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General Information

Purpose:
To describe the procedures and processes for the four stages in reimbursable accounting; funding; orders received; earned reimbursements, and the collection  of accounts receivable. 

Overview:
U.S. government activities may sell goods or services when Congress has authorized them to do so.  They may sell to other government organizations or non-government businesses.  These sales benefit both parties, improving their ability to use resources effectively; encouraging economies of scale; centralizing support functions; and dividing support costs among tenant and host activities.

The reimbursement program involves those policies and procedures developed from Federal law permitting U.S. government activities to buy and sell their goods and services.  Aspects covered include sales from one U.S. government activity to another and transactions with the private sector.

To begin a reimbursable transaction, a government agency must receive an order from another organization, providing them with the funds for payment.  The accepting agency provides documents stating their acceptance, receives funds from the ordering activity, and provides an appropriation to be charged when the goods or services are produced.  The accounting office receives the acceptance documents and sets up the funding.

When the goods have been delivered, or service is complete, the accepting agency will provide accounting with information to produce a bill (earnings).  The accounting office processes the bill, and receives a collection from the ordering activity.

References:   AR 37-1:
http://www.asafm.army.mil/secretariat/document/37-1reg/37-1reg.asp 

          
AR37-100-**:

http://www.asafm.army.mil/secretariat/document/dfas37-100/dfas37-100.asp
          
STANFINS User’s Manual; Reimbursement FAC Codes

https://dfas4dod.dfas.mil/centers/library/stanfins/chap02.pdf


Quality Team’s APC SOP



Quality Team’s Reimbursement Reconciliation SOP

Definitions:

a. Funding Authorization Document (FAD) - document used by MACOMs to allocate funds by appropriations to installations.

b. Authority – authorization to provide goods or services.

c. Program Budget Accounting System (PBAS) - system used to pull down FADs.

d. Military Interdepartmental Purchase Request (MIPR) - an order issued to procure services, supplies, or equipment between commands within the US Army and other services.  

e. Accounting Processing Code (APC) - a locally controlled and developed four-position alphanumeric code that abbreviates the accounting classification.

f. Customer Number – a six-digit alphanumeric number assigned by accounting to identify a reimbursable customer. 

g. On-post Customer – when the ordering activity has the same FSN as the performing activity

Acronyms:
a. ARA - Automatic Reimbursement Authority

b. ARP - Appropriation Reimbursement Program

c. CAR File - Accounts Receivable Address Master File Report

d. DPBL - Daily Preliminary Balance Listing

e. DSSN - Disbursing Station Symbol Number

f. EOR - Element of Resource

g. FAC - Fiscal Action Code

h. FRA - Funded Reimbursement Authority

i. FSN - Fiscal Station Number

j. FXW File - ARP Customer Master Record

k. FY - Fiscal Year

l. GL - General Ledger

m. IPAC – Intergovernmental Payment and Collection System 

n. LXG File – Non-Stock Fund Orders and Payables File

o. ORG – Organization

p. POCS - Points of Contact

q. RSC – Reimbursement Source Code

r. SOP - Standard Operating Procedures

s. SRD1 - STANFINS Redesign 1

t. STANFINS - Standard Financial System

u. TA - Type Action

v. TBO - Transaction By Others

w. TFO - Transaction For Others

x. TL - Transmittal Letter

y. UIC - Unit Identification Code

z. US - United States  

Stages of Reimbursement Transactions

The accounting office completes and records all four stages to prevent the misuse of DA funds that are specified only for BASOPS and the mission of the installation.  The stages of a reimbursement transaction are similar to a transaction in which a merchant supplies goods or services in exchange for money.  There must be the following stages:

	Stage
	Definition
	Actions

	Funding
	Receipt of authority to sell goods or services on a reimbursable basis.

(Funding authority is received on the FAD, or as a footnote to the FAD.)
	Funding authority is received and recorded in the General Ledger Accounts:

Funded = TA 19 

(Quarterly funded = TA 17)

Automatic = TA 11

	Orders received
	A firm agreement between the requesting installation and the installation providing the goods or performing the service.  The order must state specific quantities with an estimated dollar amount.  

(A customer requests goods or services.)


	The installation providing goods or services increases its unobligated balance of available funds by the estimated amount of support to be provided.

The installation can purchase goods or services without any net effect on the Direct Obligation Authority (DOA).

Funded = TA 1K

Automatic = TA 1L



	Earned Reimbursement
	The right of the provider to bill and be reimbursed by the customer.  

(Actual dollar amounts of goods/services provided to customers.)


	Recorded as accounts receivable.  

Doesn’t always correspond to amount on requests or orders received, but cannot exceed the value of the order and/or the FRA without approval.  Adjusted to actual dollar amount of earned reimbursement.

Funded = TA 51

Automatic = TA 52



Funding & Orders Received for a Reimbursement Customer

I.  AUTOMATIC REIMBURSEMENT CUSTOMER

1. Once the customer number and APC are loaded, input the funding as shown on the MIPR into STANFINS.  FAC 3, 4, 5 and 8 APCs are used to establish orders.  The customer number, APC and funding can be input on the same cycle, but if the customer number or APC fails STANFINS edits, the funding transactions will suspend on the Daily Preliminary Balance Listing (DPBL).  DO NOT load funding to prior year customer numbers.  Adjustments to prior year customer numbers must be done by changing the direct-side obligation; submit a TA 23 obligation adjustment on a transmittal letter (TL). 
2.
The orders received is input into STANFINS with the following Type Action codes:
a. Type Action Code 11 – (Automatic annual reimbursement program) is input using mode 4, function 3.  

b. Type Action Code AV – (FYTD reimbursement ceiling) is input using mode 4, function 3.

c. Type Action Code 1L – (Orders Received) is input using mode 3, function 1.

d. Input Block total cards for each type action code.

e. Check the alt screen and ensure everything balances.

Adjustments to funding (i.e. amendments to the MIPR) will be processed the same way the initial funding was input (with Type Actions AV, 11 and 1L).  

II.  FUNDED REIMBURSEMENT CUSTOMER 

1.  Funded reimbursable authority is received on a FAD in a specific dollar amount and cannot be exceeded.  FAC 6 and 7 APCs are used to establish orders.  

a. Upon receipt of the FAD, it is placed in a “Reserve for Receipt of Orders” account.  

b. Upon receipt of a firm order from the customer, the installation submits the order and acceptance to Accounting for processing.  

c. Accounting will input the order into STANFINS that will move the funds from the “Reserve Account” to Orders Received for the specific customer number.  The Customer Number must start with a 4 and end with the fiscal year. (ex. 4XXXX2)  The document reference number should be the customer number. 

2. The funding is input into STANFINS with the following Type Action codes:

a. Type Action Code 19 – (Annual reimbursement ceiling) is input using mode 4, function 2.  

b. Type Action Code 17 – (Quarterly reimbursement program) is input using mode 4, 

      function 2.

c. Type Action Code AV – (FYTD Funded reimbursement Ceiling) is input using mode 4, function 3. 

d. Type Action Code 1K – (Orders Received) is input using mode 3, function 1. 

e.  Input Block total cards for each Type Action Code.

f. Verify that the total dollar amount input by Type Action Codes equal the totals by Type Action input on the Block Total Card. 

EXAMPLES OF FUNDED REIMBURSEABLE TRANSACTIONS: 

1. Laundry services collected by payroll deductions from soldier’s pay

2. Second destination transportation charges

3. Damages to government quarters

4. Trailer court utilities and lot rental.

Establishing a New Customer Number

1.
Installation/Customer Responsibility:

a. Ordering activities will send the performing activity one of the following documents (with their accounting classification to be charged):

1. Military Interdepartmental Purchase Request (MIPR) (See Attachment I., page 35 for a detailed description and flow of MIPRs.)
2. Intraservice Support Agreement (ISSA)

3. Memorandum of Agreement (MOA) (See Attachment II., page 38)
b.  The performing activity will:

1. Send an acceptance to the MIPR and a DD Form 448-2 (or other accepting document) to the ordering activity agreeing to provide the goods or services.  These two documents are needed to establish the reimbursable transaction and are sent to Accounting to be input into STANFINS.  (See Attachment III., page 39)
2. Indicate on the MIPR or the acceptance, the APC to be used if performing a FAC 3 transaction or that the activity will submit a request to establish a reimbursable APC for the reimbursable order.  (See Attachment IV., page 43)    

3. Submit a Customer Number Request Form so Accounting can establish a customer number.  (See Attachment V., page 44)  

NOTE 1:
The first 3 digits of the program element in the billed line of accounting and the APC must match, or it will cause an out-of-balance between the 112 and 218 reports.
NOTE 2:
If the installation inputs the funding via dbCAS, then they must provide Accounting a copy of the supporting documentation as INFO ONLY.

   NOTE 3:  Maintain complete documentation of all processes performed in a log    
 

showing the documents/and or files received and processed with names and 


signatures.
       NOTE 4:  Verify that authorizing signatures on source documents, i.e., MIPRs, 



 MIPR acceptances, etc are authentic and maintain evidence that 


 
 the procedure was performed.
2.  Accounting Responsibilities: 

a. Receive a transmittal (TL) from program director requesting establishment of a customer numbers and an APC with the MIPR, acceptance of MIPR, and Customer Number/APC Request Form attached.  

NOTE:  Customer numbers need to be input before a new APC tied to the customer number is input.  Both customer number and reimbursable APC can be input in the same cycle. 

b.  Set up a folder labeled with the customer number.  Folder will include the following: 

1. Copies of the funding documents (i.e. MIPRs, ISSAs, MOAs, etc.)

2. Any amendments to the MIPR

3. Correspondence from the performing activity 

4. Copies of SF 1080 bills; until a policy is issued stating that hardcopies do not have to be maintained.  (See Attachment VI., page 45)   
NOTE:
File needs to be retained for six years and three months, but can be moved to a closed file status when order is completed and paid in full.
c. Verify that the MIPR is filled out completely and accurately, to include the following: 

1. Customer’s POC  (name and phone number)

2. The MIPR number in Block 5 of the DD 448 should be the same as the Document Reference Number in the Accounting Classification line in block 14 of the MIPR for automatic reimbursements.  

3. Adequate and complete addresses must be provided for other federal agencies to ensure proper collection action.

d. Annotate the file folder with the customer number, disbursement and collection APCs, and EOE.  

e. For a customer under Centralized Disbursing, the Job Order will be six digits (first 4 digits of the APC plus the 2 digit DPI code) which should be in the line of accounting in block 14 of the MIPR. 

f. For Army sites processed under St. Louis and Rock Island, a TFO APC should be used. 

(ODS will convert TFO APCs to the required 8 digit Job Order Number used by these sites.) 
g. The IPAC process will be used for other Federal Agencies with Trading Partner Agreements (TPA).  (If processing through IPAC, write IPAC on file folder.) 

h. Input APC and Customer Number via TAPS into STANFINS.  Customer Number must be established first and input into STANFINS.  APC and Customer Number can be input in the same cycle. The six-position Customer Number will be constructed as follows: 

1. The first (1st) position of the customer number must be numeric and is assigned as follows:

a.  1, 2, 3, 5, 6, and 7 - Installation Automatic Reimbursement Program  

b. 4 - Installation Funded Reimbursement Program.

c. 8 - Federal Telephone and Telegraph Taxes.

d. 9 - Miscellaneous Sales

           NOTE:  If the first position is 1-3, then the first 3 positions of the customer number will identify the specific customer.   If the first position of the customer number is 5-7, then the first five position of the customer number will identify the specific customer.  

2. The second (2nd) position represents the Program Major.

3. The third (3rd) position represents an alphanumeric code that corresponds to a FSN or non-FSN customer.

4. The fourth (4th) and fifth (5th) positions represent sequential alphanumeric characters.

5. The last (sixth) position represents the fiscal year assigned to the customer number. (i.e. 0-9, R or X)

i. Use mode 5, function 8 to input the information into STANFINS.  For new customer numbers, use Y1, Y2, and Y3.  For changes to customer numbers, use Z1, Z2, and Z3. 

NOTE:  To add a customer number, use all three screens.  To change a customer number, use only the screens that pertain to the change, but fill in every field on that screen. 

1.  See sample screen 1 below.  Fill in the fields on the Y1 or Z1 screen exactly as the data appears on the request form:


(1)  Type Code


                 Y for Addition

                                                                        Z for Change


(2)  Action Code


      Constant “1”


(3) Customer Number


      See paragraph 3 above.

(4) Bill Designator Codes

      Not written to ODS File: 



             a.  “1” = SF 1857 Bills Printed (Non-        government customers)

          




       b.  “P” = IPAC Printed

       c.  “Y” = Suppress the print of bills, no upload                      to ODS

      Written to ODS File:

 
       “ ”  = Leave blank, will print to ODS

(5) Program Director Code
      
       PD Major

(6) Major Activity Code                            PD Minor

(7) Customer Name                         





(8) Customer Address                  
        First line of customer address

      (9). On the Route To Cycle line, type in D1. Tab down to the command line and type Y2   and press enter.  This will bring you to the Y2 screen. 

NOTE:  For normal customer numbers, you will always use a D1 cycle.  For the candidate file customer number, you will use an A1 cycle.
2.  See sample screen 2 below.  Fill in the fields on the Y2 or Z2 screen exactly as the data appears on the request form.

(1) Type Code



Y for Addition







Z for Change

(2) Action Code


            Constant “2”

(3) Customer Number

(4) City, State, Zip


Last line of customer address

(5) Billed Office APC (must retype)
Use “MAIL” if mailout or “IPAC” if IPAC, Use APC off MIPR or TFO APC 

(6) Authority



MIPR number 

(7) Billing Office APC (must retype)
Reimb Collection APC 

(8) Ofc Billed Acctg Class

Customer’s acctg class if known,

                                                                  Reimb Desig is always “0”

(9) On the Route to Cycle line, type in D1.  Tab down to the command line and type Y3 and press enter.  This will bring you to the Y3 screen.

3.  See sample screen 3 below.  Fill in the fields on the Y3 or Z3 screen exactly as the data appears on the request form. 

(1) Type Code



Y for Addition







Z for Change

(2) Action Code



Constant “3”

(3) Customer Number

            (4) Ofc Billed Acctg Class

Complete customer’s acctg class.

            (5) Billing Office Acctg Class

Program Director’s acctg class.

    (6) Reimbursement Designator Code
Funded is 6; Automatic is 7.

(7) Source Code



See DFAS-IN Manual 37-100-XX.

(8) Go to the Alt Screen and check (using block number 58) to ensure the Y1, Y2, and Y3 lines appear exactly as entered. 

      NOTE:  If you are establishing a customer number for the first time, where the first three digits are not listed in the ARP Master file, you must go to mode 5 function A.   This will establish the mailing address for the SF 1080 bill.  
4.  After the next cycle has run, verify that the customer number processed correctly by checking the Master Update Listing (AVK-003) and the Master Update Error Report (AVK-006) via FTP or OLRV.  

Updating the CAR File

1. When setting up a customer number, check the CAR file (Accounts Receivable Address Master File Report).  The CAR file determines the address that will print out on the SF 1080 bill.  If the address in the CAR file is different from the address on the MIPR, correct the CAR file by inputting the correct address.  The CAR file input is done on the same cycle as the new customer number.

2. After the customer number has been input, the CAR file should be queried.  The address in the CAR file is the address that will print out on the SF 1080 bill.  Check the AVK-934 to ensure the correct address will print out on the bill when it is generated or query the CAR file 
a. Input/Changes to the CAR file are done in STANFINS using mode 5, function A.

b. See sample screen 1 below.  Fill in the fields on the R1 screen as follows: 

Field    Field Title                             

Remarks

   1       Constant                                  
CAR

   2       Record Code                           

A = Add

                                                            
C = Change

                                                            
D = Delete

   3       Address key:                                 

            For bills
3-position customer number, left justified

            For DA Form 1857 bills         

7-position address key, left justified 

                                                                        
1st 4 positions = Last name

                                                                         
Next 3 positions = street address                                                                                      

   4       Customer Name

               5       Customer Address 

        For Stations Billing Address
          Put an “A” in the address key field 

                                                                                  Put billing office in customer name field

                                                                                  Put billing address in customer address field



   6       Blank                                                 Leave blank

               7                                                                 1   (Constant) 

c.  Press enter.  Tab to the command line, type R2, and press enter.

d.  See sample screen 2 below.  Fill in the fields on the R2 screen as follows:

Field        Field Title                                       Remarks

   1           Constant                                           CAR

   2           Record code                                     A = Add

                                                                         C = Change

   3           Address key                                     Same as on R1 card  (see above)

   4           City, State, ZIP code      

               5          Attention Line                                   For bills, print attention line before city, state, and Zip Code

   6           Record code                                      2   (Constant)

e.  Press enter.  Tab to the command line, type R3, and enter. 

f.  See sample screen 3 below.  Fill in the fields on the R3 screen as follows: 

           Field           Field Title                                        Remarks


         1             Constant                                            CAR

               2             Record code                                     A = Add

                                                                                       C = Change

               3             Address key                                     Same as on card R1& R2 (see above)

4 Social security number

5 Other information



   6             Blank                                                 Leave blank

               7             Record code                                       3   (Constant)

g.   Press enter.  Tab to the command line and type ALT and press enter.  

h.   Check the Alt screen to ensure the information is correct.

NOTE:
The address key on all three screens must be the same.


3. The CAR file should be updated with the monthly reports; however, the input should be verified by checking the Alt screen.  This will ensure the information was pulled in.  If there is a problem getting the CAR file updated, send a request to Systems to run a ZM job.

Establishing a Reimbursable APC

NOTE 1:  See separate APC SOP developed by the Quality Team for detailed procedures for all data fields except for the Fiscal Action Code (FAC).    

NOTE 2:  The first 3 digits of the program element in the billed line of accounting and the APC must match, or it will cause an out-of-balance between the 112 and 218 reports.

1.  The primary control in determining what process-creations are to be accomplished is the FAC, a standard one-position code assigned to an APC in the APC Master File.  FACs are assigned to certain transactions during processing, either from STANFINS constants or from the APC cited in the transactions.  The following FAC APCs affect obligation, expense and accrual transactions. 

a. 3 = Direct, not reimbursable

b. 4 = Automatic reimbursable

c. 5 = Automatic reimbursable

d. 6 = Funded reimbursable

e. 7 = Funded reimbursable

f. 8 = Automatic reimbursable

2.  Transactions that do not involve obligations or expenses are not affected by the FAC.  FACs are assigned to each FY-APC in the APC Master File record.  This code guides STANFINS in process-creating additional transactions as part of the reimbursement processing.  The following codes have the following impact in processing obligation and expense transactions in the reimbursement accounting process:

a. FAC “3” - a reimbursable FY-APC for which a single customer number is not predetermined.  Input procedures are all manual.  A Type Action (TA) 52 must be input to earn a reimbursement and a TA 43 to collect.

b. FAC “4” - an automatic reimbursable FY-APC ( i.e. AR29) for which a single customer number is assigned and which has a cross-reference APC ( BD12) identifying the on-post customer.   Each transaction with an expense effect will post as an automatic reimbursable expense, an automatic reimbursement earned (TA 52), and a collection (TA 42) of the receivable to the performing activity (AR29).  In addition, for the customer, an accrual, expense, and disbursement are process created and posted to the cross-reference APC (BD12).  An obligation for the customer cannot be process created for the FAC 4 APC. 

c. FAC “5” - an automatic reimbursable FY-APC (i.e. CB15) for which a single customer number is assigned, has a cross-reference APC ( DF13) and a carrier APC (DF00) identifying the on-post customer.  The cross reference APC is the APC found on the MIPR in the “bill to” accounting classification.  When an order received is input to the performing activity (CB15), this will process-create an obligation to the customer APC (DF13).  An expense transaction input to the performing activity APC (CB15) will process-create an earning and a collection.  It will also process-create an obligation/accrual/expense and disbursement to the customer detail APC (DF13).  In addition, a deobligation will be posted to the carrier APC (DF00).   See Chapter 2, paragraph 61h of the STANFINS Users Manual for a more detailed explanation of FAC 5 procedures. 

NOTE:  The carrier APC is obtained from the first two positions of the cross-reference APC and is zero-filled in the last two positions. Input of an order received to the performing activity APC will process-create an obligation to the customer carrier APC. An expense transaction input to the performing activity APC will process-create an earning and a collection for the performing activity and an obligation/accrual/expense and disbursement to the customer detail APC. In addition, a reversal to the carrier APC is posted.  
d. FAC “6” - a funded reimbursable FY-APC for which a single customer number is assigned and for which the collection (TA 55) of the receivable is process created rather than manually input into STANFINS. 

e. FAC “7” - a funded reimbursable FY-APC for which a single customer number is assigned but the collection (TA 43) of the receivable will be manually input rather than process created.  An example is utilities in an on-post trailer park.  

f. FAC “8” - an automatic reimbursable FY-APC for which a single customer number is assigned but for which a single on-post FY-APC is not identified to bear the expense (no cross-reference APC has been identified or input when the reimbursable APC was set up).   Examples of these transactions are NAF activities, other services, and other Army activities and installations.   For FAC 8 APCs, each transaction with an obligation effect is posted as an automatic reimbursable obligation.  Each transaction with an expense effect is posted as an automatic reimbursable expense and an automatic reimbursement earned(TA 52) .  The collection (TA 43) of the receivable will be manually input when received.  In addition, for the input transaction, any accrual and disbursement effect included is also posted in STANFINS.

Automatic Reimbursable Transactions

When processing automatic reimbursements, you have the option of using FAC 3, 4, 5, and 8 APCs.   A FAC 3 APC is not tied to a customer number (it is a direct APC).  A FAC 3 APC can be used for reimbursement transactions, but will require manual input of earnings.  An automatic APC is tied to a specific customer number and all obligations / accruals / disbursements must be applied to that APC in order for the customer number to be affected.  STANFINS will automatically post earnings to the appropriate customer number.

1.  When to use a FAC 3 APC:

a.  A FAC 3 APC can be used to process earnings whenever doing a cost transfer normally creates earnings.  When you manually input earnings using a FAC 3 APC (TA 52), STANFINS will process create the cost transfer.  Your direct APC will show a credit obligation on the direct side and a debit on the automatic side.

Example 1:  You pay the utility cost for tenant activities who will reimburse you for their portion of the cost based on a percentage of the total bill you initially pay.  Usually, one APC is used to capture the utility costs that are paid.  If a manual earning is input using that specific APC, the BXU will reflect both the direct and automatic transactions against that APC.  Also, dCAS will reflect a credit to the direct side and a debit to the automatic. 

     Example 2:  Fort XXX wants you to send an instructor to teach a class and they are willing to pay all travel costs.  A MIPR is issued and accepted.

b.  The following transactions would take place when using a FAC 3 APC:
1. Establish customer number, no APC.
2. Obligate travel orders on direct side.
3. Settlement disbursement
4. Match obligation to disbursement amount
5. Prepare a TL-19-1 with a manual earning in the amount of
       
the disbursement.


6.  TA 52 (manual earning) generates bill for actual amount.

2.   When to use a FAC 4 APC:


A FAC 4 APC is an automatic reimbursable APC for on-post customers using the same FSN as the performing activity.  STANFINS is designed to internally process create certain additional transactions without the need of manual input.

Example:  Fort XXX uses FSN 012345 and the FSN on the MIPR received is also 012345.

3.   When to use a FAC 5 APC:


A FAC 5 APC is an automatic reimbursable APC for Army Family Housing only.  FAC 5 APCs process creates all necessary transactions without the need of manual input.

4.   When to use a FAC 6 APC:


A FAC 6 APC is funded reimbursable APC for which the transactions desired are to be process created rather than manually input.  

5.   When to use a FAC 7 APC:


A FAC 7 APC is funded reimbursable APC for which the transactions desired are to be manually input.  

6.   When to use a FAC 8 APC:
a.  
A FAC 8 APC should be used when earnings are against multiple EORs (i.e. payroll) or when numerous lines will be earned such as supply items and all associated costs are identified to the project.

NOTE:  A FAC 8 APC will convert to a FAC 3 APC after year-end when the customer number does not contain a receivable balance.

Example:  Fort XXX wants you to send an instructor to teach a class and they are willing to pay all travel costs.  A MIPR is issued and accepted.

b.  The following transactions would take place when using a FAC 8 APC:
1. Establish customer number, corresponding APC
2. Obligate travel order on automatic side
3. Earning established
4. Bill generated for estimated amount
5. Settlement disbursement
6. Match obligation to disbursement amount
7. Another bill generated either positive or negative
Earnings Against a Reimbursement Customer

Reimbursements earned represent costs incurred in the completion of customer orders by the performing activity.  These costs are used as a basis for billing customers.  At the time the earnings are input into STANFINS, either manually or by a process-creation, an accounts receivable is established under that customer number.  Procedures for manual earnings and process created earnings are different as described below. 


1.   Process Created Earnings - when a single APC is tied to one customer number, the APC must have either a FAC 4, 5, 6, 7 or 8.  

a. No hard copy documents are available

b. Earnings are process created (TA 52) when certain transactions are processed in STANFINS as follows:

1. When an accrual is input with a TA 20, 21, 29 or 32 with an APC with a FAC of 4, 5, 6, 7 or 8 assigned to a specific customer number.

2. STANFINS creates the earnings (TA 51/52) and establishes the accounts receivable.

2.  Manual Earnings – when APCs can belong to more than one customer number and manual earnings are submitted, the APC must have a FAC 3.  

a. Performing activities submit earning documents (i.e. Record of Reimbursement Earned Form) to Accounting on a TL for a specific dollar amount and customer number.

b. Verify the APC cited on the document is a FAC 3.

c. Verify the customer number cited is valid.

d. Input earnings into STANFINS with a TA 51 for funded and a TA 52 for automatic.

3.   Either of these earnings creates a SF 1080 bill that is generated (printed) with the monthly reports.  The SF 1080 bill will have a bill number of the month the earning processed.  (i.e. bills generated the 1st of June will show a bill number of May).

Processing SF 1080s and DA 1857s Bills

I.  SF 1080 Bills:  No Check Drawn

SF 1080 bills are produced from the monthly ZP cycle in STANFINS at the end of every month.  The SF 1080 bill is two-sided and will simultaneously credit the performing activity’s accounting classification (collect the accounts receivable) and debit the customer’s accounting classification (post a disbursement and accrual to the obligation).  

NOTE 1:  For Army customers who do not use Centralized Disbursing as their disbursing station, the SF 1080 bills are processed as TBOs (Transactions by Others).  For other DoD services, the SF 1080 bills are processed as cross-disbursements through the DCAS System.  

1. STANFINS will generate a file for the automated SF 1080 bills from the ZP cycle which mirrors the AVK 974 for ODS upload.  This file includes only those transactions where the bill designator code is blank.

a. Review this AVK974 file in dARS. 

b. Make corrections and FTP this file to ODS for the certification process.  

c. The designated certifier will review and accept or reject the SF 1080 bill.

d. If the transaction is rejected, ODS will send the transaction back to the originator for correction and resubmission.

2. Query ODS for a voucher number for each SF 1080 bill and annotate the voucher number on the hard copy of the SF 1080 bill. 

NOTE 2:  If the activity has a Trading Partner Agreement (TPA) with the Centralized Disbursing IPAC Team and Operations Division, then the bill will be processed using Intragovernmental Payment and Collection System (IPAC).  (See next page)  
II.  SF 1080 Bills:  Mail Outs

These SF 1080 bills are printed on paper and come in two parts:  the SF 1080 bill (AVK-953) and the Details to Support Billings (AVK-974).  

a. Match up the two parts and staple together.

b. Make corrections:

1. By pen and inking the SF1080 bill to reflect the correct amount to be billed

2. Input the adjustments that were reflected in the corrected amount into the accounting system   (These corrections will appear on the next billing cycle)

3. Note that on the next billing the current bill will have to be pen and inked also by the amount of the adjustment made for the prior month bill  

c. Attach a copy of the agreement, i.e., MIPR, ISSA, etc.

d. Prepare appropriate number of copies for mail out transactions and mail to the customer for payment. 

e. Mail bills to customer within five days.

III.  DA 1857 Bills:  Mail Outs:

A Statement of Account (DA Form 1857) is used to bill reimbursements earned (usually utilities and rent for family housing) from non-U.S. Government customers.  (See Attachment VII., page 49).  This comes in two parts:  the bill (AVK-955) and the Details to Support Billings (AVK-975).     

1. View information via On-Line Report View (OLRV).

2. Print appropriate number of copies of each bill

3. Attached the DA 1854 from the performing activity.

4. Make corrections:

a. By pen and inking the DA 1857 bill to reflect the correct amount to be billed

b. Input the adjustments that were reflected in the corrected amount into the                                           accounting system  (These corrections will appear on the next billing cycle)

c. Note that on the next billing the current bill will have to be pen and inked also by the amount of the adjustment made for the prior month bill

5. Mail out to customer within five days

IV.  IPAC Processing
For non-DOD government agencies, process the SF 1080 bills through IPAC.  The customer on the MIPR must have a Trading Partner Agreement (TPA) with the Centralized Disbursing IPAC Team in order for the SF 1080 bills to process through IPAC.  

A copy of the Agency Location Codes (ALC) that are processed through IPAC can be found at:  
http://www.dfas.mil/more/accounting/centraldisbursingservicesipacinformation/TPAlisting3.pdf

Instructions for processing SF 1080 bills via IPAC Wizard can be found at: 
http://www.dfas.mil/more/accounting/centraldisbursingservicesipacinformation/IPACWizProc.pdf

V.  Advance Accounts - an account where the collection comes in first.  It must be set up with two customer numbers:

a. Customer number 1 is for the set up on the Advance collection and should have a Source Code in the 900 series and the Program Element of 000945.  The collection is held in this account until earnings come in.

b. Customer number 2 is for the set up of the actual Customer and should have a Source Code in the 900 series with the Program Element that you need to use (not 000945).  This is the account that will have orders, annual, ceilings input for the amount of the advance collection amount.  Earnings as they come in are input to this account.

At the time earnings come in on the account, they are input on the number 2 account.  When this happens, perform a BAR to BAR correction by doing a TA 43 to match these up.  These customer numbers should be coded in the master file so that a bill will not process.  Therefore, there will be no way to accidentally send out a bill.

Collection of Accounts Receivables

The majority of collections of Accounts Receivable are processed created by STANFINS through the use of the SF 1080 billing process as described previously.  These collections occur based on using reimbursable APCs established with FAC  4, 5, and 6.  Reimbursable APCs established with FACs of 3, 7, and 8 require manual collection procedures.  All collections (manual or process-created) will post in STANFINS with a TA 43 or a 4L (collection, accounts receivable, by others).   

1.  Process created collections: 

a. When the SF 1080 bill is produced, print a copy of the SF 1080 bill.

b. Query ODS for a voucher number for the SF 1080 bill and write it on the bill. 

c. Place copy of SF 1080 bill in customer’s file folder; until a policy has been issued stating hardcopies do not have to be maintained. 

d. No further action required. 

2.  Manual collections: 

a. Print a copy of the SF 1080 or DA 1857 bill with backup and place in customer’s file folder.  

b. Query ODS monthly to see if payment has been received. 

c. If customer has paid, annotate the SF 1080 bill or DA 1857 with the cash collection voucher (CCV) number and the date of the collection was processed. 

d. If collection has not been received within 30 days of the date of the bill, then that bill is considered delinquent.  

EXAMPLE:  For a bill produced the first of June 2007 would have a date of May 2007.  Payment is due by July 1, 2007.  If payment has not been received within 30 to 60 days (depending upon the Category of the debtor), then that bill is considered delinquent.          
In general, collection action (due process) on delinquent bills starts with a written demand for payment of the past due bill.  STANFINS will generate Accounts Receivable Follow Up Letters (AVK-956) with the monthly reports for three subsequent months if the bill remains outstanding.  Follow collection procedures as described in the Delinquent Accounts Receivable section below.

Monitoring and Collecting Delinquent Accounts Receivable

Accounts Receivable are monitored on a monthly basis by accounting to insure collections are received and posted correctly.  Accounts receivable should be collected within 30 days of the bill date.  Accounts Receivable over 30 days old are researched to determine why payment hasn’t been received.  Monthly aged accounts receivable reports are generated from STANFINS and follow-up action has to be taken.  Some of the actions taken are described below.   

1. The AVK931 Report (BAR File) must be monitored at least monthly for unpaid bills and abnormal balances. 

a. If a collection processed with an incorrect bill number, it will result in an earning and collection not matching.  

b. Process a TA43 in TAPS to move the collection or process the correction in dARS. (See the Quality Team’s Reimbursement Reconciliation SOP). 

2. The AVK977 Report (the Accounts Receivable Bills File, BAR vs the ARP Customer Master File) must be run and reviewed for out of balance conditions each month.  

a. This report reconciles the BAR file and the FXW (Customer Number File) and shows mismatches between the two files by Customer Number. 

b. Research this report and make necessary corrections in accordance with the FXW/BAR Reconciliation portion of the Quality Team’s Reimbursable Reconciliation SOP.

3. Query STANFINS at least weekly using the query REIMB:UNFILORD to identify, research and resolve any credit accounts receivable and credit unfilled orders.  (See Attachment VIII., pages 50-54 for Sample Queries) 
NOTE:
The AVK-024 Report (ARP Exception/Inquiry Report) is available after each daily cycle via OLRV.  It can be used to review credit accounts receivable (collections greater than earnings) and credit unfilled orders (earnings greater than orders).

4. The program director should be reviewing the AVK-117, Status of Accounts Receivable, Automatic, and AVK-120, Status of Accounts Receivable, Funded, at least three times a year prior to Joint Reviews for abnormal balances.  Starting in August, the program directors should be reviewing their orders received, and earned reimbursements to ensure they are correct prior to fiscal year end.  (See the Joint Review SOP)     

5. In general, collection action (due process) on delinquent bills starts with a written demand for payment of the past due bill.  STANFINS will generate Accounts Receivable Follow Up Letters (AVK-956) with the monthly reports for three subsequent months if the bill remains outstanding.   The basic process for collecting delinquent bills are:  

a. Send out the follow-up letters by the 15th of each month.

b. Maintain a file copy detailing actions taken.  

c. Give a detailed copy of actions to the supervisor for further debt management procedures, if the bill remains unpaid after the third letter has been sent.

d. Accounting will:

1. Contact resource managers when accounts receivable become delinquent, and inform them of collection problems.

2. Discuss alternate methods of doing business to avoid future delinquencies, and solicit installation support to collect unpaid bills.

Due Process Collection Action for Accounts Receivable

Accounts Receivable become delinquent 30 to 90 days after the date of the bill depending upon the category of the debtor.  There are five categories of debtors and procedures and timelines for each category in DFAS-IN 37-1, Chapter 17.  Categories of debtors are: 

1. Category A Debtors:  Individuals subject to salary or administrative offset.  This includes civilian employees of the federal government and military (active and retired) members of all branches of services.  

2. Category B Debtors:  Federal Government contractors.  

3. Category C Debtors:  Other Army activities, Federal departments or agencies, to include the Foreign Military Sales (FMS Trust Fund).

4. Category D Debtors:  All individuals not subject to salary or administrative offset.

5. Category E Debtors:  All other public debtors including: 

a. Nonappropriated Fund Instrumentalities (NAFIs) to include the Army and Air Force Exchange Service (AAFES).

b. Private Organizations.

c. State, local and foreign governments (excluding FMS)

d. International organizations, i.e., American Red Cross

e. Firms or corporations not known to be US Government contractors. 

6.   Time frames for notifying debtors (sending letters) of delinquent accounts receivable are as follows: 

a. Individuals subject to salary offset (Category A):  First letter is sent 30 days after date of the bill.  Two subsequent letters are sent after 60 and 90 days (second and third letters are optional if debt is under $1,000).

1. If debtor fails to respond, prepare DD 139 for active and reserve Army military members and submit to servicing DMPO for input into the Active or Reserve Military Pay Systems.

2. Prepare a DD 2581 for Army civilians for collection from individuals pay (salary offset).  Submit DD2581 on a numbered TL to the appropriate DFAS Civilan Payroll Office that maintains the individuals pay account.  

b. U.S. Government contractors (Category B):  Require activities who submit documents related to the debt to obtain and furnish the name and address of the contractor; separate billing address, employer identification number (if a US contractor), and the Social Security Number of the contracting officer, Army contractor number, contracting officer’s name and organization.  Send first letter requesting payment 30 days after date of bill.  If no response to first letter, after 60 days of the date of bill:

1. Flag the contract payment file (to collect the debt) for contractors where the same field site accounts for the debt as well as pays the invoices so that additional payments are not made on the contract until all debts have been liquidated. 

2. Send a request through the contracting officer to the paying office to flag the contract payment file (to collect the debt) when the field site maintaining the account receivable is not the paying office.

3. Recoup the amount of the debt from the next payment due the contractor.

4. If there is no response and the amount is greater than $600, forward complete debt package to DFAS-Columbus for collection.  If under $600, write off the debt. 

c. Other Army activities, other DoD branches of service, and other federal departments and agencies (Category C):   

1. For Army and other DoD activities:  First letter is sent 60 after date of  bill.  If no response in 30 days, second letter is sent to the billed activities MACOM with an information copy to the billing activity’s MACOM.

2. For other DoD activities, bills are current for 90 days after date of bill.  First letter is sent to the billed activity with information copies to the billing activity’s MACOM and higher echelon office of the billed activity.  Second letter (signed by the installation comptroller or DRM) is sent to billed activity’s higher echelon office.  If necessary, include a statement that reimbursable support to that activity will discontinue if payment is not made within 30 days. If no response after 120 days, request guidance from DFAS-Indianapolis Center, DFAS-IN-AQA.

3. For other federal agencies:  First letter is sent after 60 days.  Second letter is sent after 90 days stating that support to that activity will discontinue if payment is not received (coordinate with installation DRM and performing activity).  If no response after 90 days, request guidance from DFAS-Indianapolis Center, DFAS-IN-AQA.

d. Other individuals, no salary offset (Category D):  First letter is sent certified with a return receipt after 30 days from the date of the bill.  If mail is returned, “address unknown”, only one letter is necessary.  If under $225, write-off.  If over $225, send debt collection to DFAS-Denver, Debt and Claims Management.

e. All other organizational public debtors (Category E):  Send first letter after 30 days to the organization.  If no response, send second follow-up letter requesting payment or immediate response.  If no response, notify commander of activity providing the support for assistance in collecting the debt and/or terminating the support.  

Write-Off of Delinquent Accounts Receivable

When all collection action has failed, delinquent accounts receivable in RSC 900 (individuals and companies outside the government) must be written off.  It is critical that the individual customer number file has all the substantiating documentation to prove that due process procedures were followed in the correct time frames and that the customer has not responded or paid the bill.  Substantiating documentation will include but is not limited to original document (contracts, lease agreement, MOU), copies of all unpaid bills with backup, letters sent, certified letter receipt or envelope showing return by post office, any memorandum for record showing attempts to collect, etc.  

1.  Federal Contractors, Category B Debtors:

a. For debts less than $600, write off the debt to the appropriation that would have received the collection.

b. For debts over $600, forward complete debt package (with all substantiating documentation) to DFAS-Columbus, ATTN: DFAS-CO-FD, P.O.Box 182317, Columbus, Ohio 43218-2317.  Collection assistance is limited to debt collection services and does not include the authority to write off debts.

c. The debt will be maintained and reported as delinquent by the DFAS field site.  DFAS-CO will provide the accounting office written notification of required actions resulting from their collection assistance process.  

d. Any payments received by DFAS-Columbus will result in a collection voucher (DD1131) being processed by DFAS-Columbus which will come through the normal TFO/TBO Process.

e. The program director will decide when to write off the debt, if further collection action by DFAS Columbus is futile. 

NOTE:  See DFAS-IN 37-1, Chapter 17, paragraph 170704, for more detailed instructions.

2.  Individual Debts Not Subject to Salary Offset, Category D:

a. For individual debts (RSC 930) over $225, forward a complete debt package, DA 1854-R with source documents, to DFAS-Denver, ATTN: DFAS-DE-FYDE, 6760 East Irvington Place, Denver, CO 80279-7000.

b. A numbered control transmittal letter (TL) is to be included in each package of debts.  The TL must list each debt by debtor name, social security number, and dollar amount for that package.  Include a point of contact and telephone number.

c. DFAS-Denver will return a copy of the TL with a date written in a stamped entry. This date is the date of the accounting month in which the accounts receivable will be removed from the accounting records and reports at installation level.  The amount of debt accepted on each TL is the amount to be recorded as a “transfer out” on the accounts receivable reports.

d. For debts under $225 that DFAS Denver will not accept, contact the program director and advise that debt cannot be collected.  The debt will be written off to the appropriation that should have received the collection.

e. Prepare IRS Form 1099-G for the amount of the debt written off, in accordance with the DoDFMR, Volume 4, Chapter 3, paragraph 0306.

      NOTE:  See DFAS-In 37-1, Chapter 17, paragraph 170706, for more detailed   instructions.

3.  Companies, Institutions, State and Local Governments, Category E Debtors:

a. These debts will remain in the accounting records until collected.  Accounting will work with the installation officials that provided the support to facilitate collection.  These debts will be reported as delinquent accounts receivable by accounting.  The program director will decide when  the debt will be written off to the appropriation that would have received the collection. 

b. As a last resort, refer collection problems to DFAS-Indianapolis, ATTN; DFAS-IN-AQA, 8899 East 56th Street, Indianapolis, IN 46249-0001 or call 317-510-3288 for assistance.

NOTE:   See DFAS-IN 37-1, Chapter 17, paragraph 170707, for more detailed information.

Reporting Accounts Receivable

Accounts Receivable are reported monthly on the RSC 112 Report, Part III through V, Report on Receivables due from Public, and in Schedule 9, Public Receivables which are produced from STANFINS.   There are also quarterly STANFINS reports on Accounts Receivable that require detail explanations of delinquent accounts receivable over 180 days that are reported to DFAS Arlington.  (See the Reports SOP for more details).  

The DFAS field site will report delinquent accounts receivable monthly through the comptroller or DRM to the commander.  This report has to include the debtor’s name; organization (address for non-US Government employees); the SSN, if applicable; the amount; age of debt; type of debt; collection action taken to date; a remarks column containing additional information concerning the status of the debt; and any recommendations, as appropriate.  (See the Reports SOP for more details).  

Also, See a List of Reimbursement Reports in Attachment IX., page 55)

Year-End Procedures

Prior to fiscal year end, September 30th, all activities must thoroughly review all Intraservice Support Agreements and reimbursable orders accepted from DoD activities.  Program directors need to ensure that sufficient funds have been provided to defray costs through 30 September.  Prior to the end of the September, Orders Received must be written down to equal Earned Reimbursements in those appropriations expiring on September 30th.  The program director must provide a copy /amendment to a MIPR or letter of intent to support the write-down.  

If an Undelivered Order (UDO) exists in an individual customer number, the orders received will NOT be decreased to equal earnings; however, the Undelivered Order must equal the Unfilled Order.  Valid Unfilled Orders that are to be carried into the next fiscal year must be supported by a reimbursable obligation (posted on the Fund Control and Status/Fund Control and Status by Program Director (AVK 051/052) Automatic or Funded Report, against a FAC 4, 5, or 8 APC for Automatic; or a FAC 6 or 7 APC for Funded reimbursements).  See the

REIM-FXW/LXG query in the Queries Section of this SOP.  The earnings will be recorded in subsequent fiscal periods upon receipt of the contractual services or supplies.

Increases or decreases to reimbursable orders will be furnished by the installation to DFAS Field Sites by the predetermined cutoff date as stipulated in the year-end LOI.  

Follow guidance in DFAS 37-1, Ch 28-21 for multi-year appropriations for month-end and additional year-end procedures. 
Customer Number Candidate File

Records can be added, changed or deleted to the customer number candidate file.  The candidate file (FXW) from pre-yearend will be merged with the current FXW file. 

1. If a customer number is deleted from the FXW file, the accounting office must insure that any APC codes referencing the customer number are also deleted from APC candidate file (the AXW). 

2.  Once the candidate file has been created, all requests for new customer numbers must indicate which fiscal years need to be established (i.e. just current year or current year and new year).

3.  The TM cycle edits the AMS in the APC candidate file and changes the program elements (PE) in the APC and FXW candidate files to 3 position detail.  If the customer number has more than one APC associated with it, the system will assign the PE in the customer number to match the PE in only one of the APCs.  Therefore, make any necessary corrections to ensure that the PE in the APCs are all the same, that are associated with one customer number.

CANDIDATE FILE DELETE PROCESS

The delete process can only be used in a pre-yearend program.  The delete card will drop the customer number from the candidate file allowing a customer number to be re-used.  This is a yearly opportunity to scrub excess customer numbers not used or required.

Flowchart
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Attachment(s)

ATTACHMENT I

Military Interdepartmental Purchase Request (MIPR)

Reimbursable procurement means an order (DD Form 448 - MIPR) is placed by a requiring (ordering) DoD Component for a procuring (providing) DoD Component (or Federal agency) to furnish them material, supplies, or equipment on a contract funded by the procuring DoD Component (or Federal agency), without separately identifying the items or fund citations.     

Direct cite MIPRs are accomplished by combining the requirements of one or more DoD Components with those of the procuring Component.  The procuring Component may issue one contract with separate schedules and fund citations for each requiring Component.

Additional info:

· The ordering activity must include the source of funding on the reimbursable order.

· When an ordering activity places an order on behalf of agencies outside the federal Government, it will be indicated on the order.

· Show prices on the order or in a work list.

· Acceptances must specify if the reimbursement is on the basis of “fixed price” or “cost incurred”.  

A MIPR that is assigned to more than one customer number should have the dollar amount allotted to each customer number broken out on the acceptance.

Communicate with your customers; if the customer wants to issue more than one MIPR per job, suggest they increase the original MIPR.

The MIPR should clearly state any special information or procedures related to billing (example:  advance billing, billing based on estimate, billing based on cost transfers for payroll cost, etc.).

ATTACHMENT I (cont’d)

Cradle to Grave Flow of MIPRs 
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ATTACHMENT II.

Sample Memorandum of Agreement

	MEMORANDUM OF AGREEMENT

	BETWEEN

	THE U.S. DEPARTMENT OF                      AND THE U.S. DEPARTMENT OF THE ARMY FOR REIMBURSING THE U.S. ARMY FOR ______________________

	
	I. Purpose. This agreement established the financial arrangements between the Department of (identify the other Federal agency) and the Department of the Army for reimbursing the Department of the Army for (identify the program)

	
	II. Description of Services to be Provided. The Department of the Army is to maintain the capability to respond on an as required basis to the (identify the other Federal agency) requirements for (describe the required support) and to meet the needs of the (other Federal agency) that has limited (identify the support) capabilities

	
	III. Basis for Reimbursement

	
	       A. This agreement is entered into under the provisions of (identify the authority, such as the "Economy Act") and provides for a reimbursable order of approximately (identify the dollar amount). This MOA is subject to annual modification as necessary to provide for reimbursement of costs as described below in providing the requested support. The amounts in respective reimbursable orders may not be exceeded by more than (display the ceiling by either a percentage or dollar value) without written approval by the (other Federal agency)

	
	       B. Support furnished under this agreement shall be for the costs incurred by the Department of the Army in providing the services

	
	IV. Procedural Arrangements

	
	       A. Estimating. The Department of the Army will continuously review its actual costs incurred in providing the requested support to ascertain if they are in line with the annual cost estimates. The Department of the Army will promptly advise the (other Federal agency) of any required revisions to the value of this agreement.

	
	       B. Ordering. The (other Federal agency) will provide a completed order for specific materiel or services to the Department of the Army for acceptance and the identification of the (other Federal agency) accounting data for resulting billings (unless a check is provided in advance). The delivery requirements of the (other Federal agency) will be stated in the order.

	
	       C. Billing. The Department of the Army will bill the (other Federal agency) on a monthly basis by submitting Standard Form (SF) 1080 (Voucher for Transfers Between Appropriations) and including a breakdown of actual cost elements being reimbursed. The voucher shall be sent or delivered to the (other Federal agency) within 30 days after the month in which the transaction occurred.

	
	       D. Payment of Bills. The (other Federal agency) paying office will forward check payment along with a copy of billed invoice to the appropriate addressee listed on the billing invoice within 30 days of the date of invoice (unless identified as no check required). Bills rendered are not subject to audit.

	
	V. Effective Date. This agreement is effective (date) and will terminate on (date).

	
	(Other Federal Agency)
	(Army Component)


ATTACHMENT III.

Sample of Completed DD Form 448

	Military Interdepartmental Purchase Request
	1.

PAGE    OF    PAGES

	 2. FSC


	3. CONTROL SYMBOL NO.
	4. DATE PREPARED

   30 December 06
	5. MIPR NUMBER

MIPROA00008901
	6.AMED NO.
 Initial

	 7.  TO:
 General Services Administration

 Region 5

 Data Services Division

 Chicago, IL  60604
	 8. FROM: (Agency, name, telephone number of originator)
 Commander

 U.S. Army Soldier Support Center

 ATSG-DCD-PMC

 Ft. Benjamin Harrison, IN  46216-5005

	[image: image4.wmf] STATEMENT OF ACCOUNT

       MAKE CHECKS PAYABLE TO TREASURER OF US

        For use of this form, see AR 37-108; the proponent agency is USAFAC.

     (Present or mail this portion of the bill with the payment.)

FROM:

ACCOUNT NUMBER

DFAS-OR/FD

ATTN:  

BILL NUMBER

PO BOX 934800

ORLANDO, FL 32893-4800

DATE DUE

BILLING DATE

TO:

DETACH THIS PORTION OF BILL

DESCRIPTION OF CURRENT CHARGES

AMOUNT

DP 

FY

BS

LMT

OA

RSC

PROG

FSN

APC

DOC CUST

YOU HAVE THE RIGHT TO A FULL EXPLANATION OF THE DEBT, TO DISPUTE OR

REQUEST ANY INFORMATION IN OUR RECORDS, AND TO APPEAL OR REQUEST

REVIEW OF YOUR DEBT.  IF YOUR PAYMENT IS NOT RECEIVED BY THE DUE DATE,

ADDITIONAL CHARGES WILL BE ASSESSED AS REQUIRED BY P.L. 97-365, AND MAY

RESULT IN ADMINISTRATIVE OFFSET FROM ANY FUTURE PAYMENTS TO SATISY THE 

DEBT.

$0.00

DA FORM 1857, JUN 83

(3 Part)

   EDITION OF 1 AUG 71 IS OBSOLETE

USAPPC 2.00

$0.00

$0.00

$0.00

Taxes

$0.00

Interest

$0.00

Penalty

DATE

PAY THIS AMOUNT





NUMBER

ADDR

Balance Forward

Current Charges

Processing

1



CUST

NUMBER



$0.00
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PHONE:

FAX TO 

* REIMB DES:  6 = Funded Customer; 7 = Automatic

CUSTOMER NAME





AUTHORITY

 

CITY,STATE,ZIP









OFF BILLED

EOR
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Name:

Activity:

Address:

Name:

Phone:

Fax:

CORR

TA

FY(1)

**

APC(4)

CODE(1)

FAC(1)

DEPT(2)

**

BSN(4)

**

LIMIT(4)

**

PY(1)

**

OA(2)

**

RD(1)

ASN(4)

**

PE(6)

FSN(6)

**

AMS(11)

M2

XREF

SPEC 

*

LED

MIL

EXP

PD

*

78

EXP

MIL

APC(4)

PROJ(6)

CODE(2)

RSC(3)

ANN(1)

ANN(1)

MIN(1)

LEV(1)

MON(1)

MON(1)

CORR

AOB RPT

*

FUNCT

RCN/

TA

FY(1)

APC(4)

CODE(1)

LEVEL(5)

COST(5)

MDEP(4)

M3
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*

GEO AREA

PD

*

CEIL

CEIL

RPT(1)

CODE(1)

UIC(6)

*

MAJ(1)

MON(1)

ANN(1)

SPEC PROJ - Special Project Code

PD MIN - Program Director Minor

CUSTOMER NUMBER (If Reimbursable APC)

*

These fields budget uses for their own reporting purposes.   

DESCRIPTION

The fields marked with * are the fields that Accounting can not 

AOB RPT LEVEL 

validate against any regulation, edit table or STANFINS user  

FUNCT COST - Functional Cost Code (If Required)

manual.

MDEP - Management Decision Code

DAILY FD LVL - Daily fund control reporting level

** 

These fields can be validated by pulling the FAD or checking the 

UIC - Unit Identification Code

AVK 051









FAX: 





Note that the required number of characters for each field is listed in parentheses.



City, State, Zip:



Fill in only highlighted fields.



APC Request Form

TO: DFAS - 

ATTN: 



YOU ARE IN THE APC MASTER UPDATE FUNCTION

PD MAJ - Program Director Major

ASN - Allotment Serial Number

FD LVL(1)



BSN - Basic Symbol

LIMIT - Limitation

DEPT - Department

For new APCs, fill out only the fields listed below:

FY - Fiscal Year

    APC - Account Processing Code

    CORRECTION CODE - C (Change) or D (Delete)

    Other - Only the fields you are changing. Leave all other fields blank.

FAC - Fiscal Action Code

FSN - Fiscal Station Number

AMS - Army Management Structure

APC - Account Processing Code

CORRECTION CODE - A (Add)



PE - Program Element

FY XREF-APC - Fiscal Year For Cross Reference APC (FAC 4 OR 5)

XREF APC - Cross Reference APC (FAC 4 OR 5)

RSC - Reimbursement Source Code-

Use Reimbursement Designator 6 or 7

PY - Program Year

OA - Operating Agency

For APC changes/deletions, fill out only the fields listed below:

    FY - Fiscal Year



FY XREF-

APC(1)

CUSTOMER

NUMBER(6)

DESCRIPTION(43)



DAILY 

*



Check here if you need a fund code for supply

Fax copy to Mgt Acct Ofc



dbCAS Ledger(4)

purchases:

DODAACs requiring fund codes:

[image: image7.wmf] STATEMENT OF ACCOUNT

       MAKE CHECKS PAYABLE TO TREASURER OF US

        For use of this form, see AR 37-108; the proponent agency is USAFAC.

     (Present or mail this portion of the bill with the payment.)

FROM:

ACCOUNT NUMBER

DFAS-OR/FD

ATTN:  

BILL NUMBER

PO BOX 934800

ORLANDO, FL 32893-4800

DATE DUE

BILLING DATE

TO:

DETACH THIS PORTION OF BILL

DESCRIPTION OF CURRENT CHARGES

AMOUNT

DP 

FY

BS

LMT

OA

RSC

PROG

FSN

APC

DOC CUST

YOU HAVE THE RIGHT TO A FULL EXPLANATION OF THE DEBT, TO DISPUTE OR

REQUEST ANY INFORMATION IN OUR RECORDS, AND TO APPEAL OR REQUEST

REVIEW OF YOUR DEBT.  IF YOUR PAYMENT IS NOT RECEIVED BY THE DUE DATE,

ADDITIONAL CHARGES WILL BE ASSESSED AS REQUIRED BY P.L. 97-365, AND MAY

RESULT IN ADMINISTRATIVE OFFSET FROM ANY FUTURE PAYMENTS TO SATISY THE 

DEBT.

$0.00

DA FORM 1857, JUN 83

(3 Part)

   EDITION OF 1 AUG 71 IS OBSOLETE

USAPPC 2.00

$0.00

$0.00

$0.00

Taxes

$0.00

Interest

$0.00

Penalty

DATE

PAY THIS AMOUNT





NUMBER

ADDR

Balance Forward

Current Charges

Processing

1



CUST

NUMBER



$0.00

 9. ITEMS __ ARE  __ ARE NOT INCLUDED IN THE INTERSERVICE SUPPLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE SCREENING  __ HAS __ HAS NOT BEEN ACCOMPLISHED.

	ITEM

NO.
a
	DESCRIPTION

(Federal stock number, nomenclature, specification and/or drawing No., etc.)
B
	QTY

c
	UNIT

d
	ESTIMATED

UNIT

PRICE

e
	ESTIMATED

TOTAL

PRICE 
F

	1
	 Prepare and deliver a computer drive simulation to provide the supply, processing, training and equipping requirements for a variety of given demands.  The model is intended to predict the potential of the training base to meet the demand for personnel as individuals and units.

 Preparation and delivery of model will require vendor to prepare, program, and demonstrate the model; document the model and its operation in a user's manual; provide training to users; and deliver report and software (5 copies).  Further information contained in attached statement of work.

 This Economy Act order is placed in accordance with the provisions of DFAS-IN 
Reg 37-1/DoDFMR, Volume 11.

 Request copies of all billings be sent to:

 (See Block #8)

 POC for this order is:  John Doe,

 DSN 123-4567/Commercial 317-123-4567 
	1
	
	$225,000
	$225,000.00

	  10.  SEE ATTACHED PAGES FOR DELIVERY SCHEDULES, PRESERVATION AND PACKAGING INSTRUCTIONS, SHIP-

         PING INSTRUCTIONS AND INSTRUCTIONS FOR DISTRIBUTION OF CONTRACTS AND RELATED DOCUMENTS.

	$225,000.00

	  12.  TRANSPORTATION ALLOTMENT (Used if FOB Contractor' s plant)
	  13.  MAIL INVOICES TO (Payment will be made by)
DFAS-Indianapolis Center, ATTN: DFAS-IN/V, 8899 E. 56th St., Indianapolis, IN 46216-5000

	
	
	  W537RQ

	  14.  FUNDS FOR PROCUREMENT ARE PROPERLY CHARGEABLE TO THE ALLOTMENTS SET FORTH BELOW.  THE AVAILABLE

       BALANCES OF WHICH ARE SUFFICIENT TO COVER THE ESTIMATED TOTAL PRICE.

	ACRN
	APPROPRIATION
	LIMIT/

SUBHEAD
	SUPPLEMENTAL ACCOUNTING CLASSIFICATION
	ACCTG STA

DODAAD
	AMOUNT

	
	 2172020


	0000
	57-8307  P871713.11  2572 APC1

 MIPR0A00008901
	
 S12101
	$225,000

	  15.  AUTHORIZING OFFICER (Type name and title)
    John Doe, Dir DCD
	  16.  SIGNATURE

                     /s/
	  17.  DATE

   30 Dec 97

	DD
	 FORM 448
1 JUN 72
	
	PREVIOUS EDITION IS OBSOLETE.
	

	COMPLETION INSTRUCTION BY BLOCK NUMBER FOR DD FORM 448-MILITARY INTERDEPARTMENTAL PURCHASE REQUEST

	(1)
	Enter number of pages (includes attachments).

	(2)
	Enter Federal supply classification, if applicable.

	(3)
	Enter control symbol number, if applicable.

	(4)
	Enter the date MIPR is prepared. For amendments, enter the date the amendment is prepared.

	(5)
	Enter MIPR number, which is also the SDN for a MIPR.  See Table 5-4, item FF.

	(6)
	Enter the amendment number of the MIPR. On issuance of the first MIPR, enter "INITIAL". Consecutively number future amendments to the MIPR starting with 01.

	(7)
	Enter the complete address of the agency/activity that will be accepting the MIPR.

	(8)
	Enter the complete address of the agency/activity that is ordering the work/services/supplies.

	(9)
	Check the appropriate blocks.

	(9a)
	Enter the item number that relates to the description. If the MIPR is requesting more than one type of item of work/service, consecutively number each item.

	(9b)
	Enter the description of work/services being requested, the appropriate statement if order is an Economy Act order or a Project Order and a POC (name, phone# and organization). For amendments, explain reason for increase/decrease.

	(9c)
	Enter quantity, if applicable.

	(9d)
	Enter unit of issue, if applicable.

	(9e)
	Enter estimated unit price. For amendment, enter amount of increase/decrease.

	(9f)
	Enter estimated total price (quantity X estimated unit price). For amendment, enter amount of increase/decrease.

	(10)
	Self explanatory.

	(11)
	Enter the grand total of the MIPR. For amendments, enter revised grand total (original amount plus/minus amended amount.

	(12)
	Enter transportation accounting classification if FOB contractor's plant.

	(13)
	Enter the address and DODAAD of the OPLOC/FAO that supports the ordering activity.  Bills will be sent to the OPLOC/FAO that supports the ordering activity.  Ordering activities may request "copies" of bills with supporting detail to be provided if so stated on the MIPR and agreed to by the performing activity.

	(14)
	In the ACRN block, enter the accounting classification reference number, if applicable. In the following blocks enter the "billed to" accounting classification. If additional space is required for additional fund citations, provide in and attachment to the MIPR and make reference to

	
	the attachment on the form.  In the supplemental accounting classification block include the SDN which is the same as the MIPR number in block 5.  For amendments, enter amount of increase/decrease.

	(15)
	Enter the authorizing officer name (typed or printed).

	(16)
	The authorizing officer will sign here. Electronic signature is authorized.

	(17)
	Enter the date the MIPR signed. For amendments, enter the date the amendment is signed.


ATTACHMENT III. (cont’d)

Sample of Completed DD Form 448-2
	ACCEPTANCE OF MIPR

	  1. TO (Requiring Activity Address)(Include ZIP Code)
 Commander, USASSC(ATSG-DCD-PMC)

 Indianapolis, IN  46216-5005
	  2.  MIPR NUMBER
  MIPR0A00008901  APC1 2572
	 3.  AMENDMENT NO.
  Initial

	
	 4. DATE (MIPR Signature Date)
30 December 2006
	 5. AMOUNT (As Listed on the MIPR)
  $225,000.00

	[image: image8.wmf]FROM:

Name:

Activity:

Address:

Name:

Phone:

Fax:

CORR

TA

FY(1)

**

APC(4)

CODE(1)

FAC(1)

DEPT(2)

**

BSN(4)

**

LIMIT(4)

**

PY(1)

**

OA(2)

**

RD(1)

ASN(4)

**

PE(6)

FSN(6)

**

AMS(11)

M2

XREF

SPEC 

*

LED

MIL

EXP

PD

*

78

EXP

MIL

APC(4)

PROJ(6)

CODE(2)

RSC(3)

ANN(1)

ANN(1)

MIN(1)

LEV(1)

MON(1)

MON(1)

CORR

AOB RPT

*

FUNCT

RCN/

TA

FY(1)

APC(4)

CODE(1)

LEVEL(5)

COST(5)

MDEP(4)

M3

TDA 78 

*

GEO AREA

PD

*

CEIL

CEIL

RPT(1)

CODE(1)

UIC(6)

*

MAJ(1)

MON(1)

ANN(1)

SPEC PROJ - Special Project Code

PD MIN - Program Director Minor

CUSTOMER NUMBER (If Reimbursable APC)

*

These fields budget uses for their own reporting purposes.   

DESCRIPTION

The fields marked with * are the fields that Accounting can not 

AOB RPT LEVEL 

validate against any regulation, edit table or STANFINS user  

FUNCT COST - Functional Cost Code (If Required)

manual.

MDEP - Management Decision Code

DAILY FD LVL - Daily fund control reporting level

** 

These fields can be validated by pulling the FAD or checking the 

UIC - Unit Identification Code

AVK 051









FAX: 





Note that the required number of characters for each field is listed in parentheses.



City, State, Zip:



Fill in only highlighted fields.



APC Request Form

TO: DFAS - 

ATTN: 



YOU ARE IN THE APC MASTER UPDATE FUNCTION

PD MAJ - Program Director Major

ASN - Allotment Serial Number

FD LVL(1)



BSN - Basic Symbol

LIMIT - Limitation

DEPT - Department

For new APCs, fill out only the fields listed below:

FY - Fiscal Year

    APC - Account Processing Code

    CORRECTION CODE - C (Change) or D (Delete)

    Other - Only the fields you are changing. Leave all other fields blank.

FAC - Fiscal Action Code

FSN - Fiscal Station Number

AMS - Army Management Structure

APC - Account Processing Code

CORRECTION CODE - A (Add)



PE - Program Element

FY XREF-APC - Fiscal Year For Cross Reference APC (FAC 4 OR 5)

XREF APC - Cross Reference APC (FAC 4 OR 5)

RSC - Reimbursement Source Code-

Use Reimbursement Designator 6 or 7

PY - Program Year

OA - Operating Agency

For APC changes/deletions, fill out only the fields listed below:

    FY - Fiscal Year



FY XREF-

APC(1)

CUSTOMER

NUMBER(6)

DESCRIPTION(43)



DAILY 

*



Check here if you need a fund code for supply

Fax copy to Mgt Acct Ofc



dbCAS Ledger(4)

purchases:

DODAACs requiring fund codes:

 6. The MIPR identified above is accepted and the items requested will be provided as follows: (Check as Applicable)
   a.  X   ALL ITEMS WILL BE PROVIDED THROUGH REIMBURSEMENT (Category I)
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POC:

PHONE:

FAX TO 

* REIMB DES:  6 = Funded Customer; 7 = Automatic

CUSTOMER NAME





AUTHORITY

 

CITY,STATE,ZIP









OFF BILLED

EOR

   b.      ALL ITEMS WILL BE PROCURED BY THE DIRECT CITATION OF FUNDS (Category II)
   c.      ITEMS WILL BE PROVIDED BY BOTH CATEGORY I AND CATEGORY II AS INDICATED BELOW

   d.      THIS ACCEPTANCE, FOR CATEGORY I ITEMS, IS QUALIFIED BECAUSE OF ANTICIPATED CONTINGENCIES AS TO FINAL

           PRICE, CHANGES IN THIS ACCEPTANCE FIGURE WILL BE FURNISHED PERIODICALLY UPON DETERMINATION OF

           DEFINITIZED PRICES, BUT PRIOR TO SUBMISSION OF BILLINGS.

	  7.            MIPR ITEM NUMBER(S) IDENTIFIED IN BLOCK 13, "REMARKS" IS NOT ACCEPTED (IS REJECTED) FOR THE REASONS

                 INDICATED.

	  8.                       TO BE PROVIDED THROUGH REIMBURSEMENT

                                                  CATEGORY I
	  9.                  TO BE PROCURED BY DIRECT CITATION OF FUNDS

                                                CATEGORY II

	ITEM NO.

A
	QUANTITY

B
	ESTIMATED PRICE

c
	ITEM NO.

a
	QUANTITY

B
	ESTIMATED PRICE

c

	1
	1
	$225,000.00


	
	
	

	  d. TOTAL ESTIMATED PRICE
	$225,000.00
	  d. TOTAL ESTIMATED PRICE
	

	  10. ANTICIPATED DATE OF OBLIGATION FOR CATEGORY II ITEMS


	  11. GRAND TOTAL ESTIMATED PRICE OF ALL ITEMS
        $225,000.00

	  12. FUNDS DATA (Check if Applicable)
      a.        ADDITIONAL FUND IN THE AMOUNT OF $                             ARE REQUIRED (See Justification in Block 13)
      b.        FUNDS IN THE AMOUNT OF $                           ARE NOT REQUIRED AND MAY BE WITHDRAWN

	  13. REMARKS
  POC for acceptance of this order is:  Harry Hans, Commercial 317-542-3071

  or DSN 699-3071.



	 14. ACCEPTING ACTIVITY (Complete Address)
  GSA

  Region 5

  DA&A Services Div, Chicago, IL 60604
	 15. TYPED NAME AND TITLE OF AUTHORIZED OFFICIAL
   Jack Doe

	
	  16. SIGNATURE
               /s/
	17. DATE
  13 Jan 07

	DD
	FORM
1 JUL 71
	448-2
	PREVIOUS EDITION WILL BE USED UNTIL EXHAUSTED.
	* U.S.G.P.O.:  1987 - 181-032/60818


	COMPLETION INSTRUCTIONS BY BLOCK NUMBER
FOR DD FORM 448‑2 (ACCEPTANCE OF MIPR)



	(1)
	Enter the address of the ordering activity.  Address will be the same as that entered on block 8 of the DD Form 448.

	(2)
	Enter the MIPR number. This number will be the same as entered on block 5 of DD Form 448.

	(3)
	Enter the amendment number. This number will be the same as entered on block 6 of DD Form 448.

	(4)
	Enter the signature date. This date will be the same date as entered on block 17 of DD Form 448.

	(5)
	Enter the amount as entered on block 11 of DD Form 448.

	(6)
	Check the appropriate block.

	(7)
	Check, if applicable and enter comment/reasons in block 13.

	(8)
	In blocks 8a through 8c (self explanatory) enter the appropriate data if accepted through reimbursement.  For amendments, in Blocks 8c-8d, enter amount of increase/decrease.

	(9)
	In blocks 9a through 9c (self explanatory) enter the appropriate data if accepted as a direct fund cite.  It is recommended that the ordering activity issue a message/letter using a direct fund cite instead of the MIPR.  For amendments, in Blocks 9c-9d, enter amount of increase/decrease.

	(10)
	Self explanatory.

	(11)
	Enter the grand total of MIPR.  If grand total is different than that on DD Form 448, block 11, notify the ordering activity.  This will require an amendment.  For amendments, enter revised grand total (original amount plus/minus amended amount.

	(12a)
	Check block, if applicable and enter the additional dollar amount needed.  Show justification in block 13.

	(12b)
	Check block, if applicable and enter amount that is no longer required and to be withdrawn by the ordering activity.  When this block is filled out and returned to the ordering activity, no change orders are required by the ordering activity.  Upon receipt of DD Form 448‑2 and block 12b is checked and amount shown, adjust obligations accordingly. 

	(13)
	Enter remarks, if applicable.  Enter the appropriate statement if order is an Economy Act order or a Project Order and a POC.

	(14)
	Enter the complete address of the accepting (performing) activity.

	(15)
	Enter the typed/printed name of the authorized official that is accepting the order.

	(16)
	The authorized official accepting the order will sign here.

	(17)
	Enter date that DD Form 448-2 is signed.


ATTACHMENT IV.


ATTACHMENT V.

Customer Number Request Form


ATTACHMENT VI.

Sample of Completed SF 1080
	FOR COLLECTION                                      CV#5576
	25 Jan 07

	Standard Form 1080 

Revised April 1982 

Department of the Treasury

I TFRM 2-2500

1080-109-08
	VOUCHER FOR TRANSFERS

BETWEEN APPROPRIATIONS AND/OR FUNDS
	VOUCHER  NO. 

            915716

	
	
	SCHEDULE NO.  1366

                   

	Department, establishment, bureau, or office receiving funds
   Department of the Army

    Office of Financial Management
	BILL NO.

	
	PAID BY

	Department, establishment, bureau, or office charged         

          Finance & Accounting Office

            U.S. Army Engineer District

            Savannah

            P. O. Box 889

            Savannah, GA  31402
	  DSSN 

  1234

  District Eng.

  Savannah, GA

  31402

  17 Jan 2007

	ORDER NO.
	DATE OF

DELIVERY
	ARTICLE OR SERVICE
	QUAN-

TITY
	UNIT PRICE
	AMOUNT

	
	
	
	
	COST
	PER
	DOLLARS AND CENTS

	 MIPR-

 IA0294
	
	Transportation expenses for John Doe from Savannah, GA to Indianapolis, IN and return.  At the request of District Engineer Savannah in conjunction with reimbursable order.
	
	
	
	516.29



	
	
	
	       TOTAL 
	516.29

	  Remittance in payment hereof should be sent to--
                       Department of the Army

                            Division of Financial Management

                            Office Financial Operation (Tel #510-4567)

                            Indianapolis, IN  46249-0001

	ACCOUNTING CLASSIFICATION--Office Receiving Funds

	 2172020.0000 38-8301 878716.60 211J MIPRCOEIA0294F AY33 S12102

	CERTIFICATE OF OFFICE CHARGED

	  I certify that the above articles were received and accepted or the services performed as stated and should be charged to the appropriation(s) and/or fund(s) as indicated below; or that the advance payment requested is approved and should be paid as indicated.

	
	
	
	   Mary Doe_________________                                                              

	   13 Jan 2007                           
	
(Authorized administrative or certifying officer)

	                       (Date)
	  Chief of Financial Services                                        

	ACCOUNTING CLASSIFICATION--Office Charged

	    96X3124,GE,CE,Civil    EA6026100008803(DA)           S96490

	 Paid by Check No.  123456789

	NSN 7540-00-634-4230
	Previous Editions Are Usable


	COMPLETION INSTRUCTIONS FOR SF 1080-VOUCHER FOR TRANSFERS BETWEEN APPROPRIATIONS AND/OR FUNDS



	(1)
	Office, department establishment, or bureau receiving funds.

	(2)
	Address of the office charged-should be address of OPLOC/FAO supporting the ordering activity.

	(3)
	MIPR number, reimbursable order number, delivery order number, and so forth.

	(4)
	Date of delivery, if applicable.

	(5)
	Description of services or itemization of bill, date of bill, payment due date.

	(6)
	Quantity, if applicable.

	(7)
	Unit price cost, total, if applicable.

	(8)
	Unit price, cost per unit. 

	(9)
	Amount.

	(10)
	Address where remittance/payment is to be sent. Provide a telephone number and the payment due date in this block.

	(11)
	Accounting classification of the performing activity.

	(12)
	Certification statement of office charged-original signature required.

	(13)
	Accounting classification of ordering activity.

	(14)
	Check number of check provided by the remitter.

	(15)
	Voucher number-provided when check payment is made.

	(16)
	Voucher schedule number-internal to the disbursing office.

	(17)
	Bill number of the SF 1080.

	(18)
	Self-explanatory.

	(19)
	For collection with collection voucher number-SF 1080 is marked for collection when check is received. DD Form 1131 is not required nor recommended to be used when check is received for collection.


ATTACHMENT VI. (cont’d)

Sample of Mechanized SF 1080

	PREPARED   

31 MAY 07
	VOUCHER FOR TRANSFER BETWEEN APPROPRIATIONS AND/OR FUNDS
	AS OF 31 MAY 93

	
	
	
	
	
	
	
	
	
	

	D.O. VOUCHER NO.
	BU VOUCHER NO.
	CUST ID
	PAID BY CHECK NO.
	COLLECTION VOU. NO.
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	33F
	"NO CHECK DRAWN"
	
	ACCOUNT OF
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	BILLED OFFICE  (MAIL TO):
	
	
	BILLING OFFICE (SEND REMITTANCE TO):
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	"BILL TO ADDRESS-COMPLETE WITH ZIP CODE"
	
	
	"COMPLETE BILLING OFFICE ADDRESS TO INCLUDE ZIP CODE"
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	CUST
	BILL
	REF
	REF
	
	
	COLLECTION
	
	DISBURSEMENT
	

	NBR
	NBR
	NBR
	DATE
	
	BILLING ACCOUNTING CLASSIFICATION
	AMOUNT
	
	AMOUNT
	

	
	
	
	
	
	
	
	
	
	

	33F097
	A0000
	
	
	
	21 72020 0000 057 7 0F00 810000 S012102
	$860.00
	
	
	

	
	
	
	
	BILLED ACCOUNTING CLASSIFICATION SUB-TOTAL
	
	S
	$860.00
	

	33F017
	A0000
	
	
	
	21 72020 0000 057 7 0F00 810000 S012102
	$6,578.00
	
	
	

	33F027
	A0000
	
	
	
	21 72020 0000 057 7 0F00 810000 S012102
	$15,588.00
	
	
	

	33F037
	A0000
	
	
	
	21 72020 0000 057 7 0F00 810000 S012102
	$1,396.00
	
	
	

	33F047
	A0000
	
	
	
	21 72020 0000 057 7 0F00 810000 S012102
	$522.00
	
	
	

	33F057
	A0000
	
	
	
	21 72020 0000 057 7 0F00 810000 S012102
	$12,016.00
	
	
	

	33F067
	A0000
	
	
	
	21 72020 0000 057 7 0F00 810000 S012102
	$21.00
	
	
	

	33F077
	A0000
	
	
	
	21 72020 0000 057 7 0F00 810000 S012102
	$9,322.00
	
	
	

	33F087
	A0000
	
	
	
	21 72020 0000 057 7 0687 720000 S012102
	$160.00
	
	
	

	
	
	
	
	BILLED ACCOUNTING CLASSIFICATION SUB-TOTAL            
	0
	S
	$45,603.00
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	PAY THIS AMOUNT
	$46,463.00
	

	
	
	
	
	
	
	
	
	
	

	CERTIFICATE OF OFFICE BILLED

	I CERTIFY THAT THE ABOVE ARTICLES WERE RECEIVED AND ACCEPTED OR THE SERVICE PERFORMED AS STATED AND SHOULD BE CHARGED TO THE APPROPRIATION(S) AND/OR FUND(S) AS INDICATED

	ABOVE; OR THAT THE ADVANCE PAYMENT REQUESTED IS APPROVED AND SHOULD BE PAID AS INDICATED.

	

	
	
	
	
	AUTHORIZED ADMINISTRATIVE OR CERTIFYING OFFICER
	
	
	
	
	

	TITLE

	FOR USE IN LIEU OF SF 1080




	COMPLETION INSTRUCTIONS FOR A MECHANIZED (ELECTRONIC) SF 1080-VOUCHER FOR TRANSFERS BETWEEN APPROPRIATIONS AND/OR FUNDS



	(1)
	Date prepared-system generated date of bill.

	(2)
	End of billing period date.

	(3)
	Disbursing office voucher number.

	(4)
	Bureau voucher number.

	(5)
	Customer identification number.

	(6)
	Check number or "No Check Drawn" if no check was issued.

	(7)
	Collection voucher number-used when check is received. DD Form 1131 is not used upon receipt of check. Billing document is also used as a collection voucher.

	(8)
	Brief block stamp of the accountable office.

	(9)
	Mail to address or the billed to office address.   

	(10)
	Mailing address of appropriate accounting activity to receive check payment or address of credit for no‑check drawn bill. Provide telephone number in this block.

	(11)
	Customer order number.

	(12)
	Bill number.

	(13)
	Reference number.

	(14)
	Reference date.

	(15)
	Billing accounting classification.

	(16)
	Billed accounting classification.

	(17)
	Collection amount.

	(18)
	Disbursement amount.

	(19)
	Amount to be paid or amount charged. Annotation of the payment due date is required by the billing office. Provide payment due date (DDMMYY) to the left of "PAY THIS AMOUNT".

	(20)
	Certifying officer statement and signature of office billed.


ATTACHMENT VII.



ATTACHMENT VIII.

Sample Queries

This section contains printouts of queries that are very useful when working with reimbursements.  The data filled in on each screen depends on what information you are looking to find.  The first part is the query and the second part is a printout of the information available from that query.

1. REIMB: APC - Use this query to find the collection (or any other) APC.   Collection APCs are always Ledger Code 14. Also, use this query to find what FAC 8 APC is linked to which customer number.

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR

-------------------------------------------------------------------------------

NAME:
REIMB:APC
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
FIND AN APC (AXW)

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.

.. ================================ T O P =====================================

01 FIND AXW### WITH FSN ='######' BSN = '####' FY = '#' APC = '####'

02 OA = '##' ASN ='####' AMS = '###########' CUST-NBR = '######' RD = '#'

03 LIMIT = '####' LC = '##' PEP = '####'

04 SORT
APC BSN FY FSN

05 PRINT APC FAC D-CODE DEPT FY BSN LIMIT PY OA ASN FSN AMS PEP PD-MAJ PD-MIN

06 RCN FUNC-COST RSC CUST-NBR CR-FY CR-APC LC FYAG DESCPT EXP-218-MON

07 MPE-218-MON CEIL-218-MON EXP-218-ANN MPE-218-ANN CEIL-218-ANN CDE-78

08 UIC FUND-CNTL-LV CAOB-LEVEL RD TDA SPEC-PROJ GEO-AREA

.. ===========================
B O T T O M
===============================
2. REIMB:BAR - Use this query to find unpaid bills or bills that are paid but hitting the wrong bill number.  Note:  This database is updated when the monthly bills are generated, so you will need to go to the FXW file to ensure no other collections have hit since this database was updated.  (This information is also available on the AVK-931 report.)

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR

-------------------------------------------------------------------------------

NAME:
REIMB:BAR
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
BILLS MASTER FILE (BAR)

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.

.. ================================ T O P =====================================

01 FIND BARAVK01-R-### FY = '#' OA = '##' CUST-NBR = '######' BILL-NO = '#####'

02 RSC = '####' ADDR = '#######'

03

04 SET BALANCE (9.2) = BAR### (ROCT + RERF + RCF)

05 SET EARNINGS = BAR### ROCT + RERF

06 SORT BAR### CUST-NBR BILL-NO ADDR RSC

07 PRINT BAR### CUST-NBR BAR### BILL-NO ADDR (EARNINGS) AVK###MD$

08 (RCF) 'COLLECTIONS' AVK###MD$ (BALANCE) AVK###MD$ BD 'BILLED' DD 'DUE'
.. ===========================
B O T T O M
=============================== 

3.  REIMB:CARADDR - Use this query to find the CAR address.  By querying this information you can see if the CAR information is current or if it needs updating.  The address in the CAR file is the address that will print out on the 1080 bill, so if it is not updated, an incorrect address will be printed out.  (This information can also be found on the AVK-934 report.)

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR

-------------------------------------------------------------------------------

NAME:
REIMB:CARADDR
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
TO FIND CAR ADDRESS

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.

.. ================================ T O P =====================================

01 FIND ALL CAR### RECORDS WITH ADDR = '#######'

02

03 PRINT ADDR CUST ADDR1 ADDR2 ATTN

.. ===========================
B O T T O M
===============================
4.  REIMB:FXW - This query is the most helpful.  It will give you the customer number, address, and amount of unfilled orders, funding, earnings and collections.  (This information can also be found in the AVK-024, Daily ARP Exception/Inquiry Report.)

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR

-------------------------------------------------------------------------------

NAME:
REIMB:FXW
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
ARP MASTER FILE (FXW)

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.

.. ================================ T O P =====================================

01 FIND ALL FXW### WITH CUST-NBR = '######' UNFIL-ORD-1OCT = '#'

02 ASN = '####' AUTHORITY = '##############' PROG-DIR = '#' REIMB-CM = '#'

03 SET UNFIL-ORD = ORDERS-INC + ORDERS-FYTD + ORDERS-CM - REIMB-INC -

04 REIMB-FYTD - REIMB-CM

05 DISPLAY CUST-NBR CUST-NAME CUST-ADDR CITY-STATE-ZIP AUTHORITY

06 ACT-CLS-OFC-BLD ACT-CLS-BLG-OFC ASN UNFIL-ORD AVK###MD$

07 ARP-FYTD AVK###MD$ ARP-ANN AVK###MD$ UNFIL-ORD-1OCT ACCT-REC-1OCT AVK###MD$ 

08 ORDERS-INC ORDERS-FYTD ORDERS-CM REIMB-INC REIMB-FYTD REIMB-CM

09 TRANS-INC TRANS-FYTD TRANS-CM COLL-INC COLL-FYTD COLL-STA-CM

10 COLL-OTH-CM COLL-IF-CM PROG-DIR ACTIVITY-CODE

.. ===========================
B O T T O M
===============================
5. REIMB-FXW/LXW - This query is useful for end-of-year procedures for FAC 4, 5, 8, 6 and 7 reimbursement accounts.   At end of year, the undelivered and unfilled orders must match.  This query is helpful to ensure that the lines on the non-stock linked (by APC) to the reimbursement customer numbers are equal. 

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR
-------------------------------------------------------------------------------

NAME:
REIMB:FXW/LXW
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
RECON REIMB UFO TO UDO

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.

.. ================================ T O P =====================================

01 FIND ALL FXW### WITH CUST-NBR = '######'

02 RELATED BY CUST-NBRK TO AXW###

03 RELATED BY APCK TO LXG### WITH FYK = '#' AND (OBLIG-ACCRUAL) >= 0

04 SET OR (9.2) = FXW### ORDERS-INC + ORDERS-FYTD + ORDERS-CM

05 SET RE (9.2) = FXW### REIMB-INC + REIMB-FYTD + REIMB-CM

06 SET UFO (9.2) = FXW### OR-RE

07 SET UDO (9.2) = LXG### OBLIG - ACCRUAL

08 SORT AXW### (PD-MAJ) (PD-MIN) FXW### BY (CUST-NBR)

09 PRINT FROM AXW### PD-MAJ 'MJ' PD-MIN 'MN'

10 FROM FXW### CUST-NBR 'CUST' UFO AVK###MD$

11 FROM LXG### FY 'F' APC DOC-NO (UDO) AVK###MD$ FAC 'C'

12 WHEN AXW### PD-MAJ BREAKS DO 'CUST' CNT AMS8 DO PAGE-BREAK

.. ===========================
B O T T O M
===============================
6. REIMB-LXG - To query in-house disbursement FSNs on the 1080 bills.  If the disbursement FSN is the same as the collection FSN, then query your database and pull up the line the disbursement should go against to get the correct APC and EOR.  When the 1080 bill is input into SRD-1, be sure to use the correct site code so the disbursement will go to your database.

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR

-------------------------------------------------------------------------------

NAME:
REIMB:LXG
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
NON STOCK FUND

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.

.. ================================ T O P =====================================

01 FIND LXG### DOC-NO = '##############'

02 PE = '####' ASN = '####' FAC EQ '#' LIMIT = '####'

03 FY = '#' EOE = '####' APC = '####' ODC = '#'

04 SET PAYABLE = ACCRUAL - DISB

05 SET UDO = OBLIG - ACCRUAL

06 SET ULO = OBLIG - DISB

07 SORT DOC-NO EOE

08 PRINT FY EOE APC DOC-NO ODC
09 (OBLIG) PIC 'ZZZ,ZZZ.ZZ' (ACCRUAL) PIC 'ZZZ,ZZZ.ZZ' (DISB) PIC 'ZZZ,ZZZ.ZZ'

10 (PAYABLE) PIC 'ZZZ,ZZZ.ZZ' (UDO) PIC 'ZZZ,ZZZ.ZZ' (ULO) PIC 'ZZZ,ZZZ.ZZ'

11 OBLIG-DATE DISB-DATE TITLE 'NON STOCK FUND ORDERS AND PAYABLES'

.. ===========================
B O T T O M
===============================

7.  REIMB:NONST - Use this query to see the lines on the nonstock connected to the FAC 8 customer numbers.  This is helpful when researching negative unfilled orders.  You can see the accrual that created the earnings.

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR

-------------------------------------------------------------------------------

NAME:
REIMB-NONST
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
COMPARE CUST # TO NSFOP

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.

.. ================================ T O P =====================================

01 FIND AXW### APC = '####' OA = '##' FY = '#' ASN = '####' BSN = '####'

02 CUST-NBR = '######' FAC NE '3' RELATED BY APC VIA LXG###

03 DOC-NO = '##############' APC = '####' OA = '##'

04 FY = '#' ASN = '####' BSN = '####' EOE = '####' FAC NE '3'

05 SET UDO = OBLIG - ACCRUAL

06 SORT FROM AXW### CUST-NBR

07 PRINT LXG### DOC-NO FY APC EOE ODC (OBLIG) (ACCRUAL) (DISB) (UDO)

08 AXW### CUST-NBR RSC1 AMS PD-MAJ PD-MIN FAC

.. ===========================
B O T T O M
===============================
8. REIMB:NEXTMONTH - Use this query to see what 1080 bills will be created for the next month before they are generated.  If there is down time at the end of the month, you can use this printout and start coding the sheets ahead of time.  Also, you can start making copies of MIPRs to attach to the TFO copies of the bills coming out.   

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR

-------------------------------------------------------------------------------

NAME:
REIMB:NEXTMONTH
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
FOR NEXT MONTH (FXW)

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.

.. ================================ T O P =====================================

01 FIND ALL FXW### WITH CUST-NBR = '######' ASN = '####' PROG-DIR = '#'

02 REIMB-CM NE '0'

03 SET UNFIL-ORD = ORDERS-INC + ORDERS-FYTD + ORDERS-CM - REIMB-INC -

04 REIMB-FYTD - REIMB-CM

05 DISPLAY CUST-NBR CUST-NAME CUST-ADDR CITY-STATE-ZIP AUTHORITY

06 ACT-CLS-OFC-BLD ACT-CLS-BLG-OFC ASN UNFIL-ORD AVK131MD$ REIMB-CM

.. ===========================
B O T T O M
===============================
9.  REIMB-UNFILORD - Use this query to find negative accounts receivable (collections greater than earnings) and negative unfilled orders (earnings greater than orders).  If a customer number shows up on this list, query that customer number in the REIMB:FXW to see the full picture.   

--------------------------------------------------------------------------DQD10

DATAQUERY:
EDITOR

-------------------------------------------------------------------------------

NAME:
REIMB:UNFILORD
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
ARP MASTER FILE (FXW)

....+....1....+....2....+....3....+....4....+....5....+....6....+....7....+.
.. ================================ T O P =====================================

01 FIND ALL FXW### WITH CUST-NBR = '######' FY = '#' PROG-DIR = '#'

02 ASN = '####' RSC NE '9##'

03 (ORDERS-INC + ORDERS-FYTD + ORDERS-CM - REIMB-INC - REIMB-FYTD - REIMB-CM)

04 LT '0' OR

05 (REIMB-INC + REIMB-FYTD + COLL-INC + COLL-FYTD + COLL-STA-CM + COLL-OTH-CM

06 + COLL-IF-CM) LT '0'

07 SET NEG-UNFIL-ORD = ORDERS-INC + ORDERS-FYTD + ORDERS-CM - REIMB-INC -

08 REIMB-FYTD - REIMB-CM

09 SET NEG-ACCTS-REC = COLL-INC + COLL-FYTD + COLL-STA-CM + COLL-OTH-CM +

10 COLL-IF-CM + REIMB-INC + REIMB-FYTD

11 PRINT CUST-NBR NEG-UNFIL-ORD AVK###MD$ NEG-ACCTS-REC AVK###MD$
 

.. ===========================
B O T T O M
===============================

ATTACHMENT IX.

	
	LIST OF REIMBURSEMENT REPORTS

	
	

	REPORT
	REPORT TITLE

	AVK #
	

	
	DAILY REPORTS

	AVK-003
	Master Update Listing

	AVK-006
	Mater Update Error Report

	AVK-024
	ARP Exception Inquiry Report

	
	

	
	WEEKLY REPORTS

	AVK-117
	Accounts Receivable Status Appropriation

	AVK-120
	Accounts Receivable Status – Appropriation Reimbursement

	AVK-126
	Weekly Status of Reimbursements Report

	
	

	
	MONTHLY REPORTS

	AVK-295
	Status of Reimbursements (CSCAA 112-R3 PT3 thru PT8)

	AVK-296 
	Status of Reimbursements (CSCFA 112-R3 Part I and Part II)

	AVK-620 
	NSF Accounts Receivable File Purged Report

	AVK-621 
	Travel/Contractor A/R Master Purged Report

	AVK-627
	ASF Accounts Receivable Master File Purged Report 

	AVK-778 
	ARP Master Counter List

	AVK-925
	Master Records Created

	AVK-926 
	Purged No Bill Details

	AVK-927
	Process Created Transactions

	AVK-928
	Negative Accounts Receivable By Bill Number

	AVK-930
	Accounts Receivable Bills Update Report

	AVK-931
	Accounts Receivable Bills Master File Report (BAR)

	AVK-932
	Accounts Receivable Bills Update Error Report

	AVK-934
	Accounts Receivable Address Master File Report (CAR)

	AVK-935
	Accounts Receivable Address File Udate Report

	AVK-936
	Accounts Receivable Address File Update Error Report

	AVK-938
	Travel/Contractor AR Master File Update

	AVK-939
	Travel/Contractor AR Master Report

	AVK-950
	Bad Check Report

	AVK-951
	Bad Check Summary Report

	AVK-953
	Voucher For Transfer Between Appropriations (SF 1080 Bills)

	AVK-955
	1857 Bill Cycle

	AVK-956
	Accounts Receivable Follow-up Letters

	AVK-957
	Commissary Bad Check Follow-up Letters

	AVK-958
	Delinquent Receivables Unmatched To Address Master

	AVK-960
	No Matching Master Record, Master Record Created

	AVK-961
	DECA/ASF Accounts Receivable Master Update

	AVK-962
	DECA/ASF Process Create

	AVK-963
	Cash Sales Reconciliation Report

	AVK-965
	Commissary SF 1080 Bills

	AVK-966
	Commissary SF 1080 Follow-Up Letters

	AVK-967
	Cash Sales Purged Report

	AVK-974
	Details to Support SF 1080 Billings

	AVK-975
	Details to support 1857 Bills

	AVK-977
	Accounts Receivable Bills File vs ARP Customer Master

	AVK-992
	Address Master Update For SF 1080 Bills

	AVK-996
	Billed Detail Records Dropped
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_1079700971.xls
STATEMENT OF ACCOUNT

						STATEMENT OF ACCOUNT																						MAKE CHECKS PAYABLE TO TREASURER OF US

				For use of this form, see AR 37-108; the proponent agency is USAFAC.																								(Present or mail this portion of the bill with the payment.)

		FROM:																												ACCOUNT NUMBER

		DFAS-OR/FD

		ATTN:																												BILL NUMBER

		PO BOX 934800

		ORLANDO, FL 32893-4800																												DATE DUE

																														BILLING DATE

		TO:

										DETACH THIS PORTION OF BILL

		DATE														DESCRIPTION OF CURRENT CHARGES																				AMOUNT

		DP		FY				BS		LMT		OA		RSC		PROG		FSN		CUST				APC		DOC CUST				NUMBER

																				NUMBER										ADDR

						YOU HAVE THE RIGHT TO A FULL EXPLANATION OF THE DEBT, TO DISPUTE OR

						REQUEST ANY INFORMATION IN OUR RECORDS, AND TO APPEAL OR REQUEST

						REVIEW OF YOUR DEBT.  IF YOUR PAYMENT IS NOT RECEIVED BY THE DUE DATE,

						ADDITIONAL CHARGES WILL BE ASSESSED AS REQUIRED BY P.L. 97-365, AND MAY

						RESULT IN ADMINISTRATIVE OFFSET FROM ANY FUTURE PAYMENTS TO SATISY THE

						DEBT.

						Balance Forward						Current Charges				Taxes				Interest						Penalty				Processing				PAY THIS AMOUNT

						$0.00						$0.00				$0.00				$0.00						$0.00				$0.00						$0.00

		DA FORM 1857, JUN 83										(3 Part)				EDITION OF 1 AUG 71 IS OBSOLETE																				USAPPC 2.00		1






_1079706170

_1081507444.xls
Sheet1

		SELECT ONE TA:				Y1 = ADD		Z1 = CHANGE

						BILL

		TA		CUST-NBR		DES-CD		PD		ACT		CUSTOMER NAME

		Y1

		FIRST LINE OF CUSTOMER ADDRESS

		SELECT ONE TA:				Y2 = ADD		Z2 = CHANGE

												BILLED						BILLING

		TA		CUST-NBR		CITY,STATE,ZIP						APC		AUTHORITY				APC

		Y2

		OFF BILLED						BASIC				PROG		OPER		REIM		ALLOT

		DEPT				FY		SYMBOL		LIMIT		YR		AGENCY		DES		SER

												0				0

		SELECT ONE TA:				Y3 = ADD		Z3 = CHANGE

						OFF BILLED						BILLING				BASIC

		TA		CUST#		EOR				FSN		OFF DEPT		FY		SYM		LIMIT		PROG-YR

		Y3																		0

		OPER		REIMB		SOURCE		PROG				ALLT		ROUTE TO CYCLE:

		AGCY		DES		CODE		ELE		FSN		SER		D1(AVKD10) RE(AVKR14) A2(AVKA02)

				*

		POC:						PHONE:										FAX TO

				* REIMB DES:  6 = Funded Customer; 7 = Automatic



&CCUSTOMER NUMBER REQUEST FORM
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Sheet1

		APC Request Form

		TO: DFAS -										FROM:												dbCAS Ledger(4)

		ATTN:										Name:

												Activity:												Check here if you need a fund code for supply

												Address:												purchases:

		FAX:										City, State, Zip:

		Name:										Phone:												DODAACs requiring fund codes:

												Fax:

		Fill in only highlighted fields.																						Fax copy to Mgt Acct Ofc

		Note that the required number of characters for each field is listed in parentheses.

		YOU ARE IN THE APC MASTER UPDATE FUNCTION

								CORR

		TA				APC(4)		CODE(1)		FAC(1)												RD(1)				PE(6)				AMS(11)

		M2

		FY XREF-				XREF				LED				MIL		EXP				78		CUSTOMER				EXP		MIL

		APC(1)				APC(4)		PROJ(6)		CODE(2)		RSC(3)		ANN(1)		ANN(1)		MIN(1)		LEV(1)		NUMBER(6)				MON(1)		MON(1)

								CORR																		FUNCT		RCN/

		TA		FY(1)		APC(4)		CODE(1)		DESCRIPTION(43)														LEVEL(5)		COST(5)		MDEP(4)

		M3

								GEO AREA						CEIL		CEIL

		FD LVL(1)				RPT(1)		CODE(1)				MAJ(1)		MON(1)		ANN(1)

		For new APCs, fill out only the fields listed below:																				For APC changes/deletions, fill out only the fields listed below:

		FY - Fiscal Year								AMS - Army Management Structure												FY - Fiscal Year

		APC - Account Processing Code								FY XREF-APC - Fiscal Year For Cross Reference APC (FAC 4 OR 5)												APC - Account Processing Code

		CORRECTION CODE - A (Add)								XREF APC - Cross Reference APC (FAC 4 OR 5)												CORRECTION CODE - C (Change) or D (Delete)

		FAC - Fiscal Action Code								SPEC PROJ - Special Project Code												Other - Only the fields you are changing. Leave all other fields blank.

		DEPT - Department

		BSN - Basic Symbol								PD MIN - Program Director Minor

		LIMIT - Limitation								CUSTOMER NUMBER (If Reimbursable APC)												*		These fields budget uses for their own reporting purposes.

		PY - Program Year								DESCRIPTION														The fields marked with * are the fields that Accounting can not

		OA - Operating Agency								AOB RPT LEVEL														validate against any regulation, edit table or STANFINS user

		ASN - Allotment Serial Number								FUNCT COST - Functional Cost Code (If Required)														manual.

		PE - Program Element								MDEP - Management Decision Code

		FSN - Fiscal Station Number								DAILY FD LVL - Daily fund control reporting level												**		These fields can be validated by pulling the FAD or checking the

										UIC - Unit Identification Code														AVK 051

										PD MAJ - Program Director Major
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