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General Information

Purpose:
To prescribe procedures for gathering, compiling and reporting of accounting and financial data.  The reporting process data is collected and analyzed on a daily, monthly, quarterly and yearly basis.  The output includes (but is not limited to) the 112 Report (Status of Reimbursement), 218 Report (Status of Approved Funds), 302 Delmar Reports (Expenditure and Collections), 304 Delmar Report (Interfund and TBO) and the 903 Report (General Ledger).

Overview:
The Daily, Weekly, Monthly, Quarterly and Annual procedures are provided to ensure the accuracy of the reported accounting data.  

Note:  
These procedures are subject to change due to the on going requirements of DFAS-Indianapolis.  
References:
DFAS-IN Regulation 37-1



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

STANFINS User’s Manual

https://dfas4dod.dfas.mil/centers/dfasin/systems/stanfins/usrman/

DFAS-IN Standard Operating Procedures for STANFINS Accounting Field Sites:

Accounts Payable SOP

DELMAR SOP

Funds Control Accounting SOP

General Ledger SOP

NOTE 1:  Maintain complete documentation of all documents received and processes performed in a log showing the documents received and processed with names, dates and signatures.
NOTE 2:  Verify that authorizing signatures on source documents are authentic and maintain evidence that the procedure was performed.
Data Elements:

	Report Data Type
	TRC

	Annual Program
	1A

	Funds Received (inception)
	1C

	Obligations
	1J

	Deobligations
	1D

	Disbursements
	1K

	Civilian and Strength
	37

	Civilian and Man-months
	38

	Current Month Disbursements:
	

	  a.  This station
	1M

	  b.  By Others
	LM

	  c.  By Interfund
	1N

	Undelivered Orders
	1S

	Accounts Payable (inception)
	IV

	Advances:

  a.  Contracts
	17

	  b.  All other Governments
	18

	  c.  All Other non-Government
	19

	Non-Military Personnel Expenses
	23

	Functional Cost Account 33
	33

	Unobligated Funds (annually; inception)
	ZB

	Obligation (MDEP Quarterly)
	44

	Recoveries (MDEP Quarterly)
	45

	Reimbursement Annual Program
	

	  a. Automatic

	DA

	  b. Funded
	CA

	Orders Received
	

	  a. Automatic

	DD

	  b. Funded
	        CD

	Earnings
	

	  a. Automatic
	DE

	  b. Funded
	CE

	Collections
	

	  a. Automatic
	DF

	  b. Funded
	CF

	Receivables (End of Period)
	

	  a. Automatic
	DH

	  b. Funded
	CH

	Unfilled Orders (End of Period)
	

	  a. Automatic

	DG

	  b. Funded
	CG

	Current Receivables
	

	  a. Automatic
	DX

	  b. Funded
	


ACCOUNTING REPORTS

A.  DAILY REPORT PROCEDURES:

Use OLRV to check the:

a. AVK-003 (Master Update Listing) and AVK-006 (the Master Update Error Report) to ensure any new APC/Customer number requests input on previous day have processed as expected.  If not processed, determine why and re-input.

b. AVK-018 (Daily Preliminary Balance Report) to ensure all blocks processed.

c. AVK-030 (Prior Year Fund Status) and AVK-051 (Current Year Fund Status) for any negative figures in the Unobligated Column.  If there are negative figures:

1. Ensure Funding Allowance Documents (FADS) are input and funding is correct

2. Identify transactions that caused over-obligation

3. Inform budget that corrective action needs to be taken and collectively determine by whom (i.e. Accounting or Budget) 

d.
AVK-045 (Daily TBO Balance List) to ensure TBO blocks processed against the correct TL.

(See Funds Control Accounting SOP for further details)

B. WEEKLY PROCEDURES BUT DAILY DURING LAST WEEK OF THE MONTH:

1. Query STANFINS to:

a. Ensure FADs are in the system.  See Query below:
 ---------------------------------------------------------------------------

 NAME:       PANSNXGFUNDS                      TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   CURRENT MONTH - FAD INPUT

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

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

 01 FIND NXG### WITH BLK = '###' DOC-NO = '##############' AFCR = '#'

 02 FY = '#' BSN = '####' LIMIT = '####' EOE = '####' ASN = '####' OA = '##'

 03 APC = '####' PE = '####' TA = '##' JUL-CYC-DATE = '#####' FAC = '#'

 04 SORT (FY APC)

 05 PRINT TITLE1 'CURRENT MTH DETAILS' FY BLK FAC

 06 DOC-NO TA AFCR APC EOE DOV (AMOUNT) AVK042MD$

 07 JUL-CYC-DATE 'JC-DATE' ODC OA BSN ASN FSN IBOP MNHRS-EOC

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

b. Check obligation vs. deobligation and make necessary corrections:
1. Ensure that all decreases to Prior Year (PY) obligations are processed, as deobligations not credit obligations. 
a. If there is an existing obligation (1J) in PY, and a downward adjustment (deobligation-1D) is needed:
1. Go to TAPS Mode 1 Function 4
2. Type a letter "A" in the OBS/DEOBS space.  This will trigger the transaction to hit the 1D column on the 218 Report - Status of Approved Resources. 


b.  If there is a true accounting adjustment (Credit 1J) and not a recovery, then:

1. Go to TAPS Mode 1 Function 4

2. Type a letter "B" in the OBS/DEOBS space.  This will affect the 1J column and not the 1D on the 218 Report - Status of Approved Resources.

2.  Check obligation vs. deobligation and make correction as necessary by looking in the 1J and 1D columns for abnormal balances.  The 1J should always be Debits and the 1D should be Credits. If there is an abnormal balance, pull the transaction from STANFINS query and make corrections in TAPS with the "A' and "B" codes. 
See Query below:  

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

 NAME:       PANSO/D-MOD                     TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   OBS & DEOB DIFFERENCES

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

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

 01 FIND BXU### RECORDS WITH FY NE '#' 'X' OA = '##' FSN = '######' RT = '#'

 02 AMS8 = '########' BSN NE '####' APC = '####'

 03 EOR NE '41##' '46##' '1010' ASN = '####' LIMIT = '####'

 04 (OBLIG-FYTD + OBLIG-CM) < 0

 05 (DEOB-FYTD + DEOB-CM) > 0

 06 SET TOT-OBLIG (9.2) = (OBLIG-FYTD + OBLIG-CM)

 07 SET TOT-DEOB (9.2) = (DEOB-FYTD + DEOB-CM)

 08 SORT BY FY APC EOR4 AMS8

 09 PRINT FROM BXU### TITLE1 'BXU - INCEPT' FY BSN APC AMS8 ASN EOR (TOT-OBLIG)

 10 AVK###MD$ (TOT-DEOB) AVK###MD$

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

c.  Check for credit payroll by looking for EOR = 1*** to ensure there are no credit obligations in Current Year (CY).  See Query below:
-----------------------------------------------------------------------------

 NAME:         PAN-PAYS                        TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   CURRENT YEAR PAY EORS

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

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

 01  FIND BXU### WITH FY = '#' BSN ='####' OA = ‘##’  AMS7 = '#######'

 02  EOR ='1###' EOR NE 1010 APC ='####' LIMIT = '####'

 03 (OBLIG-FYTD + OBLIG-CM) < 0

 04  SET TOT-OBLIG (11.2) =  BXU###

 05  (OBLIG-FYTD + OBLIG-CM + DEOB-FYTD + DEOB-CM)

 06 SET TOT-ACCRUAL (11.2) = BXU### (ACCR-FYTD + ACCR-CM)

 07  SET TOT-DISB (11.2) = BXU###

 08  (DISB-FYTD + DISB-CM-BY-US + DISB-CM-BY-OTH + DISB-CM-BY-INT)

 09 SET TOT-WKHRS (08) = BXU### WKHRS-FYTD + WKHRS-CM

 10 SORT (FY RT BSN LIMIT ASN AMS8 EOR)

 11  PRINT TITLE1 '218 REPORT CURRENT YEAR EOR 1###' FY RT AMS8 EOR ODC         

 12 (TOT-OBLIG) AVK###MD$ (TOT-WKHRS) PIC 'ZZZZZZZ9-' END-STR

 13 (TOT-ACCRUAL)AVK###MD$ (TOT-DISB) AVK###MD$

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

d. 
Check to ensure EORs are valid and being used in accordance with DFAS-IN 37-100-**.  (E.g., EOR 252G is < 15% of all OC (object class 25) dollars).  See Query below:  Run this query a 2nd time with EOR = ‘25##’ and calculate the 15% allowed for EOR = ‘252G’
----------------------------------------------------------------------------

 NAME:    PANSBXU                           TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   BXU - EOR 25##

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

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

 01 FIND BXU### RECORDS WITH FY = '2' APC = '####' BSN = '####' LIMIT = '####'

 02 AMS8 = '########' ASN = '####' ODC = '#' EOR = '252g' RT = '#' OA = '##'

 03 SET TOT-OBLIG (9.2) = (OBLIG-INC + OBLIG-FYTD + OBLIG-CM +

 04  DEOB-FYTD + DEOB-CM)

 05 SET TOT-DISB (9.2) = (DISB-FYTD + DISB-CM-BY-US + DISB-CM-BY-INT +

 06 DISB-CM-BY-OTH + DISB-INC)

 07 SET TOT-DEOB (9.2) = (DEOB-FYTD + DEOB-CM)

 08 SET TOT-ACCR (9.2) = (ACCR-FYTD + ACCR-CM + ACCR-INC)

 09 SET AP (9.2) = TOT-ACCR - TOT-DISB

 10 SET UDO (9.2) = TOT-OBLIG + TOT-DEOB - TOT-ACCR

 11 SET ULO (9.2) = TOT-OBLIG - TOT-DISB                                        

 12 SORT BY ASN APC RT FY BSN LIMIT ODC

 13 PRINT FROM BXU### TITLE1 'BXU - INCEPT' FY RT APC EOR ODC (TOT-OBLIG)

 14 AVK###MD$ (TOT-ACCR) AVK###MD$ (TOT-DISB) AVK###MD$(TOT-DEOB) AVK###MD$

 15 (AP) AVK###MD$ (UDO) AVK###MD$ (ULO) AVK###MD$

 .. ===========================  B O T T O M  ==================================
e.  Check query for credit unfilled and accounts receivable.  See Query below:
-----------------------------------------------------------------------------

 NAME:          PANSFXW-SV                      TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   REIMBURSABLE STATUS (UFO & REC)

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

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

 01 FIND FXW053 FY =  '#' WITH CUST-NBR = '######'PEP = '######'

 02 RSC = '###' OA = 84  BSN = '####' RD = '#'

 03 SET ARPFYTD (9.2) = ARP-FYTD

 04 SET ARPANN (9.2) = ARP-ANN

 05 SET OR (9.2) = ORDERS-FYTD + ORDERS-CM

 06 SET RE (9.2) = REIMB-FYTD + REIMB-CM

 07 SET COLL (9.2) = COLL-FYTD + COLL-STA-CM + COLL-OTH-CM

 08 SET REC (9.2) =  RE + REIMB-INC + COLL + COLL-INC

 09 SET UFO (9.2) = OR + ORDERS-INC - (RE + REIMB-INC)

 10 SORT (FY) (PEP) (RSC) (CUST-NBR) OA

 11 PRINT TITLE1 '112 REPORT OR CURRENT YEAR' FY                                

 12 CUST-NBR

 13 (REC)AVK###MD$ (UFO) AVK###MD$

 ===========================  B O T T O M  ==================================
f. Check query for obligation/disbursement in EOR 41,46,48 & AMS 9955/66.  See Query below:  
----------------------------------------------------------------------------

 NAME:         PANSEOR4#                         TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   QUERY FOR OBLIG/DISB IN EOR 41,46,48 & AMS 9955/66

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

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

 01 FIND BXU### RECORDS WITH FY = '#' APC = '####' AMS4 = '####' EOR = '####'

 02 SET TOT-OBLIG (9.2) = (OBLIG-INC + OBLIG-FYTD + OBLIG-CM + DEOB-FYTD +

 03 DEOB-CM)

 04 SET TOT-DISB (9.2) =  (DISB-INC + DISB-FYTD + DISB-CM-BY-US +

 05 DISB-CM-BY-INT + DISB-CM-BY-OTH)

 06 SET TOT-DEOB (9.2) = (DEOB-FYTD + DEOB-CM )

 07 SET TOT-ACCR (9.2) =  (ACCR-INC + ACCR-FYTD + ACCR-CM)

 08 SORT BY BXU### BY (AMS2 OA)

 09 PRINT TITLE1 'BXU FROM INCEPTION'

 10 APC  OA FY RT EOR (TOT-OBLIG) AVK###MD$

 11 (TOT-ACCR) AVK###MD$ (TOT-DISB) AVK###MD$                                   

==========================  B O T T O M  ==================================
g. Check query for EOR 27##.  Should be 0.  See Query Below:

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

 NAME:         PANSEOR27                         TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   EOR 2700 SHLD B ZERO BTLN

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

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

 01 FIND BXU### RECORDS WITH EOR = '27##'  OA = '##'

 02 SET TOT-OBLIG (9.2) = (OBLIG-INC + OBLIG-FYTD + OBLIG-CM)

 03 SET TOT-DISB (9.2) =  (DISB-FYTD + DISB-CM-BY-US + DISB-CM-BY-INT +

 04 DISB-CM-BY-OTH + DISB-INC)

 05 SET TOT-DEOB (9.2) = (DEOB-FYTD + DEOB-CM)

 06 SET TOT-ACCR (9.2) =  (ACCR-FYTD + ACCR-CM + ACCR-INC)

 07 SET AP (9.2) = TOT-ACCR - TOT-DISB

 08 SET UDO (9.2) = TOT-OBLIG + TOT-DEOB - TOT-ACCR

 09 SORT BY  (FY) (OA) (BSN) (ASN) (EOR2)

 10 PRINT RT FY BSN APC (AP) AVK###MD$ (UDO) AVK###MD$ (TOT-DISB) AVK###MD$

 11 (TOT-DEOB) AVK###MD$ (TOT-OBLIG) AVK###MD$ (TOT-ACCR) AVK###MD$             

 .. =========================  B O T T O M  ===============================
h.  Check query on closing appropriations.  See Query below: 

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

 NAME:          PANSCANCEL/95/C                 TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   CANCELING APPROPRIATIONS

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

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

 01 FIND BXU### RECORDS WITH FY = '#' OA = '##' FSN = '######' RT = '#'

 02 AMS3 NE '000' APC = '####' BSN = '####'

 03 LC = 01 02 12 17 18 19 23 24 25 26

 04 (FY = 7 AND BSN = 0100 1081 1082 1084 2010 2020 2060 2065 2070 2080 0819

 05 0130 7025)OR

 06 (FY = 5 AND BSN = 1037 2040 04##)OR

 07 (FY = 4 AND BSN = 203# 03##)OR

 08 (FY = 2 AND BSN = 2050 2085 2086 7020 0500 AND OA = '##')

 09 SET UOB (13.2) = (ALLT-ORD-INC + ALLT-ORD-FYTD) - (OBLIG-FYTD + OBLIG-CM +

 10 DEOB-FYTD + DEOB-CM + OBLIG-INC)

 11 SET ULO (13.2) = (OBLIG-FYTD + OBLIG-CM + DEOB-FYTD + DEOB-CM + OBLIG-INC) -

 12  (DISB-FYTD + DISB-CM-BY-OTH + DISB-CM-BY-US + DISB-CM-BY-INT + DISB-INC)

 13 SORT BY (FY) (RT) (ACCT-CLASS)

 14 PRINT FROM BXU###  TITLE1 'UNOBLIGATED FUNDS'

 15 TITLE2 'CANCELING APPROPRIATIONS'

 16 (UOB) AVK###MD$ (ULO) AVK###MD$

 ===========================  B O T T O M  ==================================
i. Check query for abnormal balances in PY & CY funding.  
1. Query for abnormal balances on Prior Year funds.  See Query below:

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

NAME: WOO-FUNDSAVAIL                    TYPE: QUERY   STATUS: PUBLIC

DESCRIPTION:   FUNDS AVAILABLE FOR PRIOR YEARS

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

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

01 FIND BXU### WITH FY ='#' BSN ='####' OA ='##' ASN ='####' 

AMS9    ='#########'

 02  EOR ='####' ODC ='#' RT ='D' APC ='####' LIMIT ='####'

 03  SET FUNDS (11.2) = ALLT-ORD-INC + ALLT-ORD-FYTD

04 SET OBLIG (11.2) = OBLIG-INC + OBLIG-FYTD + OBLIG-CM + DEOB-FYTD + 

DEOB-CM

 05  SET AVAIL (11.2) = FUNDS - OBLIG

 06  SORT BY (AMS9)

 07  PRINT TITLE1 'FUNDS AVAILABLE (BXU) - FORT WOOD'

 08  RT FY BSN

 09  (FUNDS) PIC '$$$,$$$,$$9.99-'

 10  (OBLIG) PIC '$$$,$$$,$$9.99-'

11  (AVAIL) PIC '$$$,$$$,$$9.99-'

2. Query for abnormal balances on Current Year funds.  See Query below:

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

 NAME:  WOO-AOB&ALLOT                     TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   ANN-PROG & QTRLY ALLOT QUERY

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

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

 01  FIND BXU### WITH FY ='#' BSN ='####' OA ='##' ASN ='####' EOR ='1010'

 02  RT ='D' 'F' AMS4 ='####' APC ='####' LIMIT ='####'

 03  SORT (RT) (AMS2) APC

 04  PRINT TITLE1 'ANN-PROG & QTRLY ALLOT-BXU - **'

 05  TITLE2 'END OF PERIOD-***' RT

 06  FY AMS8 APC LIMIT LC (ANN-PROG) 'ANNUAL/1A' PIC '$$$,$$$,$$$,$$9.99-'

 07  (ALLT-ORD-INC) 'ALLOT SINCE/INCEPTION' PIC '$$$,$$$,$$$,$$9.99-'

08 (ALLT-ORD-FYTD) 'QUARTERLY/1C' PIC '$$$,$$$,$$$,$$9.99-'

** (Local Database)

*** (Reporting Period Date and Appropriation)

j.  Check for Abnormal Balances on 218.  

1.  Checks for credit UDO and credit Accounts Payable balances.
-------------------------------------------------------------------------------

 NAME:          MJN-218                           TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   RPT CK

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

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

 01 FIND BXU039 FSN = '######' OA = '##' ASN = '####' BSN = '####' LIMIT ='####'

 02 FY = 'X' '0' '1' '2' '3' '4' '5' '6' '7' '8' '9'

 03 LC =  '01' '02' '03' '05' '19' '23' '24' '25' '26'

 04 EOR4 NE '1010' '9999' RT = '#'          SET OBLIG (10.2) = OBLIG-INC +

 05 OBLIG-FYTD + OBLIG-CM + DEOB-FYTD + DEOB-CM SET ACCR (10.2) = ACCR-INC +

 06 ACCR-FYTD + ACCR-CM  SET DISB (10.2) = DISB-INC + DISB-FYTD +

 07 DISB-CM-BY-US + DISB-CM-BY-OTH + DISB-CM-BY-INT SET UDO (10.2) = OBLIG -

 08 ACCR SET AP (10.2) = ACCR - DISB SORT (FY) (ASN)      (BSN) (LIMIT) (RT)

 09 (ODC) PRINT FY ASN BSN LIMIT RT  ODC (UDO) PIC '$$$,$$$,$$9.99-'

 10 (AP) PIC '$$$,$$$,$$9.99-'

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

2. To query individual credit AP lines found in query above.

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

 NAME:          MJN-218CK                         TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   AP BY ODC BSN

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

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

 01 FIND LXG039 DISB > ACCRUAL ODC = '#' EOE NE '41##' OA = '##' ASN = '####'

 02 LIMIT = '0000' BSN = '####' FY = '#' RELATED BY APCK TO AXW039 FY = '#'

 03 PD-MAJ = '#' PD-MIN = '#'

 04 SET AP = LXG039 ACCRUAL - DISB

 05 PRINT FY EOE APC AXW039 FAC  LXG039 PE ODC DOC-NO

 06 OBLIG-DATE 'OD' ACCRUAL-DATE 'AD'

 07 DISB-DATE 'DD' OBLIG ACCRUAL DISB

 08 (AP)PIC '$$$,$$$,$$9.99-'

k.  Queries to check 112 (ARP & Orders) to 218 (Prog & Allt)

1.  Checks 112 (ARP & Orders)

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

 NAME:          MJN-112-FUNDS                     TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   112 (APR & OR) VS 218 (PROG & ALLT)

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

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

 01 FIND FXW039 CUST-NBR = '######' FSN = '######' BSN = '####' PE = '####'

 02 RD = '7' FY = '2' OA = '##' ASN = '####'

 03 SET O/R (9.2) = ORDERS-FYTD + ORDERS-CM

 04 SET R/E (9.2) = REIMB-FYTD + REIMB-CM

 05 SET COL (9.2) = COLL-FYTD + COLL-STA-CM + COLL-OTH-CM + COLL-IF-CM +

 06 TRANS-FYTD + TRANS-CM SET A/R (8.2) = ACCT-REC-1OCT + R/E + COL

 07 SET UFO (8.2) = UNFIL-ORD-1OCT + O/R - R/E SET ARP-O = ARP-ANN - O/R

 08 SORT (OA) (ASN) (BSN) (PE) PRINT

 09 (ARP-ANN)(O/R)AVK039MD$      (ARP-O)AVK039MD$

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

2. Checks 218 (Prog & Allt)

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

 NAME:          MJN-218-FUNDS                     TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   218(PROG&ALLT) VS 112(ARP & OR)

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

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

 01 FIND BXU039 FYK = '2' RT = 'A' LC NE '17' BSN = '####'

 02 OA = '##' ASN = '####'

 03 RELATED BY APCK AXW039 FY ='2' DEPT ='##' APC = '####'

 04 SET OBL-FYTD (11.2) = BXU039

 05 OBLIG-INC + OBLIG-FYTD + OBLIG-CM + DEOB-FYTD + DEOB-CM

 06 SET ACCRUAL (11.2) = ACCR-FYTD + ACCR-CM

 07 SET PROG-ALLT (11.2) = ANN-PROG - ALLT-ORD-FYTD

 08 SORT BXU039 (OA) (ASN) (BSN) (AMS3)

 09 PRINT BXU039 (ANN-PROG) 'PROG' (ALLT-ORD-FYTD) 'ALLT' AVK039MD$ (ACCRUAL)

 10 AVK039MD$

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

 l.  Year end checks that need to be run daily at the end of each month.

1.  Check Reserve EORs with 4th position J,  K,  or L which can’t be used in BSN 2020, 2035 or 2040.
-------------------------------------------------------------------------------

 NAME:          MJN-EOR-JKL                       TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   EOR CK FOR BSN 2065 & 2080

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

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

 01 FIND BXU039 EOR = '1##J' '1##K' '1##L'  BSN NE '2065' '2080'

 02 FY = '#' OA = '##'  ASN = '####'

 03 LC =  '01' '02' '03' '05' '19' '23' '24' '25' '26'

 04 EOR4 NE '1010' '9999' RT = '#'          SET OBLIG (10.2) =

 05 OBLIG-FYTD + OBLIG-CM + DEOB-FYTD + DEOB-CM SET ACCR (10.2) =

 06 ACCR-FYTD + ACCR-CM  SET DISB (10.2) =            DISB-FYTD +

 07 DISB-CM-BY-US + DISB-CM-BY-OTH + DISB-CM-BY-INT

 08                                  SORT (FY) (OA) (EOR) (APC)

 09       PRINT (OBLIG) AVK039MD$  (ACCR) AVK039MD$  (DISB) AVK039MD$

 10 */CK EACH EOR 1 AT A TIME/*

2. Check all EORs 26## with 4th position = 1,2,3,4 and 8 or V,W,X, and Y which are only valid for BSN 2065 and 2080.

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

 NAME:          MJN-EOR-CK                        TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   YE 26## EOR CK

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

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

 01  FIND BXU039 FY = '#'  OA = '##'  ASN = '####'  BSN NE '2065' '2080'

 02  EOR = '26#1' '26#2' '26#3' '26#4' '26#8' '26#V' '26#W' '26#X' '26#Y'

 03  LC =  '01' '02' '03' '05' '19' '23' '24' '25' '26'

 04  EOR4 NE '1010' '9999' RT = '#'          SET OBLIG (10.2) =

 05  OBLIG-FYTD + OBLIG-CM + DEOB-FYTD + DEOB-CM SET ACCR (10.2) =

 06  ACCR-FYTD + ACCR-CM  SET DISB (10.2) =            DISB-FYTD +

 07  DISB-CM-BY-US + DISB-CM-BY-OTH + DISB-CM-BY-INT

 08                                   SORT (FY) (OA) (EOR) (APC)

 09        PRINT (OBLIG) AVK039MD$  (ACCR) AVK039MD$  (DISB) AVK039MD$

 10  */CK EACH EOR 1 AT A TIME/*

m.  BXU Check for credit balances for MWR. These must have corresponding obligations.

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

 NAME:          MJN-MWR1                          TYPE: QUERY   STATUS: PUBLIC

 DESCRIPTION:   CREDIT AMOUNTS FOR MWR

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

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

 01 FIND BXU039 FUNC-COST = 'R####' FY = '2'

 02 SET OBLIG

 03 (11.2) = OBLIG-FYTD + OBLIG-CM + DEOB-FYTD + DEOB-CM

 04 SET MATRET (11.2) = MAT-RET-FYTD + MAT-RET-CM

 05 SORT (OA) (ASN)       (AMS8) (FUNC-COST) (EOR)

 06 PRINT  (OBLIG) AVK039MD$ (MATRET) AVK039MD$

Use DBH Code “J01”
C. MONTHLY PROCEDURES USING ELECTRA

1. When the Electra data is received and downloaded to the shared drive, Accounting will download the data for their installation.

2. Select the section ‘Correction/Delete Edit Errors and or Create New Record’.

3. The next screen asks to delete record.  

a. If there was input the previous day, say ‘Yes”.  

b. If another file needs to be added to a file already established for the same day, say ‘No’. 

c. If a new file needs to be created, say “Yes”.

4. Select.  In Step 1, Copy Error List.

5. Select Shared drive, OPLOC, Error or Tabs, and highlight the file (do not click), then click OK.

6. Select the FSN or OA.

7. Print errors or TABs to correct.

8. When running B TABs, suppress B30 and B31 TABs.  These are Status CER TABs.   These TABs are worked only after the Status CERs are passed at DFAS-IN. This is usually the 6th workday.

9. Select Edit error, TABs (B, C, D, E, F, & H) or Query Language Processing (QLPs).

10.   Use formula established by DFAS-IN to correct TABs.

11.   Make correction into Electra file.

12.   Create file for upload.

13.   Enter User Id for the site.

14.   Enter month.

15.   Copy upload file to shared drive 

16.   Send file to Ogden

17.   Errors should be researched and corrected in STANFINs as applicable.

For more information on ELECTRA, go to: https://dfas4dod.dfas.mil/centers/dfasin/ddao/electra.htm 

For Information Only

Management Decision Package (MDEP) Execution Data – AVK333

On each quarter Departmental Accounting reviews the MDEP’s to ensure their validity.  Each month we should check our MDEP’s against the 37-100-FY to eliminate the possibility of submitting erroneous data to Departmental Account.
D. QUARTERLY PROCEDURES

Along with the regular monthly reporting requirements and Electra, additional reports are required quarterly as applicable to field site.  These reports are the Lumber and Timber Report and the Property Book.

1. Lumber and Timber Reports – information is obtained by querying the appropriation 21F3875.3960.  The data is sent in memo format to the Deputy Director for Accounting.  (See Attachment, page 46)  See Queries below:

a.  For Sales:  
01 FIND BXU### RECORDS WITH FY = 'F' LIMIT = '3960'

02 RT = '#' APC = '####' AMS8 = '########'FSN = '######’

03 SET TOT-OBLIG (11.2) = (OBLIG-FYTD + OBLIG-CM + DEOB-FYTD +DEOB-CM)

04 SET TOT-ACCRUALS (11.2) = (ACCR-FYTD + ACCR-CM)

05 SET TOT-DISB (11.2) =  (DISB-FYTD + DISB-CM-BY-US + DISB-CM-BY-OTH 

06 + DISB-CM-BY-INT + DISB-INC)

07 SORT BY (FY) (EOR2) (AMS2)(APC)

08 PRINT TITLE1 '218 REPORT FOR PRIOR YEAR' FY RT AMS8 EOR ODC

09 (TOT-OBLIG) AVK###MD$  (TOT-ACCRUALS) AVK###MD$ (TOT-DISB) AVK###MD$
b.  For Expenses and Obligations:

01 FIND ALL BXU### RECORDS WITH FYK = '2' AMS6 = '32575361'  '13105361'

02 SET TOT-OBLIG (9.2) = (OBLIG-FYTD + OBLIG-CM + OBLIG-INC)

03 SET TOT-ACCR (9.2) = (ACCR-FYTD  + ACCR-CM + ACCR-INC)

04 SET TOT-DISB (9.2) =

05  (DISB-FYTD + DISB-CM-BY-US + DISB-CM-BY-OTH + DISB-CM-BY-INT + DISB-INC)

06 SORT (BY) (APC) EOR PRINT FY APC EOR ODC (ALLT-ORD-FYTD) AVK###MD$

07  (TOT-OBLIG)AVK###MD$ (TOT-ACCR)AVK###MD$ (TOT-DISB) AVK###MD$
2.  Quarterly Property Report

a.   Information is obtained from the property book officer at each site.  The information is  validated and sent to Accounting.  

b.   If an adjustment has been made to the property account, a Journal Voucher (JV) must be done to correct the data in the General Ledger.   The reportable GLACs are 1721, 1722, 1723 & 1724.  To be in compliance with separation of duties, the person preparing the JV can’t input the data.  

(See General Ledger SOP for more information on Preparing & Processing Journal Vouchers)

E.  YEARLY PROCEDURES:

1. Verify that all funding agrees with last FADs received (quarterly and annual ceilings should equal at year-end).

2.   FADs should balance back to the current and prior year fund control reports (AVK-030/051).

3.   Limits 0012, CNP0, etc: be extremely careful to comply with all regulatory requirements and reporting guidelines.  Run QLP at limit level to check Funding/Unobligated Balances.

4. Verify that Automatic and Funded funding on 112 and 218 are in agreement.  Unearned Revenue exceeding unfilled orders at detail RSC is an abnormal condition and must be footnoted (except on closing appropriations which you cannot have).   9**, pre-pay, move to suspense account.

5.   Negative undelivered orders  (TRC = 1S) (obligation must be => accrual), These MUST BE   CORRECTED.

6.   Verify that unfilled and undelivered orders are equal for all years and appropriations.

7.   There can not be any negative unfilled orders.

8.   There should be no negative receivables, if there are any please foofnote.

9.   Check canceling appropriations for the following:  

a. There should not be any unfilled orders.

b. Review receivables to ensure they are valid. (Receivables are equal to earning minus collections).

c. No negative unliquidated obligations.

d. No unliquidated obligations or reimbursements receivable for AMS9966.

e. No receivables for AMS 09**.

f. No credit undelivered orders.

g. No end-of-period advances.

     10.  EORs:

a. EORs 41**/46**/47** should have no obl/accr.

b. EORs 4800 should never have disbursements and no obligations after 1999.

c. EORs 4900 should have no obligations.

d. All 4140 EORs need AMS from 09**.

e. All advances must be equal to outstanding unliquidated balances in EORs 4110, 4120, 4130 and 4140 and a valid AMSCO must be used (not 9966/9955).

f. EORs 41** and 43** should be at four position EOR for all years (not 00 for 3rd and 4th positions); do not report with AMS of 9966/9955.

11. For unexpired RDT&E accounts (2040), verify reported funds at the nine positions AMSCO level.

12. For unexpired Major Construction Army (2050), verify reported funds at the eight positions AMSCO level.

13. For current year CMOD there should be no negative values for obligations end strength or work months reported.

14. Ending receivables in AMSCO 9966 must have RSC of S00.

Prior year credits processed in current year must be deobligations.

15. EOR validation:

a.  Verify that all EORs starting with "26" & a fourth position of 1, 2, 3, 4, 8, v, w, x or y, are used only with BSNs 2060, 2065 and 2080.

b. Verify that all EORs with a fourth position of J, K or L and first position of 1 are used only with BSNs 2060, 2065 and 2080.

16. Verify that all 27** EORs net to zero at BSN, FY AND ASN level.

17. All Status CERs should be cleared.
18. Read the year-end instruction packet at the following website: 
http://www.asafm.army.mil/fo/fod/yearend/yearend.asp
      19. Verify with DFAS 37-1 which appropriations require MDEP reporting.  It is required for unexpired direct and reimbursable obligations/deobligations (recoveries).  (Check QLP).

       20. Verify with DFAS 37-1 that all appropriations that require CMOD data is reporting data and that it is at the correct AMS level (Check QLP).

21. Verify that the MDEP data has corresponding Functional Cost Account Codes (FCA) for SODP for direct funds only. (Check QLP).

22. Morale, Welfare, and Recreation (MWR) verify for valid FCAs.

23. Property Book: (As Applicable, this is for Construction in Process only)

a. Send letters out NLT 20 Aug.

b. Suspense date of 14 Sep.

c. Need signed hard copy.              

      24. Reimbursable Order Write Down.

      25. Unused FRA (Funded Reimbursable Authority) on BSN 7025 (TRC = 59 - beg balance from Indy). On 30 Sept, ORDERS=FUNDING=OBLIGATIONS. The difference between Orders & FAD = unused FRA. You can have NO credits.  

      26. Prompt Pay, Obl/accr/disb should equal (except Open Allotment).

      27. CMOD Electra query can be used for CMOD salary averages check, as found in the Year-End Instructions 

      28. Verify with AR37-100-** for BSN = 8242 for the levels that the ZB (unobligated balances-ceiling annual) and ZE (unliquidated balances-ceiling monthly) should be reported on the year-end 850 report.

F.  INFORMATION ONLY:

NOTE:
The steps under the WEEKLY PROCEDURES (Items B.1.a-i, pages 5) and MONTHLY PROCEDURES for ELECTRA (pages, 10 ) eliminates the manual report procedures that follows.  Therefore, these procedures should NOT be adopted as daily, weekly, monthly, quarterly, or annual procedures but should be used for training purposes only.

1.     218 REPORT:

a.  Procedures: 

1.) Review all of the queries as established in Weekly Procedures.

2.) Request monthly reports on the first day of the new month when all correctable situations have been resolved.

3.) On the 218 Report, footnote abnormal balances (debit advances, credit obligations, credit undelivered orders, credit accounts payables, and over disbursements on current and prior years)

4.) Check 218 Report funding CY 1A & 1C against FADS.  To check prior year funding, use AVK-850 (unobligated funds) balance brought forward, compare to 1C (funds received current month).  If different, look at AVK-030 and check for obligations/decrease in allotments.  You must make sure they equal. 

5.) On current year, check each AMS total line.  If obligations are less than disbursements, footnote. (Ignore EOR 41##)

6.) On the summary pages, Undelivered Orders and Accounts Payable should have debit balances.  Footnote if they have credit balances.

7.) Advances should always be credits.  Footnote if they are debits. 

b.  Material Needed:
1.) 112 Reports (AVK296) 

2.) 218 Reports (AVK329) 

3.) MDEP Report (AVK 333) 

4.) Counter Narcotics Report (AVK 540) 

5.) Part VI – Status of Travel Advances (AVK295)

6.) Prior Year Fund Status (AVK 030)

7.) Current Year / X Year Funding Folders

8.) 30 Sept Beginning Balance listing

9.) Prior Month Reports

10.)Calculator

11.)Report Format Worksheet 

12.)Integrity Checks performed during the month

c.  Types of Report Format Worksheets:

1.) Direct Funds Current Year

2.) Direct Funds Prior Year

3.) Status of Reimbursement 112 Report Current Year

4.) Query Analysis AVKFXW112 Prior Year

5.) Automatic Current Year 218 Balance 112 to 218 Report

6.) Automatic/Funded Prior Year 218

Note:  Some accounts will not have all these reports**

F.  INFORMATION ONLY (Cont’d):

Procedures for Validating the CSCFA 218 Report

Status of Approved Resources (SOAR)

Section 1 Source of Funding – Direct

             2 Source of Funding – Funded

             3 Source of Funding – Automatic

             4 Military Personnel Expense

Schedule 1 Primary Data

                2 Expenses

                3 Quarterly Schedule of Oblig/Deoblig

                4 Annual Schedule of Unobliq/Unliq

                5 Foreign Currency

Part 4 Section 1 Weapons System Execution Data

                       2 Receipts of PAA Secondary Items

                       3 Moral/Welfare Support

                       4 Automated Data Processing

                       5 Productivity improvement Prog

Section 5 Functional Cost Codes

Section 6 Schedule Management Decision Package (MDEP) Execution Data

Memorandum Reconciliation by APPN, AMS & MDEP

PROCEDURES:

· First determine if the report is current or prior year by locating the FY in the accounting appropriation.

· Next determine the type of report, i.e., the 218 or 112 report, by looking at the title of the report on the top right hand side.  It should say 112-R3 or AVK296 or 218 or AVK329.

· Select appropriate worksheet before continuing.

**Consult you accountant or supervisor if you have problems determining where to find some of information needed to complete these reports. **

F.  INFORMATION ONLY (Cont’d):

Direct Funds Prior Year for 218 Report

1. Statement says 1A should be zero.  Look at the memorandum data page for the report being worked.  There should be a column that says 1A.  Verify that the amount is zero and put a zero on the worksheet.  If it is not zero, then tag the page and prepare a footnote.

2. Statement says 30 SEPTEMBER UNOBLIGATED.  Find the 30 September balance listing and locate the row that has the same appropriation that is on the report being worked.  Next locate the column that says, PY UNOBL and record that dollar amount.

3. Statement says +/- ALLOTMENTS RECEIVED.  Pull the AVK 030 Prior Year Fund Status Report from OLRV.  Scroll down and find the correct appropriation line being worked.  Column B says ALLT CD. Record this figure on the worksheet.  Remember if there is more than one AMS level, need to include all totals.

4. Total the amounts from Steps 1, 2, and 3.  The dollar amount should balance to the 1C column on the 218 Report Memorandum Data Page.  If not, then either an addition or transposition error has occurred or a footnote is required.

5. Carry the 1C figure down to the next line.

6. Statement says +/- OBLIGATIONS ADJ.  Look at the memorandum data page for the obligation amount located under the heading of 1J.  Record this amount.  

Note:  Normal balance is a positive amount and is subtracted from the 1C to reduce  the overall funds available.  If the amount is negative, need to add this figure to the 1C.  Research must be performed to identify which credit obligation transactions went into STANFINS without an “A” code in the OBS/DEOB’S field in TAPS.  

7. Statement says – DEOBLIGATIONS.  Look at the memorandum data page for the deobligation amount under 1D.  Record this amount.  This amount should always be a negative and is added to the 1C because funds are being released and this increases our Funds Available.

8. Statement says = FUNDS AVAILABLE.  Perform the mathematical computation and the balance should match the figure on the AVK 030 Prior Year Fund Status Report Column A+B+C+D entitled UNOB CD.  Remember if there is more than one AMS level, need to include all totals.

9. Next statement says 30 September UNLIQUIDATE DIRECT.  Find the 30 September balance listing and locate the row that has the same appropriation as the one being worked.   Next locate the column that says, PY D_ULO and record that dollar amount.

10.  Statement says +/- OBLIGATIONS ADJ.  Look at the memorandum data page for the obligation amount located under the heading of 1J.  Record this amount. 

a. If the figure is positive, then add this amount to the ULO figure to increase the     Unliquidated End of Period (EOP) balance. 

b.  If the figure is negative, then subtract this amount from the ULO figure to decrease the Unliquidated End of Period Balance. 

11. Statement says – DEOBLIGATIONS.  Look at the memorandum data page for the deobligation amount located under the heading of 1D.  Record this amount.  If the figure is negative, subtract this amount from the ULO figure because it will decrease the Unliquidated EOP balance.

12. Statement says – DISBURSEMENTS.  Look at the memorandum data page for the disbursement amount located under the heading of 1K.  Record this amount. 

a. If the figure is negative, add this amount to the ULO figure which will increase the Unliquidated EOP balance. 

b. If figure is positive, subtract this amount from the ULO figure because it will decrease the Unliquidated EOP balance.

13. Statement says = UNLIQUIDATED EOP.  Perform mathematical computation on 

     Steps 9 – 12.  This figure and the figure from the computation answer in Step 17     (below) should be the same.

14. Statement says UDO.  Look at the memorandum data page for the Undelivered Orders (UDO) located next to the heading of 1S.  Record this amount.

15. Statement says +AP.  Look at the memorandum data page for the Accounts Payable (AP) located next to the heading of 1V.  Record this amount.

16. Statement says + ADV.  Look at the memorandum data page for the Advance information.  Add fields 17+18+19 together. 

a. Fields 17 and 18 should both be zero.  If there is an amount in field 17, check with the accountant to determine if it is valid. 

b. If there is a figure in field 18, there is an EOR 41## on the books with an ODC of 1.  Footnote the report and change the ODC to 2 in the next processing month. 

c. Figure 19 should be a negative amount.  If it is positive, need to research to find out what caused the error and footnote the report with the correct information.  Make the appropriate correction in the next processing month. 

NOTE:  If credit came from a settlement voucher, need to research to find out where the original advance was paid and the FSN on the accounting line to ensure that the line can be cleared. 

17. Statement says = UNLIQ.  This figure is the total of steps 14, 15 and 16.  It should also balance with the answer from step 13 (above).

18. Statement says PRIOR MONTH TOTAL DISBURSEMENTS (1K).  Look at prior months 218 reports memorandum data page for the amount in field 1K.

19. Statement says +/- CURRENT MONTH: THIS STATION (1M).  Look at the memorandum data page for this information.  Record this amount.

20. Statement says +/- CURRENT MONTH: OTHER (LM).  Look at the memorandum data page for this information.  Record this amount.

21. Statement says +/- CURRENT MONTH: INTERFUND (1N).  Look at the memorandum data page for this information.  Record this amount.

22. Statement says DISBURSEMENTS CURRENT MONTH.  Add the amounts from steps 18, 19, 20 and 21 together.  This amount should balance back to the 1K figure on the current month 218 Report memorandum data page.

23. Check that all EORs are valid. 

Footnotes and Pen and Ink Changes

2 copies of the footnote should be prepared: 

a. One copy for Departmental Accounting

b. One copy for Accounting to maintain 

1A not being equal to 0

Credit UDO (1S)

Credit AP (1V)

Advance field 17 or 18 having figures in them unless authorized for that type of funds.

Advance field 19 being a debit

Obligation (1J) being a credit amount

1J should be less than or equal to the funding (1A)

Pen & Ink any Appropriations that are not rolling up to the correct level.

F.  INFORMATION ONLY (Cont’d):
Direct Funds Current Year for 218 Report

1. Statement says 1A = SECTION A OF THE LATEST FAD.  Pull Funding folder and confirm that the figure in Section A of the latest FAD is equal to the figure listed on the 218 Report under 1A.

2. Statement says 1C = SECTION B OF THE FAD.  Use funding folder to confirm that Section B is equal to the figure on the 218 Report under 1C.

3. Statement says OBLIGATIONS.  Look at the memorandum data page for the obligation amount located under the heading of 1J.  Record this amount. 

NOTE:  Normal balance is a positive amount.  1J should be less than or equal to the 1C except for Special Open Allotment accounts where there is no funding (Operating Agency 01).

4. Statement says - DISBURSEMENTS.  Look at the memorandum data page for the disbursement amount located under the heading of 1K.  Record this amount. Remember to subtract Disbursement amount.

5. Compute subtotals.  This total should match with the total from the AP, UDO and ADV computation.

6. Statement says +AP.  Look at the memorandum data page for the Accounts Payable (AP) located next to the heading of 1V.  Record this amount.

7. Statement says UDO.  Look at the memorandum data page for the Undelivered Orders (UDO) located next to the heading of 1S.  Record this amount.

8. Statement says + ADV.  Look at the memorandum data page for the Advance information.  Add fields 17 +18+19 together.  

a. Fields 17 + 18 should both be zero.  If there is an amount in field 17, check with the accountant to determine if it is valid.  

b. If there is a figure in field 18, there is an EOR 41## on the books with an ODC of 1.  Footnote the report and change the ODC to a 2 in the next processing month.  

c. Figure 19 should be a negative amount.  If it is positive, need to research to find out what caused the error and footnote the report with the correct information.  Make the appropriate correction in the next processing month. 

NOTE:  If credit came from a settlement voucher, need to research to find out where the original advance was paid and the FSN on the accounting line to ensure that the line can be cleared. 

9. Compute subtotals and verify that it matches the computation from the OBL – DISB.

10. Statement says PRIOR MONTH TOTAL DISBURSEMENTS.  Look at prior months 218 reports and record the previous month’s amount in the 1K field.

11. Statement says +/- CURRENT MONTH: THIS STATION (1M).  Look at the memorandum data page for this information.  Record this amount.

12. Statement says +/- CURRENT MONTH : OTHER (LM).  Look at the memorandum data page for this information.  Record this amount.

13. Statement says +/- CURRENT MONTH: INTERFUND (1N).  Look at the memorandum data page for this information.  Record this amount.

14. Statement says DISBURSEMENTS CURRENT MONTH.  Add amounts in Steps 10, 11, 12, and 13 together.  This amount should balance back to the 1K figure on the current month 218 Report memorandum data page.

15. Check that all EORs are valid.

16. Verify at EOR level that DISB are not greater than obligations

         a.  If DISB > OBL at AMS level must footnote

         b.  OBLIG should equal DISB on EOR 43## 

         c.  EOR 4110 should be positive.  Footnote if negative.

17. Verify each EOR for validity against the current 37-100-FY.

a. Only EOR’s allowed to have credit amounts in the Oblig and Disb fields start  with 26,27,31.  

b. All other must be researched and corrected for next month’s reports.

Footnotes and Pen and Ink Changes

2 copies of the footnote should be prepared: 

c. One copy for Departmental Accounting

d. One copy for Accounting to maintain 

1A not being equal to latest FAD

1C not being equal to latest FAD

Credit UDO (1S)

Credit AP (1V)

Advance field 17 or 18 having figures in them unless authorized for that type of funds.

Advance field 19 being a debit

Obligation (1J) being a credit amount

1J is greater than 1C

Pen & Ink any Appropriations that are not rolling up to the correct level.

F.  INFORMATION ONLY (Cont’d):
Automatic/Funded Prior Year 218

1. Statement says 1A PROGRAM SHOULD BE ZERO.  Look at memorandum data page for 1A Program.  Record this amount.

2. Statement says ARP on 112 REPORT SHOULD BE ZERO. Locate field on 112 Report called Annual Reimb Program (ARP) and record that figure.

3. Statement says O/R on 112 Report.  Locate field on 112 Report called Orders Received and record that figure.  This should balance with the 1C on 218 Report (AUTO).

4. Statement says = 1C 218 (Auto).  Locate field on 218 Report memorandum data page and record figure.  Figure should be equal to the amount listed by O/R on 112 Report.

5. Statement says OBLIG.  Locate Field 1J on the 218 Report memorandum data page and record figure.

6. Statement says – DEOB.  Look at the memorandum data page for the deobligation amount located under the heading of 1D.  Record this amount.

7. Statement says = 1C.  The difference between the OBLIG and DEOBS should equal the 1C amount on the 218 Report memorandum data page.

8. Statement says 30 SEP UNLIG.  Find the 30 September balance listing and locate the row that has the same appropriation that you are working with.  Next locate the column that says, PY A_ULO and record that dollar amount.

9. Statement says +/- OBLIGATIONS ADJ (1J).  Look at the memorandum data page for the obligation amount located under the heading of 1J.  Record this amount.  If the figure is positive then we will add this amount to the ULO figure because it will increase the Unliquidated End of Period (EOP) balance.

10. Statement says – DEOBLIGATIONS (1D).  Look at the memorandum data page for the de-obligation amount located under the heading of 1D.  Record this amount.  If the figure is negative we will subtract this amount from the ULO figure because it will decrease the Unliquidated EOP balance.

11. Statement says – DISBURSEMENTS (1K).  Look at the memorandum data page for the disbursement amount located under the heading of 1K.  Record this amount. If the figure is negative we will subtract this amount from the ULO figure because it will decrease the Unliquidated EOP balance.

12.  Statement says +AP.  Look at the memorandum data page for the Accounts Payable (AP) located next to the heading of 1V.  Record this amount.

13. Statement says UDO.  Look at the memorandum data page for the Undelivered Orders (UDO) located next to the heading of 1S.  Record this amount.

14. Statement says + ADV.  Look at the memorandum data page for the Advance information.  Add fields 17 +18+19 together.  Fields 17 + 18 should both be zero. 

a. If there is an amount in field 17, check with the accountant to determine if it is valid. 

b. If there is a figure in field 18, there is an EOR 41## on the books with an ODC of 1.  Footnote the report and change the ODC to a 2 in the next processing month.  

c. Figure 19 should be a negative amount.  If it is positive, need to research to find out what caused the error and footnote the report with the correct information.  Make the appropriate correction in the next processing month. 

NOTE:  If credit came from a settlement voucher, need to research to find out where the original advance was paid and the FSN on the accounting line to ensure that the line can be cleared. 

15. Statement says PRIOR MONTH TOTAL DISBURSEMENTS (1K).  Must look at prior months 218 reports and annotate this field with that 1K amount.

16. Statement says +/- CURRENT MONTH: THIS STATION (1M).  Look at the memorandum data page for this information.  Record this amount.

17. Statement says +/- CURRENT MONTH: OTHER (LM). Look at the memorandum data page for this information.  Record this amount.

18. Statement says +/- CURRENT MONTH: INTERFUND (1N).  Look at the memorandum data page for this information.  Record this amount.

19. Statement says TOTAL DISBURSEMENTS CURRENT MONTH (1K).  Add the amounts from Steps 15, 16, 17, and 18 together.  This amount should balance back to the 1K figure on the current month’s 218-memorandum data page.

Footnotes and Pen and Ink Changes

2 copies of the footnote should be prepared: 

e. One copy for Departmental Accounting

f. One copy for Accounting to maintain 

1A not being equal to 0

Credit UDO (1S)

Credit AP (1V)

Advance field 17 or 18 having figures in them unless authorized for that type of funds.

Advance field 19 being a debit

Obligation (1J) being a credit amount

Pen & Ink any Appropriations that are not rolling up to the correct level.

F.  INFORMATION ONLY (Cont’d):
Procedures for Validating the 112 Report

MATERIALS NEEDED: 

CSCAA 112 Status of Reimbursements

Part I Funded 

       II Automatic

Part IV Status of Accounts Receivable due from Public

Section I Reconciliation

             II Outstanding Receivables (Aging)

Part VI Status of Travel Advances

Section I Travel Advances

             II Outstanding travel advances (Aging)

1. On the 112 report, check Funding (CY 1A & 1C) (PY 1C).  Check the last two columns, Reimb-Rec and Unfilled Orders, for credit balance (check individual lines and contact POC in reimbursable section for corrective action).  Footnote the credit balances.

2. On the Reimbursable, check Funds Received (1C) on the 218 to Orders Received on the 112.  These two must equal.  If these two are not in agreement, perform necessary research to determine cause. 


Prior Year CSCAA 112 Report

Status of Reimbursements 

Statement says ARP SHOULD BE ZERO. Locate field on 112 Report called Annual Reimb Program (ARP) and record figure.

Statement says 30 Sept. UFO.  Find the 30 September balance listing and locate the row that has the same appropriation that is on the report being worked.  Next locate the column that says PY A UFO and record that dollar amount.  If this is a Funded 112 report,  look for PY F UFO.

Statement says + O/R.  Locate field on 112 Report called Orders Received and record figure.

Statement says – R/E.  Locate field on 112 Report called REIMB Earned and record figure.  

Statement says -= UFO, EOP.  Perform mathematical computation and compare amount to the 112 Report field called Unfilled Orders End of Period.  The UFO, EOP should be equal to the UDO field on the 218 Report.  If UFO, EOP is a credit, footnote the report.

Statement says REC 30 SEPT.  Find the 30 September balance listing and locate the row that has the same appropriation that is on the report being worked.  Next locate the column that says PY A REC and record that dollar amount.  If this is a Funded 112 report, look for PY F REC.

Statement says – COL.  Locate field on 112 Report called REIMB- COLL and record figure.

Statement says + R/E.  Locate field on 112 Report called REIMB–EARNED and record figure.

Statement says = REC EOP.  Perform mathematical computation and compare answer to the 112 Report field called REIMB- REC End of Period.

Footnotes and Pen and Ink Changes

2 copies of the footnote should be prepared: 

a. One copy for Departmental Accounting

b. One copy for Accounting to maintain 

ARP is not zero

Credit Reimb REC EOP at RSC level

Credit Unfilled Orders, EOP at RSC level.

Invalid RSC level - Use 37-100-FY to verify levels

F.  INFORMATION ONLY (Cont’d):
Current Year CSCAA 112 Report

Status of Reimbursements     

1. Statement says ANNUAL REIMBURSEMENT PROGRAM > or = ORDERS RECEIVED.   Locate field on 112 Report called ANNUAL REIMB PROGRAM (ARP) and record figure.  Locate field on 112 Report called ORDERS RECEIVED and record figure.  If ARP is not greater than or equal to OR, then a footnote is required.

2. Statement says OR.  Locate field on 112 Report called ORDERS RECEIVED and record figure.

3. Statement says – RE.  Locate field on 112 Report called REIMB EARNED and record figure.  

4. Statement says = UFO, EOP.  Perform mathematical computation and compare answer to the 112 Report field called UNFILLED ORDERS END OF PERIOS.  The UFO, EOP should be equal to the UDO field on the 218 Report.  If UFO, EOP is a credit, footnote is required.

5. Statement says – RE.  Locate field on 112 Report called REIMB EARNED and record figure.

6. Statement says – COL: .  Locate field on 112 Report called REIMB-COLL and record figure.

7. Statement says = REC, EOP.  Perform mathematical computation and compare answer to the 112 Report field called REIMB-REC END OF PERIOD.  If REC EOP field is a credit, footnote is required.

8. Statement says OR.  Locate field on 112 Report called ORDERS RECEIVED and record figure.

9. Statement says – COL.  Locate field on 112 Report called REIMB-COLL and record figure.

10. Perform mathematical computation on Steps 8 and 9 and compare answer with Step 13 below.

11. Statement says REC.  Locate field on the 112 Report called REC-EOP and record figure.

12. Statement says +UFO. Locate field on the 112 Report called UFO, EOP and record figure.

13. Perform mathematical computation on Steps 11 and 12 and compare answer with Step 10 above.  If answers are different, a footnote is required.

Footnotes and Pen and Ink Changes

2 copies of the footnote should be prepared: 

a. One copy for Departmental Accounting

b. One copy for Accounting to maintain 

ARP < OR

Credit Reimb REC EOP at RSC level

Credit Unfilled Orders, EOP at RSC level.

Invalid RSC levels – Use 37-100-FY to verify

Status of Reimbursements, CSCAA 112 Report

Part VI Status of Travel Advances

· Not every account will have this section.  This report occurs if there are advances on the 218 Memorandum data page or there is RSC 900 on the 112 Report.

· The ending Advance in Section I (Page 9) should match the ending advance amount in Section II (Page 10).  It should also match the Non Government Advance (19) on the 218 Memorandum Data Page which will have an opposite sign.  If these amounts do not equal, notify the accountant.

1. The problem occurs when the DAR file does not match the LXG file.  Records must be either be added to the DAR file or deleted from it.

2. On the quarterly reports (Mar, Jun, Sep, Dec), need to provide a footnote if there are any credit dollar amounts listed in Section II under a delinquent heading.

F.  INFORMATION ONLY (Cont’d):
Balancing the 112 to the 218 Report

1. Statement says 1A (PROGRAM) SHOULD  = ARP on 112.  Verify that the amount listed under 1A on the 218 Report is = to the amount listed under ANNULA REIMB PROGRAM on the 112 Report.

2. Statement says AND > OR = 1C FUNDS RCD.  Verify that the amount listed on 112 Report under ORDERS RECEIVED = the amount listed under 1C FUNDS RCD on 218 Report.  Also this figure should be less than or equal to the ARP figure.

3. Statement says 1J OBLIGATIONS.  Look at the 218 Report for the 1J  OBLIGATION amount.  Record this amount. 

      Note:  Normal balance is a positive amount.  1J should be less than or equal to         1C.

4. Statement says – 1K DISBURSEMENTS.  Look at the 218 Report for the 1K  DISBURSEMENT amount.  Record this amount. 

5. Subtract 1K from 1J.  This total should match with the total from the AP, UDO and ADV computation.

6. Statement says 1S UDO (218).  Look at the 218 Report for the 1S UNDELIVERED ORDERS amount.  Record this amount.

7. Statement says +1V AP (218).  Look at the 218 Report for the 1V ACCOUNTS PAYABLE amount.   Record this amount.

8. Statement says + ADV (218).  Look at the 218 Report for the Advance information.  You must add fields 17 +18+19 together.  Fields 17 + 18 should both be zero.  

a. If you have an amount in Field 17, check with the accountant to determine if it is valid. 

b. If you have a figure in field 18, there is an EOR 41## on the books with an ODC of 1.  Footnote the report and change the ODC to 2 in the next processing month. 

c. Figure 19 should be a negative amount.  If it is positive, need to research to find out what caused the error and footnote the report with the correct information.  Make the appropriate correction in the next processing month. 

NOTE:  If credit came from a settlement voucher, need to research to find out where the original advance was paid and the FSN on the accounting line to ensure that the line can be cleared. 

9. Add amounts from Steps 6, 7 and 8.  Should match total computed in Step 5. 

10. Statement says REIMB EARNED (RE) 112.  Locate field on 112 Report called REIMB EARNED and record figure.

11. Statement says – 1K DISBURSEMENTS ( 218).   Look at the 218 Report for the 1K DISBURSEMENTS amount.  Record this amount.

12. Subtract 1K DISBURSEMENTS (218) computed in Step 11 from REIMB EARNED (112) computed in Step 10.  This should equal 1V ACCOUNTS PAYABLE  (218) which is the same as the amount in Step 7.

13. Statement says 1J OBLIGATIONS (218).  Look at the 218 Report for the 1J OBLIGATIONS amount.  Record this amount.

14. Statement says –REIMB EARNED (112).  Locate field on 112 Report called REIMB EARNED and record this amount.

15. Subtract REIMB EARNED (112) amount in Step 14 from 1J OBLIGATIONS (218) amount in Step 13.  This should equal 1S UNDELIVERED ORDERS (218).

16. Statement says PRIOR MONTH TOTAL DISBURSEMENTS (1K).  Look at prior month’s 218 report and annotate this field with that 1K amount.

17. Statement says +/- CURRENT MONTH: THIS STATION (1M).  Look at the 218 report for the THIS STATION 1M amount and record this amount.

18. Statement says +/- CURRENT MONTH: OTHER (LM).  Look at the 218 Report for the OTHER LM amount and record this amount.

19. Statement says +/- CURRENT MONTH: INTERFUND (1N).   Look at the 218 Report for the INTERFUND IN amount and record this amount.

20. Statement says TOTAL DISBURSEMENTS CURRENT MONTH (1K).  Add amounts in Steps 16, 17, 18, and 19.  Total of these amounts should equal the amount of 1K DISBURSEMENTS on the 218 Report. 

Expenditure Reports

DELMAR REPORTS:
1.  Data Element Management Accounting Reporting Element System (DELMAR):

a. Submitted by the 6 p.m. EST on the first calendar day of the month.
b. DELMAR Report is composed of the 302 and 304 reports.

c. Balance the DELMAR reports (302 reports) to the DCD spreadsheet.

2.  304 Reports is composed of:

a. Interfund Disbursements

b. Transactions By Others (TBOs) 

3.  302 Reports is composed of:

a. collections

b.  Disbursements

4.  After the DELMAR 302 is balanced to the Centralized Disbursing (DCD) spreadsheet:

a. Analyze appropriations to ensure that each is valid with the Expenditures/Edit tables.  Hard copy table files are made available at the beginning of each month and can be retrieved via FTP.  The tables are also available at: http://eset.ogden.disa.mil/eset/owa/men0010$.startup
b. Check appropriation, basic symbol, limit, operating agency, allotment serial number, source code, and the program element are valid for each FDRI.  
Note:  The DCD spreadsheet is provided daily to balance the cash accountability.  (See the Accounts Payable SOP for cash balancing procedures.)

5.  To prevent DELMAR 302 report errors, STANFINS queries can be run and corrections to accounting transactions made during an accounting month prior to submitting the report.  Querying to prevent every possible error type can be labor intensive as DELMAR edits on many data elements.  There are two approaches that can be taken (1) check only the cash transactions that will report on DELMAR for the month or (2) check every APC in the system to ensure they are correct. 

The following paragraphs provide information to prevent some of the most common or serious errors following the first approach, i.e., checking only those transactions that report on DELMAR for the month.  

a. Prevent open allotment EOR errors.  Open allotment disbursements must be a specific EOR (not blank or zero-filled) to pass DELMAR edits.  Use one STANFINS NXG query to check the open allotment disbursements to ensure that the Element of Resource (EOR) is valid for a specific appropriation, i.e., is not blank or zero-filled.  If disbursement transactions with invalid EORs are found, query the STANFINS APC Master File to find the specific Program Element (PE) involved.  Use DFAS-IN Regulation 37-100-** AMSCO (PE is first 6 positions of the AMSCO,) and EOR chapters to determine correct EORs.  In STANFINS, input valid EORs for those transactions that have invalid EORs as determined by the NXG query.

b. Prevent open allotment PE/ASN/RSC/OA errors.  Query NXG disbursement and collection transactions (e.g., Type/Action 20, 40, 42, and 43) to find PE/ASN/RSC/OA data elements.  Verify data elements against expenditure edit tables:  open allotments will be DELMAR transaction codes (TRC) 32A with RD0, or 32B with RD7.  Change accounting records with invalid data elements in STANFINS.  

c. Prevent errors that, if not corrected by the time the DELMAR is submitted, will be placed in a suspense account (e.g., 3875.1110 or 3875.2220) and charged back to installation if they remain uncleared.  Query NXG disbursement and collection transactions (e.g., Type/Action 20, 40, 42, and 43) to ensure specific data elements are valid:  for specific allotments, check Dept/FY/BSN/RD/DSSN; for open allotments, check Dept/FY/BSN/RD/FSN.  Verify data elements against expenditure edit tables (and DFAS –IN 37-100-**, if necessary).  Change accounting records with invalid data elements in STANFINS.

 6.  After the DELMAR is transmitted to Indy, an error report is sent to the field sites from DFAS-IN with any incorrect data elements.

a. Using the monthly error report as a guide, research errors to determine what part of the line of accounting is invalid.
b. DELMAR corrections must pass system edits to avoid creating new errors.  Use DFAS-IN Regulation 37-100-** in conjunction with expenditure edit tables to determine data elements, and input corrections in STANFINS.  If expenditure edit tables do not match DFAS-IN Regulation 37-100-**, contact DFAS-IN Fiscal Code Team, Accounting Systems and Procedures, Sustaining Forces to discuss discrepancies before making DELMAR corrections.

NOTE:  For more information on DELMAR PROCEDURES, please refer to the DELMAR SOP.

Special/Adhoc Reports
A.  AQI Reporting

Purpose:
To provide an assessment of the quality of accounting products that is being provided to Army customers.

References:    Accounting Quality Index Data Dictionary

Description of Measurements

702 - Improve the quality of accounting products and reports by eliminating the amount of dollars in suspense account F3875 over 60 days.

703 - Improve the quality of accounting products and reports by eliminating the amount of dollars in suspense account F3885 (Interfund) over 360 days.

704 - Improve the quality of accounting products and reports by eliminating the amount of dollars in suspense account F3885 (OPAC/IPAC) over 60 days.

705 - Improve the quality of accounting products and reports by reducing the number of undistributed DCAS transactions over 30 days.

706 Improve the quality of accounting products and reports by reducing the processing time of In-Transit disbursements in the Disbursing Office.

707 Eliminate edit errors between Central Site edit tables and clear old defaulted transactions for TI 97 transactions for Cash Management Report.

708 Improve the quality of accounting products and reports by reducing status, disbursing and collection transactions that error out.

709 Reduction in unsupported undistributed transactions that are not matched or posted to a specific obligation, payable or receivable in the field accounting system.

710 Improve the quality of accounting products and reports by achieving a reduction of 50% of absolute value of abnormal balances by all centers by the end of FY 02.

711 Reduce the number of delinquent debts over 90 days old by 50% for FY 02 and 90% for FY 03 using June 30, 2001 as a baseline.

712 Improve the quality of accounting products and reports by delivering at least 99.6% of all commercial, vendor, contract, transportation and travel pay instruments within one business day of receipt.

B.  DARS Criteria for Condition 3 NULO Report

Purpose:
This Standard Operating Procedure (SOP) designates responsibility and prescribes policies and procedures for working batches.

References:
http://www.asafm.army.mil/budget/di/di.asp
· Policy Implementation Messages

· Accounting Policy & Procedures for Researching, Correcting, & Reporting Problem Disbursements

· DFAS Regulation 37-1, Chapter 28, Subparagraph 281003 (Condition 3 NULO Report)

Procedures:

1. Upload most recent version of LXG from the FTP server.  

2. Retrieve the LXG file for the DPI you wish to work.   Do not use the LXG file from the daily directory.  

3. Complete the DARS LXG upload procedures as follows:

A – APC Master File Menu

1 – Upload New APC Master File

D – Copy the dars AXW file from NETWORK drive to the hard drive

4 – Upload the ENTIRE AXW file from the NETWORK drive

X – back to the Main Menu

C – LXG File Menu

1 – Upload New LXG Text File

D – Copy the dars LXG file from NETWORK drive to hard drive

4 – Upload the ENTIRE LXG file from the NETWORK drive

4. Return to DARS Main Menu

5. Enter option B for End of Month Report Reconciliation.

6. Click on option 4 NULO Monthly Report.  Enter current month and year and confirm if correct.

7. Check option 1 Modify Criteria 

8.   Select option 2 - Process NULO Report and download to a floppy disk (press enter when report is finished printing)

9.  Select option 9 - Copy the NULO Report detail lines to a floppy disk

10.  Select A - To specify drive

11.  Select X - Return to the previous menu

12.  Select X - Return to the previous menu

13.  Select X - To exit the DARS program

DARS Queries:

Records   Organize   Go To   Exit

CRITERIA FOR NULOs IN LXG FILE, BUT NOT INCLUDED ON NULO REPORT

ENTER THE QUERY STATEMENTS TO DELETE LINES FROM THE NULO REPORT

DELE EOE = '0000' .OR. EOE = '46' .OR. EOE = '41' .OR. EOE = '1' 

DATA QUERY   DBASE

AND

.AND.

OR

.OR.        ************************************

=

=

LT

<         PRESS CTRL-END TO PROCESS THE CHANGE

GT

>

NE

<>         ************************************

GTE

>=

LTE

<=

Edit    ║D:\...query41\HELPCH-N  ║Rec 1/3          ║File ║ExclLock║   NumCaps

End of Month Report 

Records   Organize   Go To   Exit

CRITERIA FOR NULOs IN LXG FILE, BUT NOT INCLUDED ON NULO REPORT

ENTER THE QUERY STATEMENTS TO DELETE LINES FROM THE NULO REPORT

DELE APC = '2782'(**) .OR. LEFT(BSN,2) $ "38x68" .OR. LEFT(AMS,4) = '9966'
.OR. (DOCNBR = 'W' .AND. SUBSTR(DOCNBR,11,2) $ "26,31")
DATA QUERY   DBASE

AND

.AND.

OR

.OR.        ************************************

= 

=

LT 

<         PRESS CTRL-END TO PROCESS THE CHANGE

GT 

>

NE

<>         ************************************

GTE

>=

LTE

<=

Edit    ║D:\...query41\HELPCH-N  ║Rec 2/3          ║File ║ExclLock║   NumCapsIns

((**) This APC is specific to Lawton, all collections for damages to Family Quarters will be excluded.)

C.  Customer Index

Purpose:
To provide an assessment of the quality of service that is being provided to Operating Forces customers.

Reference:
Customer Index Data Dictionary

Description of Measurements:

1. DELMAR Timeliness  - Improve the timeliness of accounting reports by delivering on time reports to Departmental Accounting.

2. Prior Year Funding – Improve management of funds and the validity of accounting reports by monitoring abnormal balances in prior year funding.

3. Current Year Funding - Improve management of funds and the validity of accounting reports by monitoring abnormal balances in current year funds.

4. Status CER Variances – Improve the quality of accounting reports by eliminating the amount of variances between the status and expenditure reports.

5. Aged Receivables – Improve the timeliness of non-public receivables.

6. Unliquidated Obligations, Closing Year Appropriation – reduce the amount of unliquidated obligations in the appropriations closing year by 50% by the 6th month and no undocumented valid ULOs by the 9th month.

7. Unliquidated Obligations, Expired Year Appropriation – Ensure timely usage in the year of expiration.

8. Advances – Improve the timeliness of collection of TDY advances.

9. Status Reports – Improve the timeliness of accounting reports by delivering on time reports to Departmental Accounting.

10. Accounts Receivable – Improve the integrity of the accounting data by eliminating the number of credit accounts receivables.

11. Unfilled Orders – Increase the integrity of the accounting reports by eliminating improper credit unfilled orders.

12. Chargebacks – Improve the timeliness of posting disbursements by eliminating the items one station charges back to another.

13. Duplicate/Erroneous Payments – Improve the accuracy of the status of customer funds and the accuracy of reports by ensuring timely collection of all duplicate payments.

14. SSF Credits – Reduce the amount of time it takes for customers to receive depot credits by ensuring prompt processing of credits received into accounting.

15. Accounts Payable – Reduce the number of credit accounts payables within the DFAS environment.

16. Undelivered Orders – Reduce the number of credit undelivered orders to improve the quality of the accounting reports.

17. Problem Disbursements – Reduce problem disbursements over 180 days to “0” by 31 March 02.

D.  Footnotes:

Footnotes are detailed and meaningful explanations of abnormal conditions on the CSCFA-218/CSCFA-112 reports.  Detailed footnotes improve the quality of our reports and help us gain an unqualified opinion on our financial statements.  

Footnotes should contain the following information in detail:

(a) Which activity is causing the condition;

(b)  What has caused the abnormal condition (systems or operational);

(c) Appropriation data such as the treasury symbol, ASN, Army Management Structure (AMS) and FSN;

(d)  What action(s) is/are being taken to resolve the abnormality;

(e) The time frame of when the condition will be corrected. 

E.  PMI Reporting:
Purpose:
To assist in the compilation of data for PMI reporting.

1. (PMI 711) Aged Accounts Receivable - Query STANFINS for SC900 items. 

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

DATAQUERY:
EDITOR

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

NAME:
SCV-KEYSTATS-AR
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
PUBLIC (RSC 9##) RECEIVABLES

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

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

01 FIND ALL BARAVK01-R-###

02 FY NE 'R'

03 RSC = '#9##'

04 FSN = '######'

05 SET BALANCE (11.2) = BAR### ROCT + RERF + RCF

06 SORT BD CUST-NBR

07 PRINT TITLE1 'ACCOUNTS RECEIVABLE DUE FROM PUBLIC'

08 CUST-NBR (BALANCE) AVK###MD$ BD

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

2. (PMI 711) Review queries results and age according to bill date.  Query FXW by customer number to locate the customer name.  

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

DATAQUERY:
EDITOR

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

NAME:
SCV-FXW
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
FXW SEARCH

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

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

01 
FIND FXW### WITH

02 
CUST-NBR = '######'

03 
SORT
CUST-NBR

04 
PRINT (ORDERS-FYTD) AVK###MD$

05
CUST-NBR ACT-CLS-BLG-OFC DEPT FY BSN LIMIT OA RSC PEP FSN ASN PROG-DIR

06
ACT-CLS-OFC-BLD DEPT1 FY1 BSN1 LIMIT1 OA1 ASN1 PE1 FSN1 CUST-NAME

07
CUST-ADDR CITY-STATE-ZIP BILLED-OFFICE-APC 'THEIR APC'

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

3.  PMI 258 -  Paperless Accounting System – total transactions processed in the DFAS accounting systems

a.  PMI 947 - all obligations for month - usually too large for dataquery - so can use AVK063**D6 from month end cycle.  Add all TA's 2# together for total obligations.


b.  PMI 993 - all disbursements for month - again usually too large for dataquery - so can use AVK063**D6 for month end cycle.  Add all TA's 4#, 20 and 29 together for total disbursements.

c.  PMI 970 - paperless obligations - back into paperless obligations by total minus paper - run query to get paper obligations.  See Query below:

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

DATAQUERY:
EDITOR

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

NAME:
PMI-219-INS-970
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
TO QUERY LXG FILE

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

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

01 */USE NXG IF CURRENT MONTH HAS NOT ROLLED OVER OTHERWISE USE AJU/*

02 FIND ALL AJUAVK01-R-###

03 TA = '2#'

04 BLK = 'A##' 'E##' 'I##' 'R##' 'T##' 'W##' 'J##'

05 SET COUNT = '1'

06 PRINT TITLE1 'PAPERLESS OBLIGATIONS EXCLUDING PAYROLL - PMI 970'

07 (COUNT) PIC 'ZZ,ZZZ'

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

d.  PMI 1016 - paperless disbursements - back into paperless disbursements by total minus paper - run query to get paper disbursements.  See Query below:

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

DATAQUERY:
EDITOR

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

NAME:
PMI-219-INS1016
TYPE: QUERY
STATUS: PUBLIC

DESCRIPTION:
CURRENT MONTH TRANSACTIONS

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

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

01 */USE NXG IF CURRENT MONTH HAS NOT ROLLED OVER OTHERWISE USE AJU/*

02 FIND ALL AJUAVK01-R-###

03 TA = '4#' '20' '29'

04 BLK = 'A##' 'E##' 'I##' 'R##' 'T##' 'W##' 'J##'

05 SET COUNT = '1'

06 PRINT TITLE1 'PAPERLESS DISBURSEMENTS - PMI 1016' (COUNT) PIC 'ZZ,ZZZ'

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

Note: BLK identifies obligations that are input by field site, i.e. Funding, Internal/External, TBOs, SSF, Payroll.

When spreadsheet is complete and consolidated, forward to DFAS-IN Customer Service Team.

F.  Reconciling, Reporting and Payment of Federal Income Tax and Federal Insurance Contributions Act Taxes:

Purpose:
To reconcile, report, and pay federal income tax and Federal Insurance Contributions Act (FICA) taxes withheld from travelers for “Permanent Change of Station” (PCS) and “Do It Yourself Moves” (DITY) travel settlement vouchers. 
References:
DFAS-IN Regulation 37-1, Appendixes L and M 



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


http://www.irs.gov
· Circular E, Employer’s Tax Guide (IRS Publication 15)

· Wage and Tax Statement (Form W-2) and Instructions

· Employer’s Quarterly Federal Tax Return (Form 941) and Instructions.

Definitions:

a.  FICA - Federal Insurance Contribution Act taxes that include social security and Medicare taxes.

b.  PCS - Permanent Change of Station where a civilian employee or a military member moves to a new duty station

c.  DITY Move - Do It Yourself move where a civilian employee or military member moves his household goods himself and gets reimbursed by the government at a specified rate. 

d. IATS - Integrated Automated Travel System, the computer system used by Travel to process travel vouchers.

e.  DCD - Directorate for Centralized Disbursing.

f.  IRS - Internal Revenue Service 

Procedures:

1. Maintain Tax Log: 

a. Travel will provide a copy of their PCS and DITY tax log by e-mail to Accounting on Friday of each week for the previous week’s input. 

b. This data is reconciled to STANFINS data and the Unapplied DO Deposit Report (AVK 075) to insure accuracy and accountability.

c. If there are any discrepancies, STANFINS and the travel voucher will be researched to determine the cause and corrections will be made. 

d. Monthly the tax log and STANFINS totals are reconciled to the General Ledger. 

Note:  There will be a discrepancy between the Travel IATS printout and STANFINS for the year in the accounting classification.  The Travel IATS printout will show year “X” and STANFINS will show “F”.

2. Make Tax Deposits:

a. After all tax log and suspense account data has been reconciled, tax deposits will be made weekly to the IRS for the federal, social security and Medicare taxes owed.

b. Payments are made no later than the following Friday. 

c. The deposit is made through DCD using the electronic Fedtax program. 

d. The Analysis & Reconciliation Branch will process the payments on a DD117 through SRD-1 and provides DCD with the voucher and a 941 information spreadsheet for them to make the electronic deposit. 

3. File Employer’s Quarterly Federal Tax  Return, Form 941:

a. At the end of each quarter, DCD provides the 941 information for the quarter to Accounting verification. 

b. After verification, DCD submits the quarterly Form 941 electronically to IRS.  The information on the Form 941 will match the deposits for the quarter. 

c. The Form 941 will be filed by the last day of the first month after the quarter ends (April 30, July 31, October 31, January 31) and includes all wage and tax data reported for the quarter. 

d. A copy of this form is kept on file along with a copy of the tax log and payment data to be referred to should any discrepancies arise during IRS reconciling or in the event that a corrected Form 941C needs to be filed.

4. W-2 DATA: 

a. At the end of the calendar year, the W-2 data is reconciled to the tax log data and to the Form 941’s to ensure the amounts match. 

b. First, combine all the tax log spreadsheet data for the year onto one spreadsheet.  Then sort the data by name and social security number. 

c. Once the data has been sorted, total the amounts for each person.

d. Tax log totals should match the figures on the W-2s.

e. Travel prepares the W-2’s. 

f. Once the W-2’s are reconciled and correct and Accounting has verified the dollar amounts on the W-2’s for accuracy, Travel mails the employees’ copies of the W-2 by January 31.

g. Next, a W-3 Form is prepared reflecting the totals of all the W-2s.  Totals on the W-3 will match the tax log totals and the W-2 data for the entire year and Form 941 totals for the four quarters of the calendar year. 

h.  The data from the W-2’s and Form W-3 is transmitted electronically to the Social Security Administration.  This data must be filed electronically by the last day of March for the previous tax year.
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Flowchart (Cont’d)

B.
Cash Reports
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Attachment(s)

ATTACHMENT

SAMPLE QUARTERLY LUMBER & TIMBER REPORT

DFAS-








 Oct 1, 2001

MEMORANDUM FOR DIRECTOR, DEFENSE FINANCE AND ACCOUNTING SERVICE-INDIANAPOLIS CENTER, 

ATTN: DFAS-IN-AB

SUBJECT:  Proceeds and Expenses-Disposable Property and Lumber

          (RCS-DD Comp (Q) 1029), Quarter-Ending Sep 30, 2001


The subject data is for FSN 096519 and DSSN 5570.

INSTALLATION



CURRENT QTR

CUMULATIVE

FACILITY

COUNTRY

EXP/OBLIG


EXP/OBLIG

Fort Buchanan
Puerto Rico      $0.00

       $0.00

DESCRIPTION


     CURRENT QTR

CUMULATIVE






        SALES


   SALES

21F3875.3960 20C                   0


     0


POC is xxxxxxxxxxxxxxxxxx DSN XXX-XXXX, Comm XXX-XXX-XXXX.

XXXXXXXXXXXXXX

Deputy Director for Accounting
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