CHAPTER 3. VARIOUS VOUCHERS AND SPECIAL REQUIREMENTS


3.01	SCOPE OF CHAPTER


This chapter lists vouchers covering various types of expenditures and collections which must contain information and facts in addition to the basic general requirements given in chapter 2, in order to be complete and in proper form for certification for payment or approval for collection. These special requirements result from specific laws, regulations, and the manner in which they have been authoritatively construed.


3.02	ADVANCE PAYMENT VOUCHERS


a.	Law Prohibiting Advance of Public Money. "No advance of public money shall be made in any case unless authorized by the appropriation concerned or other law. And in all cases of contracts for the performance of any service, or delivery of articles of any description, for the use of the United States, payment shall not exceed the value of the service rendered, or of the articles delivered previously to such payment." (31 U.S.C. 529.)


b.	Authority Must Be Cited. In view of the foregoing law, all vouchers covering an advance payment must cite the law or paragraph number of VA instructions or authoritative Government instruction authorizing such payment.


c.	Receiving Reports-Administration Certifications. For these vouchers the administrative certification on the receiving report will be as follows or similar language giving the required facts:


"Amount claimed is recommended for payment in advance under the exemption from the provisions of 31 U.S.C. 529, stated in __________________________________."


The authority authorizing the exemption will be cited.


d.	Newspapers, Periodicals and Other Publications. (The term "other publications" shall include any publication printed, microfilmed, photocopied, or magnetically or otherwise recorded for auditory or visual usage. 31 U.S.C. 530a).


(1)	Special Requirements. The advance payment will not be processed for payment more than 1 month in advance of the date on which delivery of the publication is to begin.


e.	Post Office Box Rental


(1)	Special Requirement. The original voucher only will be supported by [Postal Service] Notice 32, Box Rent Due. The authority for the advanced payment is 25 Comp. Gen. 834.


f.	Training of Employees. The exemption from the provisions of 31 U.S.C. 529, with respect to training of employees under the Government Employees Training Act is contained in 5 U.S.C. 4109. In vouchers for advance payments under this act, that authority will be cited in the administrative certification completed in accordance with subparagraph c above and, in addition, will be expanded to include a certification to the effect that the organization involved is not included in the list of organizations designated as subversive by the Attorney General pursuant to section 12 of Executive Order 10450.


[g.	Materials, Supplies, and Services Obtained from GSA, DLA, and Other Government Agencies. Under the authority of 31 U.S.C. 686 advance payment, when requested, may be made to any Federal agency for the purchase of materials, supplies, or services. As indicated in paragraph 3.11b of this manual, advance payments to the General Services Administration are authorized in all circumstances under the authority of 40 U.S.C. 756(b). Invoices received from the Defense Logistics Agency will be processed for advance payment in a manner like that prescribed for GSA billings.]


3.03	ASSIGNED CONTRACT VOUCHERS


a.	Authority. The contract must be supported by the necessary documents to establish that the proposed payment was assigned by the contractor pursuant to law or VA instructions.


b.	Payee. Vouchers covering payments under assigned contracts must be prepared to omit the address of the contractor and to state the address of the assignee. The payee must be indicated as, for example, Bank of Commerce, as Assignee of Smith, Jones & Company, 7th and Elm Streets, Boston, Massachusetts.


[ ]


[c.] Payments to Contractor After Assignment. After payments of moneys due under a contract have been assigned, payment may not be made to the contractor unless the contract is supported by a properly executed release of assignment instrument.


3.04	BURIAL EXPENSE VOUCHERS-VETERANS


a.	Types. The only types of burial vouchers contemplated in these instructions are those submitted by an undertaker for undertaking and burial service and hearse transportation. Also for transportation and touching-up services in connection with interments in a national cemetery, rendered pursuant to a proper authorization therefor.


b.	Special Requirements. The voucher must be completed to show the following information:


(1)	Reference to the VA Regulations or instruction which establish the veteran's entitlement to the benefit at Government expense and the maximum amount which may be paid.


(2)	The full name of the deceased as it appears on VA records.


(3)	The deceased's social security number and claim number, if any.


(4)	The date and place of death.


(5)	The war, if any, in which the deceased served and the inclusive dates of such service.


(6)	A description of the services rendered identifiable with the governing contract or less formal agreement.


(7)	The place of interment when the remains have been prepared for shipment.


(8)	Receiving Report. In vouchers covering expenses incident to burial in a national cemetery, the receiving report will be in the form of a statement over the signature of the superintendent of the national cemetery to the effect that the services have been rendered.


3.05	COLLECTION VOUCHERS-SERVICES RENDERED ALLIED EX-SERVICEMEN


a.	Administrative Examination of VA Form 4-1082. Upon receipt of VA Form 4-1082, Statement of Expenses Incurred by the VA on Account of Allied Ex-Servicemen, in the Fiscal activity, they will be administratively examined to insure that (1) they have been properly and completely executed; (2) that mathematical computations are correct; and (3) that copies four and five bear a certification over the signature of either the Chief, Prosthetic Distribution Center, Clinic Director, Chief of Staff, Chief Medical Administration [Service] or the Chief VA Prosthetics Center, or their designees, in the following form:


"The allied veteran named herein was furnished the services and/or supplies for the condition indicated above for which payment is claimed, on the dates stated, under proper authorization.	�____________________________________________	_____________________	_	_______________"�			(Signature)				(Title)				(Date)


b.	Transmittal to Central Office. Properly executed and completed VA Forms 4-1082 will be transmitted to the Assistant Deputy Administrator for Budget and Finance, (047B2), Veterans Administration, Central Office, 810 Vermont Avenue, N.W., Washington, D.C. 20420 for necessary collective action.


3.06	CONSTRUCTION CONTRACTS ADMINISTERED BY CENTRAL OFFICE


a.	Certification. Without regard to whether the contractor's voucher covers a partial payment or final payment, the Contracting Officer in Central Office will furnish the Fiscal Officer a certification, either by letter or by telegram, containing the following basic facts which will be used for the same purpose as a receiving report or administrative certificate.


(1)	Contract number.�(2)	Project number, or other identification.�(3)	Partial payment number, or final payment.�(4)	Name of payee.�(5)	Amount approved for payment.�(6)	Statement that the identified voucher is administratively approved for payment.





b.	Provisions for Progress payments on Construction projects which are managed by the Critical Path Method (CPM) technique.


(1)	Upon final approval of the CPM produced progress payment reports, the VA Central Office, Construction Contract Administration Division (08F1) will send a teletype to Austin DPC CASCA Accounting Unit (363D) authorizing payment.  This TWX will contain the following information:


(a)	Contractors name and contract number.�(b)	Project number.�(c)	Partial payment number.�(d)	Period covered.�(e)	Payment amount.�(f)	Accrual amount.�(g)	Previous advance and current advance amount.�(h)	Amount withheld.�[(i)	Value of work installed current period.]





(2)	VA Central office, Office of Construction (08F1) will also send telecopy (hot line) of final progress payment estimate, contract progress report and accrual report to Project Resident Engineer.


(3)	After obtaining the signature of the contractor(s) on the progress payment estimate, the Resident Engineer will verify and sign the telecopy of the progress payment estimate, the contract progress report and the contract accrual report. These copies will then be forwarded to [Fiscal who will forward them to DPC Austin, Texas under transmittal control. No input will be made by the station.]


(4)	[The Austin Data Processing Center will process payment to the contractor upon receipt of the authorizing TWX from VA Central Office (par. 3.06b(1).]


3.07	COAL VOUCHERS


All vouchers submitted by a contractor under a contract containing a provision for the imposition of liquidated damages will be supported with VA Form 10-2082, Recapitulation of Coal Deliveries and Sampling, which will identify each shipment and contain information as to whether or not the shipment was or was not sampled. Subsequent vouchers will be supported with the analysis report issued by the U.S. Bureau of Mines and liquidated damages will be assessed in accordance with the contract terms for all coal of a quality below that specified in the contract. Extreme care will be exercised toward the end of a contract period to prevent an overpayment. Sufficient moneys should be withheld from the final voucher to satisfy any and all samples taken and not reported by the U.S. Bureau of Mines.


3.08	DECEASED AND INCOMPETENT CREDITORS OF THE UNITED STATES


a.	Deceased Public Creditors


(1)	General. In accordance with authority contained in 4 GAO chapter 5 claims for moneys due deceased public creditors of the United States which do not involve doubt as to the amount, validity, or to whom payment may be made under the laws of the domicile of the decedent, may be settled by field stations. Claims, including those involving proceeds of U.S. Government checks, will be filed on SF 1055, Claim Against the United States for Amounts Due in the Case of a Deceased Creditor. All unnegotiated checks in possession of the claimant drawn to the order of the deceased public creditor involved in the claim should be returned to the station from which paid. Processing of claims for proceeds of checks will be in accordance with the provisions of the Treasury Fiscal Requirements Manual part 4, chapter 7000. Questions concerning claims on account of deceased public creditors and involving legal matters such as entitlement of claimant will be cleared with the District Counsel customary manner. The provisions of paragraph 2.1ld(1)(a) continue applicable with respect to doubtful claims.


(2)	Claims Involving Minors


(a)	If a guardian has been appointed for a minor appearing entitled to unpaid amounts the claim will be supported by a short certificate of the court showing the appointment and qualification of the claimant in such capacity.


(b)	If no guardian has been or will be appointed the initial claim will be supported by a statement showing:


1.	Claimant's relationship to the minor if any;


2.	The name and address of the person having care and custody of the minor;


3.	That any moneys received will be applied to the use and benefit of the minor; and


4.	That the appointment of a guardian is not contemplated.


b.	Incompetent Public Creditors


(1)	General. In accordance with authority contained in 4 GAO Chapter 6, claims for money due incompetent public creditors which do not involve doubt as to the amount validity or to whom payment may be made, may be settled by field stations. No form is prescribed for use in making claim for sums due incompetent creditors of the United States. Such claims must be filed in writing over the signature and full address of the person claiming on behalf of the incompetent creditor and must set forth the connection of the incompetent creditor with the United States Government, giving the name of the agency involved. All unnegotiated U.S. Government checks in possession of a claimant which are drawn to the order of an incompetent public creditor should be returned to the station from which paid. Processing of claims for proceeds of checks will be in accordance with [the provisions of the Treasury Fiscal Requirements Manual, part 4, chapter 7000.] The provisions of paragraph [2.11d(1)(a)] continue applicable with respect to doubtful claims.


(2)	Claims Filed by Guardian or Committee


(a)	Initial Claim. The initial claim filed by the guardian or committee of the estate of an incompetent will be accompanied by a short certificate of the court showing the appointment and qualification of the claimant as guardian or committee.


(b)	Claims for Recurring Payments. Subsequent claims from guardians or committees for recurring payments need not be accompanied by an additional certificate of the court. However, they will be supported by a statement that the appointment is still in full force and effect.


(3)	Claims Filed by Other Than Guardian or Committee. If no guardian or committee has been or will be appointed the initial claim should be supported by a statement showing:


(a)	Claimant's relationship to the incompetent, if any;


(b)	The name and address of the person having care and custody of the incompetent;


(c)	That any amount paid to the claimant will be applied to the use and benefit of the incompetent; and


(d)	That the appointment of a guardian or committee is not contemplated.


3.09	EMERGENCY PURCHASE VOUCHERS


a.	General. For the purposes of this manual the term "emergency purchase voucher" will be understood to refer to vouchers for materials or services purchased in the open market due to the exigencies of the public business where (1) the requirement was not advertised in compliance with 41 U.S.C. 5, (2) a mandatory source of supply was not utilized, or (3) the station Director had not been delegated either general or specific authority therefor. The definition of an emergency justifying failure to advertise in compliance with section 3709, Revised Statutes, as amended, will be found in 14 Comp. Gen. 875.


b.	Statement of Justification. Each emergency purchase voucher will be supported with a statement justifying the method of purchase employed. Where the amount involved in any one case exceeds the amount exempted from the necessity for advertising in compliance with 41 U.S.C. 5, the statement will be executed on the purchase request over the signature of the procuring official. In all other cases, the statement will be executed on the voucher itself or on a separate supporting paper over the signature of an employee having knowledge of the facts.


3.10	EXCESS COSTS DUE TO DEFAULT OF A CONTRACTOR


There will be an adequate cross-reference between all vouchers where a contract default is involved.


3.11	REIMBURSEMENT TO GENERAL SERVICES ADMINISTRATION FOR MATERIALS OR SERVICES FURNISHED THE VA


[a.	General. General Services Administration billings are ordinarily prepared in one of two formats, dependent upon the category of supplies or services rendered. GSA billings for (1) Federal Supply Service, FEDSTRIP System, (2) Federal Supply Service, Motor Pool Accounting and Reporting System, and (3) Public Buildings Service, SLUC (Standard Level User Charges) for space assignments, will be billed under S1BAC (Simplified Intragovernmental Billing and Collection) system procedures. Instructions for processing SIBAC billings for these three categories are provided in MP-4, part V, paragraph 2H.05. Billings for other services rendered by GSA (i.e., Public Buildings Service-work orders, and FTS (Federal Telecommunications System) services) will be on GSA Form 789, Statement, Voucher, and Schedule of Withdrawals and Credits, or other GSA approved form. GSA billings, other than those prepared under the SIBAC system, will be processed as provided in the following section.


b.	Advance Payments. Advance payments to GSA are authorized in all circumstances under the authority of 40 U.S.C. 756(b). Payment of GSA invoices will be made immediately upon receipt of billing and after voucher examination and approval. Such payments are subject only to availability of funds and adjustments for obvious significant errors in dollar amount and will not be delayed for lack of receipt of receiving reports. When advance payment is made, the GSA Form 789 will contain the certification required in paragraph 3.02c of this manual. Adequate controls will be established and maintained in the Fiscal activity to insure that receiving reports indicating that services have been rendered are received when advance payment has been previously made.


c.	General Services Administration Invoices. The GSA Form 789 will serve as both the billing document and the voucher and schedule of payment form. Approved GSA Forms 789 will be certified for payment in the space provided, assigned the next schedule number in the voucher and schedule of payments form series, and forwarded in original and two copies to the appropriate Department of the Treasury Disbursing Office for payment. GSA Form 789 will be supported, as necessary, by GSA Form 2957, Reimbursable Work Authorization, or other appropriate documentation.


d.	Adjustments


(1)	Differences of $25 or Less Per Line Item. Differences involving over or under charges amounting to $25 or less on a single line item will not be adjusted between GSA and the VA.


(2)	Differences of More Than $25 Per Line Item. Adjustments of differences involving over or under charges amounting to more than $25 per line item may be adjusted between GSA and the VA. Adjustments made by GSA will appear as credits or debits on subsequent GSA billings.


e.	Administrative Voucher Numbers. If administrative voucher (bureau voucher) numbers are assigned under the option provided in paragraph 1.07a of this manual, each GSA invoice credit or debit memorandum included in a GSA Form 789 will be assigned a separate administrative voucher (bureau voucher) number.


f.	Delinquent Payment. As required in subparagraph b above, GSA invoices are to be processed for payment promptly upon receipt. If for any reason payment of a GSA invoice is delayed over 45 days following the date of billing, GSA will prepare a covering SF 1081 and process it for payment. In such cases GSA will forward the billed station a copy of the SF 1081 at the time it is scheduled for payment by the Department of the Treasury. Each SF 1081 prepared by GSA to effect collection of delinquent accounts will bear the following certification over the signature of a responsible official of the billing office.


"Invoices listed hereon are not in dispute, have been billed, and liability has been incurred by the General Services Administration for more than 45 days. Reimbursement is being accomplished in accordance with the first proviso of section 109b of Public Law 152, approved June 30, 1949, as amended. (See General Accounting Office Policy and Procedures Manual for Guidance of Federal Agencies.)"]


3.12	INSTITUTIONAL VOUCHERS-CHAPTER 31, 38 U.S.C.


a.	General. Institutional vouchers applicable to these procedures are for payment of tuition, fees, books, special services or courses, equipment and supplies for veterans training under 38 U.S.C. ch. 31, as provided by VA Procurement Regulations, Part 8-15 "Contract Cost Principles and Procedures." The billings will show the name and [claim number] of each veteran trainee; date of enrollment; the name of the course for each trainee;interruption date when applicable; and an itemization of the cost of tuition, fees, books, etc., furnished the veteran as part of the training. The cost of books and supplies should be supported by invoices or other documentation identifying the individual items involved. For audit purposes, the Fiscal activity will use VA Form 4-1391, Record of Payments and Training Status, to keep a record of authorized training and payments made on behalf of each veteran. Administrative certifications are not necessary on the invoices as payment will be based on VA Form 22-1907a, Authorization of Subsistence Allowance, [or equivalent] as recorded on VA Form 4-1391 and the agreement referred to in the following subparagraph.


b.	Authorized Charges. VA regulations provide that charges do not exceed the costs for similarly circumstanced non-veteran students. Chapter 31 trainees may be furnished supplies customarily required of all students in the same course. Special equipment will be furnished when necessary. Reference will be made to the agreement, such as the applicable school catalog, contract. list authorized by the institution, or similar documents, to determine the allowable amount (see subpars. d and e below). Payment for special services and courses include reader service, tutorial assistance, individual instruction, home study courses. and training in special rehabilitation facilities such as sheltered workshops.


c.	Orientation. The Chief or Technical Supervisor, Counseling and Rehabilitation (C&R) Section, Veterans Services Division orients schools and chapter 31 trainees regarding special services and courses, tuition, and supplies. Questions which may arise in these areas will be referred to the C&R Section, Veterans Services Division for resolution.


d.	The [Veterans Readjustment and Counseling Division (VR&C)]. Where there are continuing questions or problems which do not appear to be solvable on an individual basis, the VR&C Division will be requested to take appropriate action. These actions include review by appropriate Adjudication and Finance staff of applicable procedures with the school, development of guidelines, or stipulation of an amount which if exceeded should be referred to the Adjudication Division for concurrence or review. Guidelines would be for internal use only and will not be communicated to individual schools or trainees. The estimates of amounts which may be authorized are for consideration only when other alternatives have been exhausted.


e.	Handling Charges. A handling charge for supplies is payable in accordance with VA Procurement Regulation 8-15.5001-3a(9).


f.	Preparation and Maintenance of VA Form 4-1391, Record of Payments and Training Status.


(1)	A copy of each original award, VA Form 22-1907a, Authorization of Subsistence Allowance Under Chapter 31, Title 38, U.S. Code, reflecting the veteran's entrance into training [or equivalent] will be furnished the Fiscal activity for the purpose of preparing VA Form 4-1391. The Form 4-1391 will be completed as a minimum to reflect the following:


(a)	Name of Veteran Trainee: This will be entered in the upper left portion of the form.


(b)	Claim Number. This will be entered in the upper right portion of the form.


(c)	Type of Trainee: "CH 31" will be entered in the upper middle portion of the form.


(d)	Items Headed: INSTITUTION, COURSE, PERIOD COMMENCING AND ENDING, TIME (training time; i.e., full, ¾, ½ etc.), and DATE OF ACTION (date of award) will be completed as reflected on the VA Form 22-1907a.


(2)	A copy of each subsequent action (amended or reopened award, stop payment, etc.) will also be furnished the Fiscal activity. These will be used to amend the above data, on the existing VA Form 4-1391, if changed by the award.


(3)	VA Form 4-1391 will be maintained in a file in terminal digit order. These records will be included with the transfer of the veteran's records to another station.


(4)	All payments made on behalf of the trainee will be recorded in the applicable columns in the lower portion of the VA Form 4-1391. Columns not applicable for the specific payment will be left blank.


[(5)	Cumulative annual totals will be maintained on VA Form 4-1391 and used to monitor training program limits.]


3.13	MEDICAL AND DENTAL SERVICES EXPENSE VOUCHERS


a.	Types. These vouchers cover the various benefits authorized by law and VA regulations to be furnished eligible and entitled veterans at Government expense. The various benefits include fee-basis medical and dental examination and treatment, laboratory tests, X-ray. hospitalization at a per diem rate, drugs, prosthetic appliances, sensory aids, issue and repair of special clothing made necessary by the wearing of prosthetic appliances, etc.


b.	Special Requirements General to This Type of Voucher


(1)	Reference to the paragraph number of VA regulations or instructions or law which authorizes the following (authority will frequently be M-l. pt. I):


(a)	The benefit for the veteran or expenditure of the funds for the purpose.


(b)	The payment of money to the individual or entity.


(c)	The fee or amount of money which may be paid or establishes the maximum which may be paid. If the amount of the money which may be paid is regulated by contract, the contract number and date must be cited.


(2)	The name of the beneficiary, social security number and file number, if known, must be stated on the voucher.


(3)	Where VA regulations or instructions fix a maximum amount which the field station may expend in an individual transaction and a greater amount has been authorized, the voucher must be supported by the proper authority exempting the transaction from maximum restriction.


[(4)	All CHAMPVA claims will be processed by the Claims Processing Division of the CHAMPVA Center in Denver, CO. The Denver office must be contacted concerning any inquiries or disputes relative to CHAMPVA entitlement or payment.]


c.	Medical and Dental Examinations and Treatment


(1)	Invoices will be supported by a copy of the authorization except when a combination authorization and invoice is submitted, or when a specific authorization is not required. Any deviation from the service authorized must be approved by proper VA personnel. To establish that fact, the receiving report must contain the appropriate administrative statement establishing acceptance and approval of the deviation. The statement will cite the paragraph number of instructions which authorize responsible personnel to accept and approve the deviation from or enlargement of the service authorized.


(2)	Medical Services


(a)	General. Except as provided in subparagraph (b) below invoices will be received on VA Form 10-7078 or commercial billing (in which case the billing will be supported by the authorization). Services allowable on the claim will be medically approved by proper VA personnel.


(b)	Fee Medical Services Obtained Through ID Cards


1.	Pre-payment Processing


a.	Invoices supported by pre-punched VA Form 10-7088, Fee Medical Services Card, batched with VA Form 10-7088b, Fee Basis Header Code Sheet, will be reviewed in the Fiscal activity. Verification on the number of documents and amounts on the related batch sheet, VA Form 10-7088b, will be made. Any changes to the approved amounts will be coordinated with Medical Administration personnel. The VA Forms 10-7088, batched by VA Form 10-1088b, will be forwarded daily to the facility Keypunch activity for keypunching of payment data, and the invoices will be retained in Voucher Audit. The batch will then be transmitted via the ARS (Advanced Record System) telecommunications network to the Austin DPC. A control record of all batch sheets processed will be maintained in Voucher Audit.


b.	From the data transmitted daily, the Austin Finance Center will generate, and transmit to the originating facility via the ARS network, the Fee Payment Listings and the other Fee Basis System reports indicated in MP-4, part V, paragraph 12G.07d(11). Full and Modified CALM facilities as well as the Austin Finance Center Finance Division (for Full CALM facilities only) will be provided 2 copies of the Fee Payment Listing by the Austin Finance Center, reflecting amounts approved for payment of medical services and beneficiary travel. Any necessary error corrections, file updates, reject inputs, etc., will be accomplished in accordance with the instructions in MP-4, part V. Data input daily for medical services will be processed by the Austin Finance Center on a daily basis, while beneficiary travel data input daily will be accumulated by the DPC and processed monthly. Beneficiary travel expenses totaling $5 or more will be paid at the end of each month. Lesser amounts will be accumulated by the DPC and paid in the next monthly payment cycle if the accrued amount reaches $5. At the end of each quarter ending in September, December. March, and June, any accumulated travel for less than $5 will be paid, regardless of the amount.


2.	Payment Processing


a.	Full CALM Procedures. Payment processing for Full CALM facilities will be completed at the Austin Finance Center. Fee-basis invoices will be mailed to the Austin Finance Center under transmittal control following appearance of payment data on the Fee Payment Listing. Invoices which have been forwarded to the Austin Finance Center by a health care facility will be compared against the Fee Payment Listing by Austin Finance Center finance personnel. Approved payments will then be released by the appropriate fee transaction. The monthly Beneficiary Travel Payment Listing will be reviewed and certified by Medical Administration Service, and the facility Fiscal Service will authorize payment input by administrative teletype to the Austin Finance Center.


b.	Modified CALM Procedures. Payment processing for a Modified CALM facility will be performed in the same manner as that for a Full CALM facility, with the exception that the audit function of comparing invoices to the Fee Payment Listing will be performed by the Fiscal Service personnel at the health care facility. Transactions to release the approved payments will be input to the Fee System by the Fiscal activity at the health care facility, and the invoices will be retained on site.


d.	Repairs to Prosthetic Appliances on Authority of Prosthetic Service Cards


(1)	Authorization or Order. The prosthetic service card is the authorization or order for the service. Such authorization or order will not be attached to the voucher.


�
(2)	Special Requirement. The receiving report for services obtained on order of a prosthetic service card will consist of the following statement:


(a)	Statement on the original invoice over the beneficiary's signature:


"I certify that these repairs were necessary and have been satisfactorily made."


__________________________________		_________________�			Signature				Date


This statement is not required when the veteran has handled the transaction by mail. However, the employee designated (see the paragraph below) to recommend payment may, at his/her discretion, request an appropriate statement in any instance additional substantiation indicated.


(b)	Statement by the designated administrative employee:


"VA Form 10-2501 _________________________ is of record in this case. Payment as claimed is recommended, with the following exceptions:


___________________________________	_	____________________		_______________�			(Signature)				(Title)				Date)





e.	Consultants and Attendings Fees or Lump-Sum Payments


(1)	No payment will be made to Consultants and Attendings outside the C&A system. Voucher Audit personnel of the field Fiscal activity will verify the appropriation chargeable and number of visits reported on each VA Form 10-2418a, Consultant/Attending Visit Record. The total number of visits for pay and non-pay as indicated by the recording in the time in/out-position of the card (25-55) should agree with the total number of visits shown in the FOR PAY (56-57) and NON-PAY (58-59) blocks. No rate of pay will be shown on the VA Form 10-2418a block. Payment will be computer generated based upon the Lump Sum Fee currently authorized (rate per visit plus per diem and travel per visit). Verification of the date is needed to assure the correct julian date in DAY NO. Field (17-l9). Station julian date must be the last calendar day of the month, i.e., Jan. enter 031.


(2)	After verification and accrual computations have been completed by Voucher Audit, the cards will be forwarded to the paid Control Point for transmittal over ARS to the Austin DPC. This should be accomplished on the fifth workday of each month. Rate, payment changes or terminations of Consultants/Attendings should not be submitted to Austin prior to the 15th of the month. Accessions should be submitted on the first edit and update following the consultant's appointment.


(3)	When it becomes necessary to reduce payment to a Consultant/Attending because the consultant is in receipt of an annuity, a D3 transaction must be processed showing the net pay to the C/A. The net pay figures are shown in card column (45-49) and the per diem amount is shown in card column (50-54). New accessions whose payments are to be reduced because of receipt of an annuity require D3 transactions the same as above.


f.	Unauthorized Medical and Dental Services. Services which were not authorized in advance and cannot be covered by a retroactive authorization, are unauthorized services. The propriety of paying the cost of such services must be determined pursuant to the procedures prescribed for the processing of claims covering unauthorized services (VA Regulations 6080 through 6096).


[g.	CHAMPVA Claims


(1)	The CHAMPVA Center is responsible for performing the following claims processing functions:


(a)	Determination of eligibility of the beneficiary during dates of service;


(b)	Coordination of benefits with other possible carriers;


(c)	Ensuring that all essential data needed to process the claim is provided;


(d)	Determination of non-covered and unnecessary services;


(e)	Determination of possible medical care cost recovery;


(f)	Calculation of deductibles, co-payments, and amount of applicable payment;


(g)	The batching of claims for transmission to Austin for payment; and


(h)	Determine a batch total for dollar amount.


(2)	Claims which have been approved for payment will be submitted daily under Batch Processing Control to the Austin Finance Center for disbursement through the CAPPS/CALM payment systems. Claims rejected by either CAPPS or CALM processing will be available for download by the CHAMPVA Center for final resolution. Austin will make available for the CHAMPVA Center to download the Processed Reference Listing of accepted payment requests for generation of an Explanation of Benefits (EOB) and payment amount to the vendor/beneficiary.


(3)	The only pre-payment review of CHAMPVA payments will be performed within the CHAMPVA Operational Organization. This review will encompass duplicate claims, fraudulent vendors, eligibility considerations, medical quality assurance, etc.


(4)	The voucher audit of invoices, as required by GAO, will be handled via post payment audit, which is already in effect in the VAFC, Austin, i.e., a random sampling of the CALM Payment History File in Austin. CHAMPVA personnel may be asked to assist in the performance of this audit.


(5)	All vendor payments which are subject to the Prompt Payment Act will be processed through CAPPS for determination of late interest penalties and money management. Reimbursements to beneficiaries/third parties are not subject to Prompt Payment or money management and will be processed directly into CALM.


(6)	CHAMPVA will pay all valid claims to the beneficiary unless the beneficiary assigns the payment to the vendor who provided the services. Payments made to providers must be in the Vendor file unless it is a foreign payment.


(7)	All claims payable under CHAMPVA to persons or entities in foreign countries will be paid whenever possible in U.S. dollars through the VA Finance Center in Austin, TX. All foreign payments will be processed as certified invoices and the VA Finance Center will process them through the system. All payments for Canada and Mexico will be processed as one-time payments through the system. The system will automatically reject payments for foreign countries and the VA Finance Center will prepare a manual SF-1166 and submit to the Treasury Financial Center in Austin, TX. All payments to foreign countries should be made in U.S. dollars unless they are specifically required to be made in a foreign currency.


(8)	All claims payable under CHAMPVA for services in foreign countries which are required to be paid in foreign currency are processed as a certified invoice through the VA Finance Center in Austin, TX. The VA Finance Center will prepare a manual SF 1166 and submit to the Treasury Financial Center in Austin, TX. When payment is finalized Treasury will inform the VA Finance Center of the amount paid and the equivalent in U.S. dollars. The VA Finance Center will record the proper accounting transactions.]


3.14	FEE-BASIS PRESCRIPTIONS


a.	Invoices may be stated on VA Form 10-7191, Statement of Account for Prescriptions, or on the pharmacy's usual invoice. In either case, the VA Form 10-7191 properly certified by Medical personnel at the VA health care facility will serve as the receiving report. Any amounts to be suspended from the Pharmacy's invoice will be so designed prior to receipt in the Fiscal activity. The originals or certified copies of prescriptions will not be received in the Fiscal activity; however, the prescription number and the veteran's file number will be shown on the invoice.


b.	Processing of VA Form 10-7191 for payment will be performed in a like manner as for fee-basis medical services obtained through ID cards. Upon receipt of fee-basis pharmacy invoices from the Medical Administration Service, the procedures observed for payment processing will parallel those outlined in paragraph 3.13c(2)(b) above. VA Form 10-7191 will be forwarded to the facility Key punch activity for keypunching of payment data. These forms will then be returned to Voucher Audit.


3.15	PRINTING AND BINDING


a.	Types. These vouchers cover expenses for printing, binding, blankbook work, and reproduction performed in the field.


b.	Special Supplemental Certificate. Vouchers covering contract field printing, whether paid in the regional disbursing office serving the station or forwarded to Central Office for payment, must be supported by the following supplemental certificate, which must be over the signature of the responsible employee in the field under whose authority the contract field printing is procured.


"I hereby certify as responsible officer that the contract field printing covered by this voucher was procured in accordance with the applicable Government Printing and Binding Regulations of the Joint Committee on Printing."


3.16	PUBLIC UTILITIES-METERED SERVICE-ELECTRIC CURRENT, GAS, WATER


a.	Meter Data. The voucher must state the serial number of each meter through which billed service was furnished and also the last and previous reading of each meter.


b.	Change in Rates. Change in rates, authorized or approved by any legally constituted authority having jurisdiction or otherwise lawfully established by the contractor, when covered by a contract providing for the recognition of such changes will be applicable to all service rendered from and after the effective date of change stated in the legally established published rate schedule (5 Comp. Gen. 29).


c.	Meter Failure. Where the meter or meters fail to properly register the service during any billing period, the amount due the contractor will be determined in accordance with the contract conditions or, in the absence of a contract stipulation specifically covering meter failure, in accordance with 4 Comp. Gen. 617.


3.17	SALE OR EXCHANGE OF PERSONAL PROPERTY


a.	General. All transactions involving the acquisition of new personal property, where similar old property is (1) exchanged as part payment therefor or (2) has been sold prior to such acquisition, are subject to the provisions of 41 U.S.C. 5 as to the necessity or nonnecessity for advertising, and 40 U.S.C. 481 in regard to the requirement that all such transactions, without regard to the amount involved in any one case, will be covered by a written administrative determination and that the property purchased will be similar to the property sold or exchanged.


b.	Information Required on the Voucher. All vouchers involving the sale or exchange of property will be supported with the following information.


(1)	Vouchers Involving Exchange. The voucher will be supported with the written administrative determination and will be itemized to show (a) description, quantity, unit price, and total amount of the property acquired, (b) description, quantity, quality, unit price, and the total amount allowed for the property exchanged, (c) the net amount claimed. Where the similarity of the property acquired and exchanged is not self-evident, a statement explaining the similarity of such property will be furnished. Payment will be made in the net amount.


(2)	Vouchers for Acquisition of Property Related to Sale of Similar Property. The payment voucher will be supported with (a) written administrative determination (b) a copy of the OF 1114 or other appropriate document covering the sale of similar property, and (c), where the similarity of the property acquired and the property sold is not self-evident, a statement explaining the similarity of such property will be furnished. The OF 1114 copy furnished will be removed from the voucher, annotated to reflect the administrative schedule number, payee's name, and amount, and forwarded to the Accounting activity to facilitate the proper disposition of the proceeds of the sale held in the deposit account in compliance with MP-4, part V. Voucher will be paid in the gross amount.


(3)	Discount. Discount offered for prompt payments on trade-ins will be computed on the basis of the net contract price, that is, the actual cash balance due as per Decision of the Comptroller General, B-200023, February l3, 1981. This holding shall be limited to those instances in which contracts between the Government and vendors do not specifically provide for the manner of computing the discount. If there is agreement between the Government and the vendor to compute prompt payment discounts on the basis of the gross contract price, that is the basis on which the discounts should be computed.


3.18	BENEFICIARY TRAVEL, EMPLOYEE TRAVEL, AND ALL ALLOWABLE EXPENSES RELATED THERETO


a.	Voucher examiners will establish the validity of claims for these expenses from established procedures published in the following referenced publications:


(1)	MP-1, part II, chapter 2, chapter 3, and appendixes thereto.


(2)	Federal Travel Regulations [41 CFR 301-304].


(3)	GSA Bulletin FPMR, A-2, Attachment A (Commuted Rate Schedule),


(4)	MP-4, part III, paragraph 3.22.


b.	Employee travel reimbursement claims will be submitted to the Fiscal activity immediately (or within [5] working days) upon completion of the travel assignment. Claims for reimbursement of relocation expenses incurred incident to permanent duty transfers will similarly be promptly submitted within [5] working days following completion of travel or incurrence of the expenses to be claimed, whichever is later. VA facilities and operating elements that, due to the nature of their fiscal operating structure, must forward vouchers to another geographical location for audit and payment purposes (e.g., Full CALM facilities and Office of [Facilities]) will be considered to be in compliance with this requirement when reimbursement claims have been prepared and transmitted to the Auditing activity within the [5] workday. [All vouchers must be processed and paid within 25 working days after the end of each trip or 30 day travel period.]


3.19	MEAL AND LODGING REQUESTS


a.	Voucher Form. No voucher form is prescribed or required to be used in connection with the submission of claims for payment for services rendered against request of this category.


b.	Requests Issued to Contractors. Where requests are issued for use only at a contract hotel or eating place, they will be prepared to show the contractor's name and the number and date of the governing contract.


c.	Receiving Reports. The signature of the individual to whom the request was issued, evidencing receipt of the authorized services, will be accepted as a valid receiving report. Where a beneficiary is traveling with an attendant, the signature of such attendant on a request will be accepted in lieu of the signature of the beneficiary. Signature by mark of the individual to whom a request was issued must be witnessed and bear the signature of such witness together with the word "Witness."


d.	Requests Lost After Exchange for Authorized Services. Where a vendor or contractor presents a claim for services rendered against a request of this category and alleges that the request was lost subsequent to rendering such services, the following actions will be taken:


(1)	The vendor or contractor must submit an invoice identifying the request honored, describing the character and value of the services rendered, and including a statement of the circumstances surrounding the alleged loss of the original request.


(2)	A supporting record will be prepared from the memorandum copy of the request to include the request number, date of issue, name of the beneficiary or volunteer to whom issued, the character and maximum amount of the service authorized, and the "good until" date.


(3)	A statement obtained over the signature of the beneficiary or volunteer to whom the request was issued as to whether or not the request was exchanged for the authorized service at the establishment claiming payment and, to the best of [the beneficiary's or volunteer's] knowledge and belief, the value of the service. Where the beneficiary or volunteer so confirms the receipt of the service, [this] statement may be accepted as receiving report in support of the claim.


(4)	Where the evidence obtained warrants payment of the claim, the memorandum copy of the lost request will be noted to reflect the schedule number and date to prevent payment against the original request should it subsequently be presented for payment.


3.20	SUPPLIES AND/OR SERVICES FURNISHED THE VA BY GOVERNMENT AGENCIES-OTHER THAN GENERAL SERVICES ADMINISTRATION


a.	General. Government agencies-other than the General Services Administration [and those agencies authorized to bill under SIBAC (Simplified Intragovernmental Billing and Collection) procedures will bill the VA for supplies delivered or services rendered using SF 1080, Voucher for Transfers Between Appropriations and/or Funds, SF 1081, Voucher and Schedule of Withdrawals and Credits, or form of invoice approved by the Comptroller General of the United States therefor.


b.	Agencies Requiring Payment by Check. The following agencies require that the account be settled by the issuance of a check and billing must be by SF 1080 or approved invoice form-not SF 1081.


(1)	Department of Defense.


(2)	Government Printing Office.


(3)	U.S. Postal Service.


(4)	All Government corporations. (Includes Federal Prison Industries, Inc.)


(5)	District of Columbia.


c.	SF 1080. Bills rendered on this form will be complected to show all the information required down to the "Certificate of Office Billed" section which section will be completed by the paying office including the appropriation or fund chargeable. When payment is to be made by check to an agency included in subparagraphs b(1) through (5) above, a copy of SF 1080 will be furnished to the regional disbursing office for mailing with the payment check for identification purposes.


d.	SF 1081. Bills rendered by agencies other than covered under subparagraphs b(1) through b(5) above will be made on this form. Where there is insufficient space on the form for details of the bill, it may be supplemented with either SF 1080 or approved invoice form.


e.	Approved Invoice Forms. Agencies using an approved form of invoice upon which are shown the details of the transaction may use same to support their billing on SF 1081. Such invoice may also be used in lieu of SF 1080, where a check is to be issued. In the latter case the invoice will show full details of the transaction, the symbol of the appropriation or fund to be credited, and information as to where the payment check is to be sent, and will be processed for payment in the same manner as certified invoices submitted by non-Government creditors. A copy of the invoice will be furnished to the regional disbursing office for mailing with the payment check.


f.	SIBAC Billings. Paid billing statements received from agencies authorized to bill under the SIBAC (Simplified Intragovernmental Billing and Collection) procedures will be processed in accordance with the provisions of MP-4, part V, paragraph 2H.05.





3.2	 TELECOMMUNICATION SERVICES


a.	Telephone Service-Official-Other Than Through FTS System. Bills for telephone toll services may be stated in tabular form on a separate listing supporting contractor's voucher showing the places called and the toll charge, or be submitted as a statement of total toll service, supported by the original toll tickets prepared by the telephone company's operator at the time the calls are placed. Charges for telegrams included in the billing will be deducted and the contractor requested to cause the billing therefor to be made by the telegraph company in the usual manner.


(1)	Official Long-Distance Telephone Calls. Vouchers which include charges for official long distance call charges will be certified over the signature of the station Director, Assistant Director, chief or assistant chief of a division, or the Resident Engineer, Superintendent of Construction, as follows:


"Pursuant to 31 U.S.C. 680a, I certify that the use of the telephone for the official long-distance calls listed herein was necessary in the interest of the Government."


 ]


b.	Telephone Service-Official-Furnished Through FTS System


(1)	Charges for telephone toll services furnished over leased lines of Federal Telecommunications System are computed by General Services Administration on a flat rate per instrument basis. Their monthly billings do not show the places to which calls are made nor the toll charges for individual calls. FTS charges will be billed on a national basis to the VA Central Office.


(2)	Because the Comptroller General has ruled that these telephone toll calls are not considered "long distance telephone toll" calls within the meaning of 31 U.S.C. 680a (53 Stat. 738), the certification quoted in subparagraph a above is not required in these GSA vouchers covering services calls made over the Federal Telecommunication System.


c.	Teletype Service. Charges for official teletype services will be examined and certified for payment in accordance with the approved rate schedule or the monthly rate contract as applicable.


d.	Telegraph Services-Official. The Western Union Telegraph Company has been authorized to use its regular commercial statement (form WU 3145), on which the charge for each telegram will be listed. Where telegraph services are rendered by the U.S. Army Signal Corps, no attempt will be made to audit the charges billed (B-114664, dated Apr. 29, 1953 (32 Comp. Gen. 479)).


e.	Unofficial Telegraph Service. Unofficial telegraph service rendered under contract will be paid for, including the applicable tax, from funds collected and deposited therefor.


3.22	TRANSPORTATION VOUCHERS-PERSONS-THINGS


a.	Charter Services and Transportation Contracts. Charter and contract services are covered in MP-1, part II, chapter 2. Paid vouchers applicable to such charter services and contracts involving passenger transportation will be included with the other transportation vouchers for transmittal to the General Services Administration in compliance with MP-4, part V.


(1)	Charter Services. The Fiscal activity concerned will receive the duplicate copy of the written statement containing the terms of charter services. as provided in MP-1, part II. In auditing the carrier's claim for charter services it will be determined that the original SF 1169, supporting the bill and containing the authorization, follows the terms of charter services contained in the written statement.


(2)	Transportation Contracts. Upon receipt of original and one copy of a contract negotiated with a common or contract carrier (busline, airline, railroad, or steamship line) covering rates and charges for passenger services, the original will be promptly transmitted to the General Services Administration-[TAD]. Chester A. Arthur Building, Washington, D.C. 20406, and the copy retained for examination of carrier's bills supported with SF 1169. U.S. Government Transportation Request. Paid vouchers applicable to such contracts will be included with other transportation vouchers for transmittal to the General Services Administration in compliance with MP-4, part V.


b.	Supplemental Claims of Carriers. Where a supplemental bill is paid administratively, reference will be made on it to previous payments by citing the involved D.O. voucher number, administrative voucher number, date of payment, and disbursing officer (station) symbol number. For transportation additional claims, reclaims and supplemental claims for settlement by the GSA see paragraph 2.11d(l)(f).


c.	Transportation of Persons. Carrier's bills will be submitted on SF [1113], Public Voucher for Transportation [Charges]. The carrier must properly execute the "Payee's Certificate" and the tear-off slip. In the execution of the "Payee's Certificate" a facsimile signature of the carrier's certifying officer will suffice or, for carriers which mechanically prepare bills, a machine-typed officer's name and title in lieu of such facsimile signature may be substituted, provided that the facsimile signature or machine-typed officer's name and title is autographically initialed by a duly authorized clerk of the carrier submitting the bill. The tear-off slip will be used by the Regional Disbursing Officer in mailing the check covering the payment. A copy of SF [1113]a may not be substituted for the tear-off slip. The carrier will furnish only one memorandum copy, SF [1113]a, with each voucher, unless specifically authorized in advance to furnish additional copies. Vouchers will be supported with original SF 1169, the U.S. Government Transportation Request, or SF 1172, Certificate in Lieu of Lost U.S. Government Transportation Request, and will list the complete serial numbers or each request billed. Carriers should be requested to reduce the number of billings by including as many transportation requests on one SF [1113] as normal spacing requirements will permit. In all instances where information or facts additional to those shown on the transportation request or other authorized document are necessary to support or explain charges billed, documentary evidence or such facts will be associated with and made a part of the related SF [1113], and will bear a reference to the serial number of the transportation request or other document involved. Where a request has been issued for the joint procurement of transportation and pullman accommodations, the honoring carrier will bill for both the transportation and the pullman accommodations furnished and payment will be made to the billing carrier by the issuance of a single check. Vouchers, covering payments for transportation requests that are issued to extend or supplement the services covered by other transportation requests which have been paid in other vouchers, will be endorsed to show the D.O. voucher number, date of payment, and disbursing office (station) symbol number of the prior payment. Payment of carrier's Vouchers involving transportation requests will not be delayed pending receipt of memorandum copies of these requests attached to employees' travel vouchers.


(1)	Auditing Carrier's Claims. No attempt will be made to make a rate audit of carrier's claims. However, request supporting SF [1113] will be carefully examined and where it is found that one or more requests billed are not properly chargeable to the station billed, such requests will be returned to the submitting carrier with a letter of explanation and a copy thereof will be attached to the tear-off slip to be mailed to the carrier with the payment check. Under no circumstances will the carrier's voucher be held pending development of facts. Where incompletely executed requests or certificates in lieu of lost U.S. Government Transportation Request are submitted by a carrier together with other requests which are proper for payment, such requests or certificates should be returned to the carrier with a request that they be billed separately and a copy of the transmittal letter will be attached to the tear-off slip to be mailed to the carrier with the payment check.


(2)	Change in Passenger Transportation Service. In every case where (a) services furnished by a common carrier is of a lessor value or of a different character than called for in the transportation request and an appropriate endorsement was not made by the traveler on the reverse of the original request, (b) the travel was terminated short of the destination to which SF 1169 was drawn, or (c) where the portion or the ticket received from the carrier in exchange for SF 1169 was not used, the traveler will include a statement on the reimbursement voucher, identifying the pertinent SF 1169, setting forth the facts and circumstances, and attaching related unused tickets, coupons, etc. In the absence of an unused ticket, coupon, etc., the traveler will make every reasonable effort to obtain a written acknowledgment of the situation from the carrier's representative for attachment to the voucher. Voluntary refunds made by carriers will be processed in accordance with subparagraph (3)(f) below.


(3)	Redemption of Unused Tickets


(a)	Use of SF 1170. Unused tickets, exchange, orders, etc., and portions thereof, shall be processed to carriers for refund by means of SF 1170, Redemption of Unused Tickets. A separate SF 1170 must be used for each transportation request, though more than one ticket or adjustment transaction may be listed on that form. In no case should more than one transportation request be covered on one SF 1170.


(b)	Pullman and Parlor Car Tickets. When the refund requested is based on the honoring of first-class rail tickets in coach service, the SF 1170 sent to the rail carrier should be annotated to reflect that a separate refund is being requested from the Pullman Company for unused pullman or parlor car ticket(s), if such is involved, and the SF 1170 being sent to the Pullman Company also should be annotated to reflect the rail carrier refund application. Refund requests involving unused pullman tickets or accommodations issued by the Pullman Company shall be addressed to the General Passenger Agent, Pullman Company, 165 North Canal Street, Chicago, Illinois 60606, notwithstanding such accommodations were procured jointly with the related rail transportation on a single transportation request drawn on, billed by, and paid to a rail carrier. An examination of the pullman or parlor car tickets will reveal whether they were issued by the Pullman Company or a railroad company. Unused pullman and parlor car tickets issued by the Pullman Company will be returned to the Pullman Company. Unused pullman and parlor car tickets issued by a railroad company will be returned to the railroad company issuing the tickets.


(c)	Preparation of SF 1170 and Forwarding to Carrier. The SF 1170 (punched-card form) will be prepared in sufficient copies to meet the needs or the submitting office plus the original and one copy to be forwarded directly to the carrier. It is important that SF 1170 be properly and completely filled out. Adequate information must be shown so as to enable an accurate and ready determination of the value of the unused ticket or unfurnished service. The amount of refund will be filled in by the carrier.


(d)	Return of SF 1170 From Carrier and Forwarding to GSA. The carrier will return the original of SF 1170 to the submitting office together with the remittance. Where no refund is found due the Government, the carrier will return the original SF 1170 with an explanation attached. Upon receipt of the refund accompanied by the returned original SF 1170, office records will be appropriately annotated and the original SF 1170 will be promptly forwarded to the General .Services Administration-[TAD]. Chester A. Arthur Building, Washington, D.C. 20406.


(c)	Requirements in Connection With Refunds Due From Carriers


1.	Refunds Due From Carriers Other Than Certain Foreign Carriers. Carrier should make prompt refund of moneys due in connection with items listed on SF 1170 even though the bill covering charges for the related transportation request has not been submitted or paid. Except as specifically provided below in subparagraph 2 for certain foreign carriers, carriers' bills for related charges on transportation requests will not be subjected administratively to deduction or revision or returned for rebilling to adjust refund items. However, should a carrier fail to refund or satisfactorily furnish reasons (showing no refund to be due) within 3 months from the time application on SF 1170 is made or refuse to adjust for unused transportation, the office involved will refer the matter directly to the General Services Administration-[TAD], Chester A. Arthur Building, Washington, D.C. 20406, for appropriate action, transmitting therewith a copy of the pertinent SF 1170 and copies of all related correspondence with such carrier. The foregoing will not be for application in connection with foreign carriers in Mexico and Canada, or in connection with other foreign carriers maintaining billing offices in the United States.


2.	Refunds Due From Certain Foreign Carriers. In cases of rcfunds due from foreign carriers in Mexico and Canada or from other foreign carriers maintaining billing offices in the United States, the following applies. The VA once concerned will institute an effective billing procedure, to include setoff against unpaid claims of the affected carrier, to effect collection for unused tickets, etc., in lieu of the use of SF 1170. Where deduction is made from a foreign carrier's voucher, there shall be included a full reference to station schedule by number and date and the Regional Disbursing Office (station) symbol number.


(f)	Voluntary Refunds Made by Carriers. Voluntary refunds made by carriers for difference in class of service furnished or for some unfurnished transportation service will be covered by the preparation of an original SF 1170 and sufficient copies to meet the needs of the preparing office, showing essential information in the designated spaces including the amount of the voluntary refund. The original of such SF 1170 will be forwarded promptly to the [General Services Administration-FZATR, Chester A. Arthur Building, Washington, DC. 20406,] in the same manner as provided in subparagraph (d) above for originals returned by carriers accompanied by refund.


(4)	Lost or Misplaced [U.S. Government] Transportation Requests. Carriers which have lost or misplaced [U.S. Government Transportation Requests] that have been honored for services may bill for such charges on SF 1171, Public Voucher for Transportation of Passengers. Each item so involved will be supported by (a) Certificate in Lieu of Lost [U.S. Government] Transportation Request, SF 1172, and (b) a statement embodying a recital of any pertinent facts and circumstances. Each such item should be billed separately and not be included on a billing that refers to any other transaction. The SF 1171 will be administratively certified to indicate that the services billed for were furnished as claimed. The voucher will be further annotated to show that payment has not previously been made to the claimant or another carrier, and that the records of the office have been annotated to prevent a duplicate payment in the event the lost or mislaid transportation request or another instrument in lieu thereof is ever presented for payment.


d.	Transportation of Things. Carriers' bills will be submitted on SF 1113, Public Voucher for Transportation Charges, and will be supported with the original of all Government bills of lading (or "SF 1105, U.S. Government Freight Waybill, properly certified by the issuing office and the carrier") billed. [ ] Government bills of lading [ ] are not required to be used for certain [ ] shipments, as provided in subparagraphs [e,f, and g] below, and in such instances carriers will support their bills as indicated in those subparagraphs. [In addition, use of Government bills of lading is not required when payment for transportation services is made in cash.] The carrier must properly execute the "Payee's Certificate" on SF 1113 and the tear-off slip attached. Relative to the "Payee's Certificate," the same provisions as contained in subparagraph c above apply with respect to acceptability of facsimile signature, or machine-typed name, of the carrier's certifying officer. The tear-off slip will be used by the Regional Disbursing Officer in mailing the check covering the payment. A copy of the SF 1113 may not be substituted for the tear-off slip. The carrier will furnish only one memorandum copy, SF 1113a, with each voucher unless specifically authorized in advance by the [GSA] to furnish additional copies. Carriers should be requested to reduce the number of billings by including as many subvouchers (bills of lading) as possible on each voucher form. Vouchers will be examined and processed for payment as follows:


(1)	Where the carrier has included in his billing one or more bills of lading or properly certified SF 1105 which are not chargeable to the station billed, such documents will be disposed of in the same manner as in subparagraph c(1) above.


(2)	Bills of lading supporting the voucher will be examined to determine that they have been completely executed and any incomplete bills of lading will be returned to the carrier immediately with a covering letter, a copy of which will accompany the voucher tear-off slip mailed with the payment check. Where the VA ships household goods or mobile dwellings (including house trailers) under Government bill of lading, payment of carriers' claims may be made upon completion of the transportation to the carrier's destination storage point, provided the certification required in 5 GAO 3075.20 is made, by the carrier, on the bill of lading or on a plain paper securely attached thereto. Carriers' bills should be paid promptly regardless of loss or damage notation and any resulting claim for reimbursement handled separately.


(3)	Every effort will be made to reconstruct mutilated bills of lading from station records. However, should it be necessary to obtain information from the carrier, the mutilated bill of lading will be returned to the carrier with a covering letter with a request that the item be vouchered separately together with the required information.


(4)	When the examination of the supporting bills of lading reveals that the carrier has indicated loss and/or damage or where the responsible station official has advised the [Fiscal] activity of loss and/or damages of a concealed nature disclosed after the bill of lading has been accomplished, prompt action will be taken to develop the facts and the following action taken, depending upon the circumstances developed.


(a)	Where the carrier has accepted liability and has effected acceptable repairs or replacements at his expense, the statement of the responsible station official to that effect will be attached to the voucher in support of the payment of the charges billed.


(b)	Where the carrier has accepted liability but has not effected necessary repairs or replacements but has authorized the Government to do so, the applicable SF 362, U.S. Government Freight Loss/Damage Claim, will be attached to the voucher in support of the deduction made from the voucher therefor.


(c)	Where the carrier has not accepted liability or the responsibility for the loss and/or damages has not been determined, the bill of lading will be paid promptly and the claim for reimbursement handled separately.


(d)	"A minimum of $25 will be observed in processing loss and damage claims against carriers or forwarders. Claims falling below the established minimum will be absorbed by the agency. This minimum does not apply to small domestic shipments made on commercial forms and procedures under the provisions of Title 5 GAO 1017."


(e)	Comptroller General letter B-139598-B-139994-B-114365, dated August 4, 1960, concerning loss of, or damage to, shipments by ocean carriers and international shipments by air, provides procedures for processing claims of ocean and air carriers on which recovery could not be had in the courts because of statutory periods of limitation applicable to court actions. Included below are certain of the requirements to be observed in connection with voucher auditing.


1.	In making payment of transportation bills for shipping or other related services of ocean carriers or other international shipments by air in connection with which the Government has sustained loss or damage, unless the carrier voluntarily pays the claim or consents in writing to a setoff from any other payment, an amount sufficient to cover the Government claim on that particular shipment will be withheld from the payment involved. In addition, a copy of the voucher covering the payment, together with a report of the particulars of the Government claim (including evidence in support thereof), will be submitted immediately to the [ ] Claims Division, General Accounting Office, so that a timely suit may be instituted, to reduce the Government's claim to judgement, where appropriate, and obviate contentions that it is extinguished by passage of the period of limitations.


2.	In paying ocean freight bills, no offset will be made or amounts withheld for loss or damage claims arising out of separate and unrelated transactions of the same parties. Any such unadjusted claim, the amount of which was not withheld from the freight due on the particular shipment, likewise will be reported promptly to the [ ] Claims Division, together with evidence in support of the claim, for such adjustment action as may be practicable under the court decisions that apply.


3.	In order that suit, where appropriate, may be filed within the applicable period of limitations and thus obviate the limitations period being raised as a defense, all unadjusted loss and damage claims in favor of the Government, against ocean carriers and international carriers by air, will be reported to the [ ] Claims Division. General Accounting Office, within 6 months after delivery of the goods or the date when the goods should have been delivered, regardless of the status of any negotiations with the carrier.


4.	To permit consideration of the application of "time-barred" Government loss and damage claims against similarly time-barred claims of carriers, no payment will be made of any claim in favor or an ocean carrier with regard to which it could not recover in a court action because of the 2-year statute of limitations for maritime claims against the Government in 46 U.S.C. 745 or the 6-year statute of limitations on other claims in 28 U.S.C. 2401. Such claims will be forwarded to the General Accounting Office, [ ] Claims Division, for direct settlement, together with an appropriate administrative report. In any case where doubt exists as to whether an ocean carrier's claim is barred by the statute of limitations cited above, the claim will be forwarded to the [ ] Claims Division, at the address shown in paragraph [2.11d(1)(e)1,] for settlement.


(5)	No attempt will be made to effect a rate audit at field stations, except VA supply depots.


(6)	Voluntary refunds made by carriers to cover excess amounts billed and paid for freight or express services will be reported to the [General Services Administration-FZATR, Chester A. Arthur Building, Washington, D.C. 20406.] Each such report will include (a) a reference to each involved bill of lading and the amount refunded on each, (b) a citation to the related payment by reference to the involved D.O. voucher number, administration voucher number, date of payment, and the disbursing office symbol number, and (c) the name of the carrier and the carrier's bill number.


[e.]	Small Shipments Using United Parcel Service. (See MP-2, subch. G, 108-40.5104.)


[f.]	Blood Shipments by Bus


(1)	Use of Bus Receipts. Where prescribed agreements have been made for shipment of blood from VA installations to American Red Cross Centers by bus, shipments may be made by bus and bus receipts used in lieu of shipping by Government bill of lading.


[(2)]	Billing for Transportation Charges. Bills for charges for the above-mentioned transportation of blood will be submitted by carriers on SF 1034, Public Voucher for Purchases and Services Other Than Personal, supported by the original commercial billing forms (bus receipts).


[(3)]	Approval and Scheduling of Vouchers


(a)	Voucher examiners will verify that vouchers contain administrative certifications attesting to the fact that services for which the carrier claims reimbursement have been furnished.


(b)	Vouchers will be scheduled in the usual manner on [SF 1166 or SF 1166 OCR, as appropriate,] except that they will not be scheduled as transportation category vouchers but as "All others" vouchers.


(c)	These vouchers are not subject to the requirements of MP-4.5, paragraph 2H.03, and schedules and supporting papers will not be forwarded to the [General Services Administration] but instead will be retained for site audit.


[g.]	Certain Shipments of Magnetic Tapes and Tab Cards.


(1)	Use of Commercial Bills of Lading or Express Receipts. Where prescribed agreements have been made for shipment of magnetic tapes and tab cards to VA data processing centers and/or branches by bus or air, and the maximum allowable charge for a single shipment does not exceed $50, commercial receipts may be used without converting them to Government bills of lading, in accordance with MP-2, subchapter G.


[(2)]	Billing for Transportation Charges. Bills for charges for transportation of magnetic tapes and tab cards under subparagraph (1) above will be submitted by carriers, monthly, on SF 1034, Public Voucher for Purchases and Services Other Than Personal. The voucher will be supported by the original commercial billing forms, original commercial bills of lading where commercial bills of lading were used, and a showing of the receipt of the shipments by the consignees.


(a)	Consignee's Receipt-Receiving Report. Since the consignee is located at a different station than the paying station, the carrier's bill may not be supported by the receipt signature of the consignee. The VA official who shipped the magnetic tape or cards will know from other information whether the shipment has been received and has ways for determining whether the consignee received the shipment. This VA official may sign the receiving report to indicate that the shipment was received.


[(3)]	Approval and Scheduling of Vouchers. Subparagraphs [f(3)] (a), (b) and (c) above also are applicable to processing of vouchers covering shipments of magnetic tapes and tab cards under the provisions of subparagraph (1) above.


[h.]	Ocean Shipments


(1)	Ocean carriers are no longer required to support their billings with a consignee's certificate of delivery. Certifying officers are relieved of the previous requirement that the consignee's certificate must be obtained before payment is made for ocean freight shipments.


(2)	Ocean carriers' bills will be submitted on SF 1113, Public Voucher for Transportation Charges, and carriers will indicate on the face thereof the date the shipment arrived at destination port or the loading date. The date should be identified as (a) the date of arrival at destination or (b) the loading date. In accordance with [FPMR Temporary Regulation G-23,] ocean carriers will not submit their bills before the earlier of those two dates.


(3)	The voucher examiner will not approve ocean carriers' bills prior to arrival of the vessel at destination port or 30 days after the cargo has been loaded aboard the vessel at origin port, whichever is earlier. Controls should be established to insure that an ocean carrier's bill dated prior to the earlier of the two dates identified in subparagraph (2) above as (a) and (b) is not approved for payment.


(4)	In view of the option for moving ocean shipments on Government or commercial bill of lading, as provided in MP-2, subchapter G, and since there is not the same accountability for commercial bills of lading as for Government bills of lading prenumbered in consecutive order in one series, it is incumbent upon the Fiscal activity of the paying station to establish controls to avoid duplicate payments for ocean shipments. These controls could include careful matching of obligating documents or Supply Fund commitment documents in unliquidated obligation or outstanding commitment files with related vouchers.


(5)	In view of the requirements imposed upon ocean carriers as to time of presentation of their billings, ocean carrier vouchers should be processed as expeditiously as possible.


(6)	Payments under these procedures to ocean carriers for shipments made, subject to the terms and conditions of the Government bill of lading (including shipments moving on commercial bills of lading), wherein entitlement to payment is predicated on proof of delivery at destination, are subject to adjustment where the cargo is lost, damaged or not delivered to the destination specified in the bill of lading contracts. Additional voucher auditing and payment policy, for application where loss or damage to ocean carrier shipments is involved, is provided in subparagraph d(4) [(e)] above.


3.23	REIMBURSEMENT TO DESIGNATED NOTARIES PUBLIC


a.	General. Where an official occupying, or acting in, a position listed in VA Regulations "General," paragraph 8, designates an employee to serve in the capacity of a notary public in connection with official duties, such employee will be reimbursed for actual and necessary expenses incurred in obtaining his [or her] seal and commission.


b.	Reimbursement Voucher. The Notaries Public Expense Act of 1955 (PL 681, 84th Cong.) will be cited on the vouchers as the authority for payment. The receiving report will be the receipted bill of the fee paid containing a statement by a designated employee that the claimant has been designated to serve in the capacity of a notary public in connection with official duties.


3.24	PROGRESS PAYMENTS


a.	General. Progress payments may be made for any contract, however, prompt processing of contractor's claims, when indicated, should hold these payments to a minimum.


b.	Administrative Certificate. A progress payment claim received from the contractor must be supported by an administrative certificate, signed by the Contracting Officer, substantially as follows:


"Based upon my evaluation of the physical progress of the work performed by the contractor against (contract number and date), I certify that the claimed (first, second, etc.) progress payment is supported fairly by material on hand and/or the value of work actually accomplished on the undelivered portion of the contract, and that the amount claimed is proper and approved for payment.


	___________________________________________		_________________


			Contracting Officer					Date


.	Contractor's Progress Payment Invoice. The contractor's claim for each progress payment will be submitted on [a] regular invoice or billhead, and will contain sufficient pertinent data to support the request for a progress payment. This should include, among other pertinent data, the cumulative costs incurred from the inception of the contract through the period covered by the invoice, amount of previous progress payments, and amount of additional progress payment requested.





3.25	PAYMENTS FOR NEWSPAPER ADVERTISING


a.	General. Mandatory requirements with respect to advertising in newspapers are contained in 7 GAO Sec. 25.2.


b.	Advertising Order. The Advertising Order, SF 1143 (face), will be examined to determine that it has been signed by a person who has been properly delegated the authority.


c.	Reimbursement Voucher. Charges for newspaper advertising will normally be billed by the publisher on Public Voucher for Advertising, SF 1143 (reverse). No payment will be refused solely because billing was not on SF 1143. Billing on other than SF 1143 may be accepted provided all information required of the publisher on SF 1143 is furnished on the invoice or voucher submitted in lieu of SF 1143. The clipped advertisement will be posted on the voucher, in accordance with instructions on the form. The voucher should be accompanied by a copy of each issue of the publication in which the advertisement appeared. However, if copies of the publication are not available, it will be satisfactory if an affidavit of publication is furnished in lieu thereof. The copies of newspapers submitted as proof of publication should be retained by the Fiscal activity until settlement of the Disbursing Officer's account, after which they may be disposed of. In those cases where multiple bills or invoices are received from a single newspaper publisher for advertisements over an extended period of time and no objection is raised by such publisher to making a single payment therefor, the public voucher for advertising properly executed may be processed for payment in the combined amount.


d.	Administrative Certification. Pursuant to properly delegated authority therefor, as required by paragraph [2.07b(2)] the administrative certification will be signed by the approving officer. The approving officer will sign in the blank space on SF 1143 (reverse) below "Approved for $_________" and over his [or her] official title, in accordance with footnote 2 on the form.


3.26	PAYMENT OF CLAIMS AGAINST ACCOUNT 20X1807, REFUND OF MONEYS ERRONEOUSLY RECEIVED AND COVERED, AND PAYMENT OF CLAIMS AGAINST ACCOUNT 20X6133, PAYMENT OF UNCLAIMED MONEYS


As outlined below, field stations will audit and certify claims against these accounts and then forward them to Central Office for processing for payment by the [Department of the Treasury.] These claims are those involving moneys deposited or transferred by VA to the related general fund receipt account.


a.	Each claim will contain a signed statement of the claimant requesting that payment will be made. Pertinent facts involving the claim will be stated. There will be shown in the claim pertinent data concerning the original deposit or transfer to the receipt account.


b.	After voucher examination, the claim will be certified by an authorized certifying officer as follows: "I certify that the item shown hereon is correct and proper for payment from the account indicated in the amount of $____________."


c.	The claim, in original and two copies, will be forwarded to the Controller (047B2), Veterans Administration, Central Office, 810 Vermont Ave., NW., Washington, D.C. 20420.


3.27	PAYMENT FOR TRAINING OF GOVERNMENT EMPLOYEES


Prior to approving vouchers for payment, the voucher examiner will determine that procurement of training under 5 U.S.C. ch. 41 was in compliance with VAPR 8-74.104.1. "Training Conducted by Organizations," or VAPR 8-74.104-2 "Training Conducted by Individuals," as applicable. 5 U.S.C. ch. 40 prohibits payment for training of any Government employee (a) by, in, or through any non-Government facility teaching or advocating the overthrow of the Government of the United States by force or violence or (b) by or through any individual contracting to provide training services if there exists a reasonable doubt of his [or her] loyalty to the United States. Administrative certifications are required in accordance with MP-2, subchapter E, 108-27.5102-5.


3.28	PROPERTY ACQUIRED UNDER RESEARCH CONTRACTS


Administrative provisions relative to research contracts under which nonexpendable equipment is purchased or fabricated are contained in MP-2, subchapter E, 108-27.5108. Voucher examiners will determine that claims from contractors for reimbursement under research contracts have been clearly annotated to distinguish between equipment to which title is retained by VA and equipment to which title is vested in the contractor, and will approve for payment only claimed amounts due under the terms of the contracts.


3.29	REIMBURSEMENT FOR DAMAGE OR DESTRUCTION OF EMPLOYEES' PERSONAL PROPERTY BY PATIENTS OR DOMICILIARY MEMBERS


Employees' claims for reimbursement will be submitted on VA Form 5-4629, Claim for Reimbursement for Damaged or Destroyed Personal Property, which will contain the essential facts. Section III of the form, the committee's decision and recommendation, and section IV, the administrative official's approval, constitute the receiving report. Prior to approving claims for payment, the voucher examiner will determine that these sections have been properly completed and are consistent with attachments. When approved for payment, claims will be scheduled on [SF 1166 or SF 1166 OCR, as appropriate,] in the usual manner.


3.30	PARTIAL PAYMENTS


Payment may be made for the partial delivery of an order when (1) the contract does not prohibit partial payments, (2) the partial delivery has been accepted as evidenced by a receiving report marked "1st partial," "2nd partial," etc., or "final," and (3) approval of such partial payment has been indicated by the Supply Service. Partial payments will not be made for services unless authorized by the contract.
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