the U. S. Treasury in the SCHED DATE field

PVLT (Payment Voucher Line Table)

· Key:  Vendor Code, Trans Code, Voucher No., Travel Advance Number, Line Number

· This table contains information by line for budget fiscal year, account number, budget object code, etc. for payments.  You may leaf to the PVLT table from the PVHT table 
RCLA (Receiver Accounting Line Inquiry Table)

· Key:  Transaction Code (RC), Receiver Number, and Ref Accounting Line Number
· This table contains account numbers and amounts charged on each accounting line of accrual (RC) documents
SPDX (Spending Control Document Cross Reference)

· Key:  Budget Fiscal Year, Fund, Division, Organization Code, and PWE
· This is a reference table containing information at the allocation ALCT level broken down by object class code.  The disadvantage of this table is that one must know the object class code of a transaction in order to quickly find it in SPDX.  Payroll transactions are included in this table by budget object code
SPRJ (Sub-Project Table)

· Key:  Budget Fiscal Year, Fund, Organization Code, PWE, and Project Number
· This is a data entry table, which must be re-established with each new budget fiscal year.  The table contains summary level information on expenditures and obligations.  The detailed information supporting the totals in this table--except payroll-- is contained in PSDX.  The authorized amounts recorded in SPRJ are the basis for the authorized amounts stated on the MAAR and the Project Summary Reports
SUSF (Suspense File)

· Key:  Transaction Code, Division, and Document Number
· This is a reference table, which functions as the gateway for document data entry and master table inquiry.  It functions as a holding tank for all transactions recently entered into the FFS system whether or not the system accepted them.  It tracks all scheduled, held, or rejected documents still outstanding at any given point in time until the transactions are archived

TINT (Taxpayer Identification Number (TIN) Cross Reference Inquiry Table

· Key:  Taxpayer ID and Vendor Code

· This table displays the taxpayer ID of record, the vendor codes associated with the TIN, and the vendor’s name

VEND (Vendor Reference Table)

· Key:  Vendor Code
· This is a reference table containing the name and address on each vendor by the established vendor code
VHST (Vendor Payment History Inquiry Table)

· Key:  Vendor Code, Trans Code, and Voucher Number
· This table is a reference table that displays the check/EFT payment data, confirmed date of payment, and the amount of payment
VNAM (Vendor Name Table)

· Key:  Vendor Name and Vendor Code
· This is a reference table containing address information on each vendor.  If you do not know the vendor code, this is where you will find it.  Just key in the vendor’s name until the vendor code is displayed in the appropriate field on the screen.  Some employee’s names are list with last name first
VXRF (Vendor Cross Reference Table)

· Key:  Vendor Code
· This is a reference table containing document reference information on all transactions applicable to a particular vendor.  It will show all partial payments, or recurring payments, such as those for blanket purchase orders, utility payments, etc.
Appendix 5 – Typical Document Number Guide

	Transaction Type
	Typical Document Number Guide
	Typical Transaction Code

	FFS-originated Documents

	Allocation Document 
	ALxxxxFY001
	L1, LA

	Allotment Document
	ACxxxxFY001
	CA

	Bill for Collection
	BCxxxxK0001
	B1, BD

	Blanket Purchase Agreement
	BPxxxxFY001
	M1, RC

	Budget Execution 
	BExxxxFY001
	BE

	Contract
	CXxxxxFY001
	M1, RC

	Cooperative Agreement
	CAxxxxFY001
	M1, RC

	Credit Card Transaction (Bank of Am.)
	BCYEARMNDA
	BC (payments)

	Credit Card Transaction (Bank of Am.)
	PCxxxxYMNDA
	M1, RC (UDOs/Accruals)

	Credit Card Receipt Transaction 
	CTxxxxK0001
	C1

	Customer Agreement Set-Up Document
	RAxxxxFY001
	M1, RA

	Debit Voucher
	DVxxxxK0001
	BD

	Deposit Ticket

Deposit Ticket – TGAnet
	DTxxxxK0001

DTxxxxKT001
	C1

C1

	Equal Opportunity Suit
	EOxxxxFY001
	M1

	Expenditure Transfer
	ETxxxxFY001
	ET

	Fedwire Collection
	FWxxxxK0001
	C1

	Firefighter Payment 
	Schedule # of disbursing officer
	PV

	Government Bill of Lading
	BLYblnumber
	M1, RC, TP

	Government Printing Office 
	GPxxxxFYGPO
	M1, RC

	Government Transportation Request 
	TRxxxxK0001
	T1, RC

	GSA Customer Supply Center Order
	SSxxxxFYTTT
	M1, RC

	GSA Motor Pool
	MPxxxxFY0MO
	M1, RC

	GSA Supply Store Purchase
	GSxxxxFYJUL
	M1, RC

	Imprest Fund
	IFxxxxFY001
	IF

	Income Transfer
	ITxxxxK0001
	C1, IT

	Interagency Agreement
	IAxxxxFY001
	M1, RC

	Local Travel
	LTxxxxK0001
	T1, RC

	Miscellaneous Reimbursement 
	MRxxxxFY001
	M1, RC

	Miscellaneous Transaction 
	MTxxxxFY001
	M1, RC

	OAS-23
	ASxxxxFYOAS
	M1, RC

	IPAC Transaction
	IPxxxxK0001
	M1, RC, C1

	Other Federal Government Payments
	GSxxxxFY001
	M1, RC

	Payroll Accrual 
	PRxxxxYFYPP
	SV

	Payroll Deductions
	TZxxxxK0001
	C1

	Proceeds from Sale (GSA Lot Sale)
	PSxxxxK0001
	CG

	Purchase Order
	PXxxxxFY001
	M1

	Requisition
	D1xxxxFY001
	R2, RQ

	Reserve America
	SPxxxxK0001
	CG

	Sub-Allotment Document
	SLxxxxFY001
	AS

	Third Party Draft
	TDxxxxK0001
	3P, 3Q

	Tort Claim
	TCxxxxFY001
	M1, RC

	Training Order
	TNxxxxFY001
	M1, RC

	Travel Advance
	ADxxxxK0001
	TD

	Travel Authorization
	TAxxxxK0001
	T1, RC

	Utility Payment
	UTxxxxFY001
	RC, UT

	IDEAS-originated Documents; Request for Proposals and Quotes are not obligated

	Blanket Purchase Agreement Call
	AxxxxFY0001
	M$, P$

	Blanket Purchase Agreement
	BxxxxFY0001
	M$, P$

	Contract
	CxxxxFY0001
	M$, P$

	Delivery Order
	DxxxxFY0001
	M$, P$

	Interagency Agreement
	FxxxxFY0001
	M$, P$

	General Agreement
	GxxxxFY0001
	M$, P$

	Cooperative Agreement
	HxxxxFY0001
	M$, P$

	Task Directive
	JxxxxFY0001
	M$, P$

	License Agreement
	LxxxxFY0001
	M$, P$

	Request for Proposal
	NxxxxFY0001
	M$, P$

	Purchase Orders
	PxxxxFY0001
	M$, P$

	Quotes
	QxxxxFY0001
	M$, P$

	Requisition
	RxxxxFY0001
	M$, P$

	Task Order
	TxxxxFY0001
	M$, P$

	Credit Card
	VxxxxFY0001
	M$, P$

	Third Party Draft
	XxxxxFY0001
	M$, P$

	Receiving Report
	ZxxxxFY0001
	M$, P$


	Key to Document Number Guide:

	
	Description

	xxxx
	Organization code

	J or K
	Alpha designator for fiscal year (e.g. "J" = FY 2008; "K"= FY 2009)

	FY
	Last 2 digits of fiscal year

	0001 or 001
	Sequence number

	YEAR
	Calendar year

	MN
	Calendar month

	DA
	Calendar day

	#####
	Last 5 digits of fixed asset number

	GPO
	Last 3 digits of print order number

	TTT
	Last 3 digits of ticket number

	MO
	2 digit month of bill where 01 = October 

	JUL
	Julian date of order where 105 = April 15th, the 105th day of the calendar year

	OAS
	Last three digits of OAS ticket number

	PP
	Pay Period Number

	Y
	Year


Appendix 6 - National Park Service (NPS) Policy on Electronic Funds Transfer (EFT)

I. General Policy

1. It is the policy of the NPS to utilize electronic payment mechanisms to the maximum extent possible.  The electronic payment mechanisms that are in compliance with the Debt Collection Improvement Act (DCIA) of 1996 are:

	For:
	Use:

	Wage, salary, and employee awards
	DD/EFT

	Travel reimbursement vouchers, local & TDY
	DD/EFT

	Cash advances for official travel
	ATM privilege and DD/EFT (non-cardholders)

	Official travel expenses, i.e., airline tickets, rental vehicles, lodging
	Government Contractor-issued charge card

	Miscellaneous purchases
	Government Contractor-issued charge card

	Fleet and vehicle expenses
	Government Contractor-issued charge card

	Vendor Payments
	EFT


1) Direct Deposit for the payment of employee salary, wage and monetary awards through the National Business Center (NBC), Payroll Operations Division (POD), Federal Personnel Payroll System (FPPS)

2) Government issued charge card

3) Convenience checks may be used when the government contractor-issued charge card is not accepted by the merchant.  However, you must obtain approval from your Regional Program Coordinator before using these checks

2. The payment mechanisms which are not in compliance with the DCIA and will require a waiver from EFT are:

1) Payments made by AOC which require a Treasury check

2) Payments made by field locations with the Imprest Fund

3) Payments made by field locations with a Third Party Draft

II. Administrative Procedures for Parks and Offices 

1. Personnel

1) Inform all new employees of the requirement to have their salary and other payments made by direct deposit

2) Provide the appropriate EFT registration form, i.e., SF-1199a, Direct Deposit Sign-up form to the employee.  Please note that each employee must submit a separate SF-1199a to the Servicing Human Resources Office for salary payments and a separate SF-1199a to the AOC for reimbursements via direct deposit for other expenses incurred while on official business.  FPPS is not interfaced with FFS, therefore, separate SF-1199a forms are required for each system

3) Ensure that all monetary incentives and employee awards are paid through the FPPS by the NBC, POD in Denver, CO

4) Advise the AOC Team Leader, Fiscal Services Team (TL/FST) which employees request waivers because it would impose a hardship due to a physical or mental disability, or a geographic, language, or literacy barrier

2. Procurement and Contracting Officials

1) Include appropriate contract language based on current Federal Acquisition Regulations regarding payments by EFT and Central Contractor Registration (CCR)

2) Provide vendors with the requirement to register in CCR prior to award. http://www.ccr.gov
3) Obtain the vendor’s Taxpayer Identification Number (TIN) and DUNS number and either include on the award documents or have the vendor include with their invoices

4) You should consider alternate sources for vendors who refuse to comply with the EFT and TIN requirements

3. Land Acquisition Officials

a) Please include appropriate language when negotiating land acquisitions requiring landowners to accept relocation payments by EFT

b) If landowners cannot accept payment by EFT, please include a statement on the payment request (SF-1034) indicating that payment by EFT would impose a hardship.  AOC will issue a waiver upon request from the Land Acquisition official and payment will be made by check

c) Please include the TIN with all payment requests

4. Administrative Personnel in Parks and Office

a) Please review the payment documentation to ensure the vendor has registered in CCR and that all EFT information is current

b) If the banking information is not provided and is not in the FFS vendor table (VEND), AOC will contact the park/office to obtain the information or provide guidance to request a waiver

c) Submit requests for reimbursement of out-of-pocket expenses incurred for local travel or other out-of-pocket expenditures incurred while performing official business to AOC for processing for payment on the SF-1164, Claim for Reimbursement for Expenditures on Official Business.  Parks and program offices may no longer issue a Third Party Draft to reimburse employees for these types of expenditures, unless a waiver has been approved

d) Please remind travelers on temporary duty travel of the EFT requirement.  All travel authorizations and vouchers under the provisions of the Federal Travel Regulation (FTR) Part 301 must be prepared in the automated e-Travel application (currently GovTrip), and when applicable, routed electronically for review/audit, approval, and payment via direct deposit to the traveler’s bank account.  If an invitational traveler determines that payment by EFT would impose a hardship, please include the following statement on the front of the travel voucher (SF-1012) and have the traveler complete the blank.  Submit the voucher packet to AOC for full audit prior to processing for payment

‘Payment by EFT would impose a hardship due to ________________.’ (fill in the blank with one or more of the barriers listed in Condition 1 of the waivers section)

NOTE:  Per the DOI, Office of Financial Management (PFM), PFM prescribes the use of direct deposit/EFT for the reimbursement of local travel expenses. 

III. Procedures for Payments made by AOC

1. All Non-Employee Payments, including Volunteers-in-Parks

a) If no banking information has been provided by a vendor who is an individual or sole proprietor, the park/office will be contacted by AOC to determine if the vendor can claim a hardship.  If so, AOC will provide guidance to the waiver process based on Condition 1.  This waiver may be self-certified by the vendor and a copy of the original waiver must be kept on site at the park/office for a minimum of three years

b) If a hardship does not apply, AOC will determine whether waiver condition 6 (one-time payment and costs for EFT are excessive) or 7 (public exigency) apply at the request of the park/office.  If so, the park/office will be advised on appropriate waiver procedure.  These waivers must be granted and signed by AOC TL/FST, and the original waiver will be kept at AOC FST for a minimum of three years

c) If no waivers apply and the payment terms require the vendor to provide banking information, the payment will be suspended and the invoice returned to the park/office.  Once that information is provided, the payment will be processed

d) AOC will make every effort to encourage parks/offices to work with vendors to accept these payments by EFT 

2. Travel Reimbursements 

a) If the invitational traveler’s travel voucher (SF-1012) includes the required self-certification statement as per II.4.d above, requesting a waiver under condition 1, when deemed appropriate, payment will be immediately processed following review by TL/FST

b) If no banking information or statement is provided, the traveler will be contacted by AOC to either obtain the banking information or issue a waiver based on condition 1

c) Once the banking information is received or a waiver is granted, the payment will be processed immediately

d) Submit requests for reimbursement of out-of-pocket expenses incurred for local travel or other out-of-pocket expenditures incurred while performing official business on the SF-1164, Claim for Reimbursement for Expenditures on Official Business to AOC, Fiscal Services Team, Accounts Payable Section for audit and payment through EFT, unless a waiver has been approved

IV. Waivers

As per the DCIA of 1996, the Department of Treasury set forth seven (7) waiver conditions in 31 CFR Part 208 under which a waiver from the EFT requirement would be appropriate.  

The first waiver condition allows individuals to self-determine whether the use of EFT would impose a hardship and is based on their self-assessment. 

Condition 1.
An individual with or without an account with a financial institution determines that payment by EFT would impose a hardship due to either a physical or mental disability, or a geographic, language, or literacy barrier, or would impose a financial hardship.  The requirement to receive payment by EFT is automatically waived for all individuals who do not have an account with a financial institution and who are eligible to open an electronic transfer account (ETA) under 31 CFR Part 208.5.

The determination for granting or denying waivers for conditions 2 through 7 must be made by TL/FST. 

Condition 2.
The political, financial, or communication infrastructure in a foreign country does not support payment by EFT.

Condition 3.
Where the payment is to recipient within an area designated by the President or an authorized administrator as a disaster area.  This waiver is limited to payments made within 120 days after the disaster is declared.                                                              

Condition 4.
A response to contingency operations conducted by or in support of the Department of Defense.

Condition 5.
Where payment by EFT may pose a threat to national security, the life or physical safety of an individual may be endangered, or a law enforcement action may be compromised.

Condition 6.
Where the agency does not expect to make more than one payment to the same recipient within a one-year period, i.e., the payment is non-recurring, and the cost for making the payment by EFT exceeds the cost of making the payment by check.

Condition 7.
Where an agency’s need for goods and services is of such unusual and compelling urgency that the Government would be seriously injured unless payment is made by a method other than EFT; or, where there is only one source for goods or services and the Government would be seriously injured unless payment is made by a method other than EFT.

1. Waivers for Non-Employee Payments Processed by AOC

a) Waivers will be considered on a case-by-case basis

b) After the determination is made that a waiver is needed, the Park/Office will complete the enclosed waiver form, selecting the appropriate waiver condition and submit to AOC TL/FST for review if for condition 2 through 6, if for condition 1, the waiver may be self-certified by the park/office and centrally filed at the park/office for a minimum of three years

c) If conditions 2 through 6, upon completion of review, AOC TL/FST will notify the park/office the status of the waiver

d) All waivers will be maintained for a period of three years from the date of issuance centrally filed in the TL/FST office

2. Waivers for Employee Related Payments Processed by AOC

a) Waivers will be considered on a case-by-case basis

b) If an employee is receiving pay via an EFT method, reimbursement for all other costs should be via EFT.  All reimbursements for employees must be sent to AOC for payment.  The method to reimburse an employee is determined on the reason for reimbursement, and can be found either in the AOC Payment Procedures Guide, Director’s Order 31A or 31B

c) All waivers will be maintained for a period of three years from the date of issuance, centrally filed in the park/office

3. Waivers for all payments related to specific incidents or events (e.g., SAR, fires) will be granted by the AOC TL/FST upon request, or declaration of a disaster area by the President.

a) Administrative payment teams for emergencies incidents may continue to make payments by check under conditions 3, 5, 6 and 7

b) Incident payments to Firefighters and other recipients processed by AOC may be made by check under conditions 3, 5, 6 and 7

c) Imprest Fund replenishments under condition 6 and 7

4. If the following are deemed non-recurring payments, a waiver request needs to be sent to AOC TL/FST for review and approval.  Waiver will be granted and centrally filed at AOC FST. 

a) Refunds to individuals for park visitor entrance fees, campground fees, other fee collection revenue, etc., will be considered under condition 6.  You may not issue a third party draft to issue a refund of revenue.  This type of refund may only be processed by EFT or issuance of a Treasury check.  If the individual paid a recreation fee with a credit card, the refund will be processed as a credit to the credit card

b) Attorney fees and settlement payments under conditions 6 and 7

EFT Waiver Request Form

The Debt Collection Improvement Act of 1996 requires that all payments be made by electronic funds transfer (EFT) after January 1, 1999.  Waivers to this requirement can be granted under the conditions described below.  All requests for waiver must be documented.  Use of this form will assist in the documentation process.

(Check the condition which applies and complete the information below, including a detailed explanation of the EFT waiver request.  Additional explanations may be attached to this form, if necessary.)

Waiver Requests Made by an Individual and Sole Proprietors where use of EFT would impose a hardship.  These waivers may be self-certified and centrally filed at park/office.

___      1A.  I do not have an account with a financial institution.


___      1B.  Payment by electronic funds transfer would impose a hardship on me due to a physical or       mental disability or a geographic, language, or literacy barrier, or would impose a financial hardship.

.


Waiver Requests Invoking Natural Disasters, Public Safety or Foreign Payments.  These waivers must be granted through Team Lead/Fiscal Services Team and central filed at AOC.

___
2.  The political, financial, or communications infrastructure in a foreign country does not support payment by EFT.

___
3.  Payment to recipient within an area designated as a disaster area.

___
4.  A response to contingency operations conducted by or in support of the Department of Defense.

___
5.  Payment by EFT may pose a threat to national security, jeopardizes the life or physical safety of an individual, or compromise a law enforcement action.

___
6.  The cost of using EFT for making a non-recurring payment is greater than the cost of making that payment by check.  (Note:  a non-recurring payment is defined as no more than one payment expected in a 12-month period to a particular payee.)

___
7.  Public necessity suggests that payment by other (than EFT) methods are in the best interest of the government.

Vendor Name/TIN



                       Contact Name and Phone Number
____________________________________________________________________________________

Explanation of Waiver Request (Explain in detail how this request meets one of the conditions described above.)

_____________________________________________________________________________________ 

_____________________________________________________________________________________   


_______________________________________

________________________


   Approved 





         Date





_______________________________________

_________________________


    Disapproved 





         Date

Credits

This guide is a compilation of processes and steps performed by the acquisition community and the Accounting Operations Center.  The following staff contributed to the development of this guide:

Acquisition:

Eric Nolte, WASO/WCP, Contracting Specialist

Leo Guillory, PWR, Chief of Contracting

Deb Imhoff, MWR, Chief of Contracting

Ed Tafoya, DSC, Chief, Compliance and Data Management

Beth Walden, WASO, Contract Specialist

Accounting Operations Center:

Jack Skym, Fiscal Services Team Leader

Debbie Kifer, Fiscal Services, AP-A, Financial Specialist

Patricia Davidson, Fiscal Services, AP-B, Voucher & Accounting Technician

Debbie Townsend, Fiscal Services, AP-B, Supervisory Fiscal Specialist

Kevin Frye, Fiscal Services, AP-A, Supervisory Fiscal Specialist

Website Disclaimer:

URLs for web sites change frequently.  If you find a website reference no longer exists, please notify one of the subject matter experts identified above.

