CHAPTER 4. RELATED PROCEDURES


4.01 SCOPE OF CHAPTER


This chapter outlines instructions and prescribed procedures pertaining to activities which arise in connection with or result from the examination and approval of vouchers and claims. These related actions consist of the development of certain vouchers, scheduling, collection, and disposition of taxes, reports, etc.


4.02 SCHEDULING- SF 1166-1167 AND SF 1166-1167 OCR ([THE] PAYMENT SCHEDULING PROCEDURES UNDER THE CALM SYSTEM [ARE COVERED IN] MP-4, PART V, CHAPTER 12[, AND ARE PREPARED BY THE VA FINANCE CENTER, AUSTIN, TEXAS.)


a. Claims Payable to Vendors in Foreign Countries. Payments made to foreign countries in U.S. dollars and in foreign currency other than Philippine Pesos.


(1) All claims payable to vendors 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 onetime payments through the system. The VA Finance Center will prepare a manual SF-1166 for submission 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.


(2) All claims payable to vendors or entities 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 for submission 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.


b.] Referral of Claims to General Accounting Office. Claims of the classes enumerated in paragraph 2.11d, with exceptions indicated therein, will be referred, with covering VA Form 4943, to the Claims Division, U.S. General Accounting Office. Washington, DC, 20548 for settlement. Claims will be examined in the same manner as those certified for payment locally, and the VA Form 4-943 prepared by VA Central Office will be completely executed to embody all essential facts and will cite the VA appropriation or fund properly chargeable with the expense. Supporting papers and attachments will be forwarded to the General Accounting Office with the claim, in accordance with paragraph 2.11d(2). Also see MP-4, part V, paragraph 2C.11.


[c.] Referral of Claims to Another other VA Office. Where a contractor submits a voucher which is properly chargeable to an allotment or fund account of another VA office, such voucher will be forwarded to that office for payment.


[d.] Billing Certain Other Government Agencies. Agencies requiring billings from the VA for Medical Services and Supplies furnished by the VA are listed, with appropriate addresses, in M1, part I, chapter 15.


4.03 LOST VOUCHERS AND INVOICES


a. General. Vouchers or invoices which have been lost will be processed depending upon the circumstances involved, as follows:


(1) Invoices Lost Prior to Certification for Payment. Where a vendor alleges that an invoice has been submitted but no payment has been received, the vendor will be requested to resubmit a copy of the original invoice marked "Duplicate."


(2) Voucher Lost After Certification and Prior or Subsequent to Payment. After all reasonable effort to locate such lost voucher has been unsuccessful, it will be reconstructed from station records complete with all attachments supporting the lost original. The voucher and schedule will be supported with a statement of all facts, over the signature of an authorized certifying officer, and the documents conspicuously marked "Second Original."


[4.04 RECONCILIATION AND FOLLOW UP OF UNPAID DOCUMENTS (ACCOUNTS PAYABLE) FLLE


a. General. The reconciliation and followup of individual accounts payable (both federal and nonfederal) is the responsibility of the field facility for subsistence payables (GL Accounts 2012 & 2014) and all accrued services payables (GL Accounts 2071 & 2072). The VA Finance Center (VAFC) has the responsibility for reconciling and following up on all accounts payable other than subsistence (GL Accounts 2012 & 2014).


b. Reports to document this verification will be prepared in accordance with MP-4, part V, section G. Actually, a hierarchy of reconciliations is required. First, the controlling general ledger accounts (2012, 2014, 2071 & 2072) must be reconciled in total to the computerized subsidiaries maintained in the CALM and CAPPS systems. When the overall totals disagree, then reference must be made to individual PAT records. Second, hard copy document files must be reconciled to the computerized subsidiaries. Finally, once the files are reconciled, those payables which have been outstanding for an unreasonable period (over 45 days) need to be investigated to determine whether they may be liquidated or why payment has not occurred.


c. Fiscal activities will utilize available CALM reports to carry out their accounts payable file management responsibilities. While special attention should be given to large dollar value payables, which have had no recent activity, facilities should strive for a complete reconciliation and followup of all outstanding payables regardless of dollar value.


d. In considering an accounts payable for writeoff, focus should be on the likelihood of an invoice being received. It is not necessary to solicit an invoice from the vendor. However, reasonable steps should be taken to assure oneself that an unpaid invoice is not misreferenced in CAPPS. Generally, if accounts payable reconciliations are performed timely and unpaid invoices have been followedup on, then a payable may be considered for writeoff liquidation after it is 90-120 days old. Of course, if an invoice is later received, the payable will need to be reestablished. Field facilities may write off payables provided they coordinate such activity with the VAFC.]


4.05 [ADVANCE OF FUNDS FOR EMPLOYEE TRAVEL PURPOSES]


a. [General. Employees who expect to travel for the Government more than once a year should be issued a Diners Club charge card which will permit the purchase of Citicorp Travelers Checks or the issuance of a Personal Identification Number (PIN) to obtain cash travel funds for the estimated meals and incidental expense (M&IE) allowance and miscellaneous expenses. Travel advances will only be issued to infrequent travelers, new employees who have not had time to obtain a Diners Club card, or in emergency situations at the discretion of the Fiscal/Finance Officer.)


b. Application for Travel Advance. Travelers checks or Automatic Teller Machine (ATM) cash charged to the employee's Government contracted charge card should be obtained in lieu of an advance whenever possible.]


c. [Issuance of Travel Advance. In those instances where a travel advance has been approved, the application for the advance should be submitted in sufficient time to allow for a Treasury check to be issued to the employee before the starting date of travel. If the timing is such that a Treasury check cannot be issued, the advance may be paid in cash in the manner and subject to the conditions and limitations provided in MP-4, part I, paragraph 2C.17.]


d. Maintenance of SF 1038 as Account of Travel Advance. The reverse of SF 1038 will be maintained on a current basis as the account for travel advances. Under the column headings "Date," "Reference," "Advanced," and "Balance," there will be entered complete reference to moneys advanced the employee, money collected, and the current unliquidated balance, if any. [ ] All advances determined to be in excess of the immediate needs of the traveler shall be promptly recovered.


e. Collection of Outstanding Travel Advance. Prompt action will be taken to effect collection of all unliquidated balances of travel advances upon completion of the travel against which the advance was made. Collection will be made by (1) deduction from the employee's travel reimbursement voucher, (2) the employee's cash remittance, or (3) from moneys due the employee from the United States. [Employee travel reimbursement claims will be submitted to the appropriate Fiscal activity immediately within 5 working days) upon completion of the travel assignment. Permanent duty relocation expense claims will similarly be promptly submitted within 5 working days following completion of the applicable segment of travel or incurrence of the expenses to be claimed, whichever is later. Where an employee having an outstanding travel advance balance is separated or transfers to another agency, immediate collection will be effected.]


f. [Continuing Travel. All employees in a continuous travel status will be expected to apply for a Diners Club card. In the rare instance where a continuous advance is approved, the amount should be limited to the estimated expenses for 30 days, and should be liquidated quarterly. All unliquidated balances will be included as income to the employee after 120 days and will be reported to the IRS.]


g. [Follow-up Action. If a voucher has not been submitted within 5 working days of the completion of the trip, a reminder should be sent. After 30 days a notice should be issued informing the employee that salary offset will begin in 30 days if the advance is not liquidated.]


h. [Reporting to IRS. All temporary duty travel advances that have not been substantiated with a travel voucher within 60 days of completion of travel, or for which excess funds have not been returned within 120 days, must be included in the employee's gross income and be recorded on their IRS Form W2. These requirements do not relieve the employee from paying any debts due the VA. Debt collection procedures as stated in MP-4, part VIII, chapter 4, will be followed even after IRS referral.]


4.06 TAXES


a. Federal Excise Taxes


(1) Responsibility for Collection and Remittance. Unofficial telephone or telegraph messages or services furnished through official communication facilities are subject to Federal tax if the same message or service would be subject to such tax if procured directly from the telephone or telegraph company or through private facilities. Where such unofficial services are furnished through official facilities the VA as the vendor is responsible for the prompt collection and the remittance of same to the Department of Treasury, Internal Revenue Service.


(2) Remittance of Collections to Internal Revenue. All Federal excise taxes collected will be deposited to the VA Suspense account, 36X6875 pending disposition as follows:


(a) Monthly Collections of $100 or Less. Collections will be deposited to the VA Suspense account, 36X6875, and remitted by one of the following methods to the Director of Internal Revenue for the district in which the remitting office is located:


1. Except where an optional procedure for inconsiderable amounts of tax is used as provided in subparagraph 2 below, collections will be remitted in a single amount on a quarterly basis as follows:


Period                               Schedule Payment On or Before            ��                                                                              ��Jan. Feb. March                      April 30                                 ��                                                                              ��Apr. May June                        July 31                                  ��                                                                              ��July Aug. Sept.                      October 31                               ��                                                                              ��Oct. Nov. Dec.                       January 31                               ��                                                                              ����


SF 1166 or SF 1166 OCR, as appropriate will be prepared to show the Director of Internal Revenue as payee and TD Form 720, Quarterly Tax Return, will be forwarded to the Regional Disbursing Officer for mailing with check.


2. The following procedures are optional:


a. If the amount of tax collected for unofficial telephone or telegraph messages or services in a quarter (or cumulative for more than one quarter of a fiscal year) is inconsiderable (less than $5 for the purpose of this optional procedure), the amount may be omitted from the quarterly tax return, TD Form 720, and the words "No Tax Due" substituted. This is acceptable to the Treasury provided such hitherto unreported amounts are included in the return for the last quarter of the fiscal year and the cumulative amount of tax collections on hand as of September 30 as scheduled on or before October 31 for payment to the Director of Internal Revenue. Quarterly tax returns, even when marked "No Tax Due" are required by the Internal Revenue Service, which otherwise would send delinquency notices. TD Forms 720 which are to be accompanied by remittance checks will be scheduled in the manner and on or before the dates set forth in subparagraph 1 above. TD Forms 720 marked "No Tax Due" will be forwarded by field stations directly to the Director of Internal Revenue within 1 month following the close of the quarter for which the return was prepared.


b. Where circumstances require the filing of only an occasional return, a return indicating "Final Return" may be filed and thereafter if a return is required, it also would be noted "Final Return". This would preclude the issuance of delinquency notices.


(b) Monthly Collections in Excess of $100. Where the monthly collections of the first and second months of a reporting quarter, i.e., January, February; April, May; July, August; October, November exceeds $100, Federal Tax Deposit Form 504 will be prepared and scheduled on SF 1166 or SF 1166 OCR, as appropriate, for payment to the Federal Reserve Bank serving the remitting VA office. The validated receipt will be returned to the remitting office and will be retained for preparation of the quarterly tax return (TD Form 720). At the close of the quarter TD Form 720, Quarterly Tax Return, will be prepared to show the gross tax collected for the quarter less the amount remitted to the Federal Reserve Bank on TD Form 504 attached. TD Form 720, with attached validated TD Forms 504, will be scheduled for payment of the balance due for the last month of the quarter directly to the Director of Internal Revenue for the district in which the remitting offices is located.


(3) Preparation of TD Form 504 and TD Form 720. Care should be exercised in the preparation of these forms to include the ninedigit number appearing on the face of TD Form 941, Quarterly Return for Reporting Income Tax Withholdings, to insure proper crediting of remittances made.


(4) Source of Forms. The necessary Department of the Treasury forms will be obtained from the Director of Internal Revenue serving the area.


b. Federal Income Taxes-Reporting Compensation of $600 or More. Wages, fees, or any other compensation totaling $600 or more in a calendar year, paid to an individual for personal services will be reported on Form 1099NEC, Statement for Recipient of Nonemployee Compensation, on or before January 31, of the following year. Compensation to be reported on Form 1099NEC will include incentive therapy payments, compensated work therapy payments, consultant and attending fees, contractual fees, other compensation, etc., paid for performing personal or contractual services for the VA. For payments which do not utilize the CALM vendor file each facility will maintain the necessary records to accumulate these payments, by individual, so that the correct amount will be included on the Form 1099NEC. (No withholding is required with respect to Form 1099.) A separate Form 1099NEC, prepared in an original and one copy will be used for each payee. A single copy of TD Form 1096, U.S. Annual Information Return, properly prepared and signed will be attached to the magnetic tape or the original of all Forms 1099 for the taxable year and forwarded to the Internal Revenue Service addressed to the service center nearest the reporting station, in accordance with paragraph 1, TD Form 1096. A copy of TD Form 1096 will be retained for record purposes. The Director, Manager or their designees are authorized to sign TD Form 1096. The copies of TD From 1099 will be distributed to the payees. TD Forms 1099 and 1096 will be obtained locally from field Internal Revenue Service offices and should be prepared in accordance with the instructions thereon.


c. State and Local Taxes


(1) Federal Government Immunity. The Federal Government as the sovereign is not subject to State and local taxes in the absence of the express consent of Congress. The foregoing applies to all of such taxes, except in connection with beneficiary travel as referred to below, where the legal incidence of the tax is on the vendee (21 Comp. Gen. 733, 843, 1119). Consequently, State and local taxes may not be reimbursed a claimant unless records as hereinafter named are furnished, so that a refund of such taxes can be obtained. The rule against paying such taxes is not for application where the legal incidence of the tax is on the vendor and as such the tax loses its identity and becomes part of the unit price. Individuals who are authorized to incur expenses for which they will be reimbursed by the Government, except as detailed below, must furnish with the reimbursement Vouchers SF's 1094, U.S. Tax Exemption Certificate, or receipts, in duplicate, so that refund of tax can be claimed. Such SF's 1094, or receipts will not be furnished by a beneficiary performing authorized travel by privately owned automobile on an actual expense basis since such beneficiary is not acting as an agent of the United States and the VA is not, therefore, entitled to a refund for State or local taxes paid by a beneficiary incident to such travel (36 Comp. Gen. 681). SF 1094 shall not be used nor deductions made from vouchers for purchases:


(a) On which the taxes are $10 or less.


(b) For the use of personally owned motor vehicles for which mileage has been authorized.


(c) For subsistence, if per diem has been authorized.


(2) Procedure for Obtaining Refund of Taxes


(a) Where a vendor refused to accept a tax exemption certificate, SF 1094, in lieu of payment of the State or local tax on a purchase made by an individual entitled to reimbursement of the expenditure (example: a traveler), a tax exemption certificate will be prepared, signed by both the traveler and the vendor, and will accompany the reimbursement voucher when submitted for payment.


(b) The serial number of the certificates will be recorded on the reimbursement voucher. After the reimbursement voucher has been paid, the schedule number, and the voucher number if any, for such voucher will be posted on the applicable tax exemption certificates. At the end of each month or such other period as may be established, the tax exemption certificates will be scheduled and the schedule and tax exemption certificates transmitted by letter to the State tax authorities for refund of the tax. The schedule will be prepared in triplicate and will show the name and address of the taxing authority billed and carry headings indicating the tax exemption certificate numbers, dates of purchases, names and addresses of vendors, description of the commodities involved, tax rate per unit, total tax on each certificate, and symbols of appropriations to be credited with amounts collected. Separate schedules will be prepared for each kind of tax, also for each separate taxing authority. In those cases where the State has prescribed a specific form for making application for refund of taxes, such form will be executed and transmitted with the schedule and exemption certificates. In the event refund of the taxes is refused, the original schedule and both carbon copies together with the tax exemption certificates and copies of all correspondence pertaining to the particular schedule will be forwarded to Central Office.


(3) Tax Exemption Certificates Not Issued or Not Proper for Issuance. If tax exemption certificates, SF's 1094, were not used, receipts in duplicate may be accepted in lieu of the certificates for the purpose of obtaining refund of the taxes. The receipts must detail the essential facts normally placed on the tax exemption certificates. The receipts will be scheduled for refund of the tax as is outlined for the tax exemption certificates.


d. Tax Withholding on Moving Expenses Reimbursements and Allowances


(1) [Moving expense reimbursements and allowances and other compensation received by employees incident to permanent changes of duty stations are subject to taxation in accordance with and to the extent provided in Section 4080, Chapter 4000, Part 3, Treasury Fiscal Requirements Manual. Certain moving expense reimbursements are reportable as other compensation and are not subject to withholding; whereas other reimbursements are reportable as wages paid and are subject to withholding.


(a) NOT Subject to Withholding (Other Compensation)


1. Expenses of moving and storage of household goods and personal effects to new permanent duty station.


2. Expenses for employee and dependent when traveling (including meals and lodging to new permanent duty station).


(b) Subject to Withholding (Wages Paid)


1. Miscellaneous expenses are always subject to withholding.


2. Expenses of advance round trip to seek new residence and expenses while occupying temporary quarters (in excess of aggregate amount allowable of $1,500).


3. Expenses in connection with real estate purchase, sale or lease expense in excess of the aggregate amount allowable of $3,000 reduced by the aggregate amount allowable for the advance round trip and expenses while occupying temporary quarters.


Example:


A. Temporary quarters expense                    $1,100                     ��                                                                            ��B. Advance Roundtrip                                  500                   ��                                                 ______                     ��                                                 $1,600 aggregate amount    ��                                                                            ��C. Allowable not subject to tax                  -$1,500                    ��                                                                            ��D. Amount subject to withholding                       100                  ��                                                                            ��E. Aggregate amount allowable                                               ��not subject to tax                                $3,000                    ��Reduced by C above                                  1,500                   ��                                                                            ��F. Remaining amount allowable                     $1,500                    ��not subject to tax                                                          ��Real Estate Expenses                              $3,200                    ��Reduced by F above                                  1,500                   ��                                                 ______                     ��G. Amount subject to withholding                  $1,700                    ��                                                                            ��Total Reimbursement subject to withholding:                                 ��                                                                            ��Advance round trip and temporary quarters        $   100                    ��                                                                            ��Real Estate Expenses                               1,700                    ��                                                                            ��Miscellaneous Expenses                                200                   ��                                                 _______                    ��Total amount subject to withholding               $2,000]                   ��                                                                            ����


(2) Federal income tax will be computed at a flat 20 percent rate. State income tax will be withheld as required by the State tax table for supplemental wages. Amounts withheld will be shown in the "Difference" block of the travel voucher. [All] withholdings will be deposited in 36X6875.


(3) [VA Form 45215, Report of Moving Expenses and Allowances Paid to Employee, will be distributed in accordance with MP6, part V, supplement No. 2.3. A control number, preceded by the fourdigit station number and the fiscal year will be assigned each VA Form 45215.


(4) Special care will be required at the close of a calendar year to insure that notification is forwarded to the DPC on a timely basis for inclusion on the employee's W2 for the calendar year.]


[(5)] Employees will be furnished an Internal Revenue Service Form 4782, Employee Moving Expense Information, covering payments made during the calendar year. Payments for transportation procured on U.S. Government Transportation Requests and for household goods shipped on Government Bill of Lading will be shown in the column, "Amount paid to a third party for benefit of employee." The duplicate copy of the form will be filed in the employee's payroll folder. 


  


