April 30, 2009
INFORMATION PAPER
SUBJECT:  Accounts Payable Procedures for Intra-Governmental Payment and Collection (IPAC)  Transactions

DISCUSSION:

· This will address several policies, procedures, and tips that are provided by the DFAS Account’s Payable IPAC department to increase processing efficiency, reduce errors, and prevent the reprocessing of received IPAC bills.  This guidance does not include procedural requirements for Accounts Receivable bills entered by DFAS-IN.   

· The IPAC policies and customer procedures are only applicable to DFAS-Indianapolis’s Army and Defense Agencies. 

· Any individual submitting a bill for payment via IPAC will need to include the IPAC coversheet, which allows for a reduction in processing time and errors.

· When completing the cover sheet, please include:

· Agency Location Code (ALC) of Agency receiving funds

· Treasury Account Symbol (TAS) of Agency receiving funds  
· Line of Accounting (LOA) for the Agency receiving funds 

· LOA for Agency making payment  
· Obligation(s) must be verified by requestor
· Please send the bill and coversheet to the IPAC Voucher inbox only once at dfas-inipacvouchers@dfas.mil.  Sending it repeatedly may result in the repeated payment of the same bill.

· To verify that a bill has been received, please add a delivery or read receipt to the email prior to sending.

· Although the IPAC team has 30 days from receipt to process the bill before considered late, they will attempt to disburse within 15 days.  If at that time payment cannot be located in accounting, you can send a request to determine the status of your bill.  Please email the IPAC customer service inbox at dfas-inipaccustomerservice@dfas.mil for payment updates and any other requests for assistance.

· Once a bill is paid via IPAC and the payment disburses, there is a three day gap for the payment to show in the agency’s accounting system.

· If a bill needs to be expedited for any reason, please call 317-510-4856/6698

COORDINATION: DFAS-IN Accounts Payable IPAC Department, 317-510-4856/6698
Defense Finance and Accounting Service
Accounts Payable: IPAC

IPAC Bill #:________________________    Total IPAC Bill amount: $____________________

Submitter’s Agency: _________________ POC: ________________________ Phone: ________________





Receiving Agency Location Code (ALC): ________________________________

Receiving Treasury Account Symbol (TAS): ______________________________

Receiving Line of Accounting (LOA): ____________________________________________________


Billed Lines of Accounting: 
1.   TAS: __________________      APC: ___________    AMOUNT: ____________________
LOA: __________________________________________ FSN: ____________ Std Doc Ref: ______________

2.   TAS: __________________       APC: ___________    AMOUNT: ____________________

LOA: __________________________________________ FSN: ____________ Std Doc Ref: ______________

3.   TAS: __________________        APC: ___________    AMOUNT: ____________________

LOA: __________________________________________ FSN: ____________ Std Doc Ref: ______________

Obligation(s) verified by requestor                          (Initial- can be typed)

(Must be verified by requestor)
IPAC Fax #: 317-510-4045

IPAC bill inbox: dfas-inipacvouchers@dfas.mil

IPAC Customer Service Inquiries: dfas-inipaccustomerservice@dfas.mil

DFAS Accounts Payable Internal Use Only

Received By_____________________

Date____________________

Logged Date ____________________



Assigned________________________

Assigned Date_____________

Voucher #______________________

Voucher Date______________

Input Date_______________________

Accomplish Date___________
