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CHAPTER 31 TRAVEL PROCESSING PROCEDURES








PURPOSE:  This circular provides instructions on processing chapter 31 (BENETRVL) travel for the Veterans Benefits Administration (VBA).  This circular applies to all regional offices.





REFERENCES:  The Federal and VA Acquisition Regulations (FAR)/(VAAR); The Treasury Financial Manual; Travel Management Center Program Implementation Guide, November 1998; and, Financial Management System (FMS) Users’ Manual.





POLICY:  Current Department procedure allows VBA to simplify acquisition procedures to secure goods and services.  Each station has a centrally billed account (CBA) through the credit card contractor to purchase government airline tickets.  A nationwide travel obligation number, XXXTX9931, was established for chapter 31 travel.  The obligation number contains the three-digit station number, Alpha character “T," and five numeric digits (the X after the alpha character “T” represents the fiscal year; i.e., XXXT19931, represents FY 01; XXXT29931 represents FY 02).  Use of this numbering sequence will be consistent throughout VBA and make processing chapter 31 travel more efficient.





GUIDANCE:





	A.	Establish a “TO” Obligation.  Stations must establish one “TO” obligation in FMS for chapter 31 travel each fiscal year before using the nationwide obligation number.  Establish the obligation for $XXX.XX, based the anticipated volume of chapter 31 travel.  Use “BENETRVL” for the vendor code.  Do not use any of the miscellaneous vendor codes.  Place funds for this transaction on line 002 of the “TO” obligation with a description code of “C”.  Using the following accounting information will ensure successful processing in FMS:





				Obligation Number:		XXXTX9931


				Appropriation/Fund:		0137NS


				Cost Center:			308000


				ACC Code:			0137000CC


				BOC:				4146





Funds are budgeted for 0137NS at the VACO level.


The Financial Management Service created budget object code (BOC) 4146 for chapter 31 travel.  BOC 4146 in FMS is equivalent to cost code 3577 in the BDN (Target) system.
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	B.	Use the Nationwide Obligation Number.  All stations requesting travel for chapter 31 must provide the nationwide obligation number (XXXTX9931) and the station’s CBA number to the Travel Management Center (TMC).  In addition, stations must ensure the TMC bill the appropriate CBA.





	C.	Clearing FMS Documents.  All Centrally Billed Accounts are paid by the Financial Services Center (FSC) on a daily basis.  The FSC uses transmitted data (CBA number, ticket number, passenger name, travel date, ticket amount, TMC fee, and obligation number) from TMCs and the credit card contractor to establish a document in FMS for all CBA transactions.  Stations must clear their documents through matching data from the CBA statement received from the credit card contractor against data in FMS.





In clearing the FMS transactions (ticket amounts and TMC fees), stations must verify that the entire obligation number for CBA transactions was transmitted in the FMS document.  Verification of XXXTX9931 for chapter 31 travel recorded in FMS will ensure funds are extracted from the station’s “TO” obligation under the 0137NS appropriation.  Use of these procedures allows payment of chapter 31 travel through FMS, which eliminates the need for station involvement in the payment process.  Therefore, no benefit transactions (06As) are necessary at field stations.





FMS documents with partial obligation numbers will cause a reject in FMS.  Failure to establish a yearly “TO” for XXXTX9931 or ensuring that funds are available under this obligation number will also cause a reject.  Stations must process rejects daily.  The FSC will charge stations a fee for all rejects it processes.





5.  RESCISSION:  None.








By Direction of the Under Secretary for Benefits








		/s/





James Bohmbach


Director, Office of Resource Management
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