CHAPTER 4. FINANCIAL REPORTS AND STATEMENTS


SECTION A. GENERAL


4A.01	GENERAL STATEMENT


a.	Instructions outlined in this chapter govern the preparation, verification, and submission of a series of integrated financial reports and statements which comprise a comprehensive monthly financial reporting system pertaining to (1) the current status of all funds and accounts, as developed from accounting records maintained at stations; (2) cost of operations by activity and purpose; (3) transaction totals of collections and disbursements as indicated by station records and (4) adequate reconciliation between the records and reports of respective offices.


b.	It is vitally essential that the maximum degree of accuracy and uniformity be attained in the preparation of all financial reports and statements since such reports constitute basic data from which various summary and consolidated financial statements are developed for submission to (1) the secretary of Veterans Affairs and other administrative officials responsible for the direction and execution of the various programs of the Department of Veterans Affairs (2) Office of Management and Budget, and (3) Treasury Department.  All reports and statements will be verified after typing to assure that all line or columnar items and totals are correct.


c.	The various financial reports prescribed in this manual constitute the entire financial reporting system and will be developed from the accounting records comprising the general, operating, and allotment ledgers maintained at each station.  Unless specifically prescribed, through appropriate publications or instructions, no other financial report, tabulation, or statement will be submitted to VA Central Office by VA facilities.  Strict observance of the prescribed report release dates will be enforced since the highest degree of synchronization must be attained in the summarization of pertinent data in Central Office in order that consolidated financial statements may be submitted within inflexible time limits established by the regulatory fiscal agencies of the Government.


d.	Public Law 100-322 Subsection 204 provided for the establishment of "Non-Profit Research Corporations in the Department of Veterans Affairs." The law also provided the mechanism whereby funds not appropriated to the Department may be received and administer by a non-profit corporation at any VA Medical facility at which such a corporation had been established. (No such corporation may be established after September 30, 1991.)


e.	The report of independent auditors concerning the receipts and expenditures of funds by the corporation which is required to be included in the corporation's annual report to the Secretary under 38 U.S.C. Subsection 7366(b) (formerly 4166(b)), shall be prepared by certified public accountants. "The Executive Director of a nonprofit corporation shall be responsible for providing a copy of the independent auditors' report to the Fiscal Officer(s) at the VA Medical Center(s) which the corporation serves." However, Fiscal Officers at the VA Facilities should request that District Counsel review these reports to insure that they comply with Federal laws and regulations pertaining to conflict of interest in the performance of official duties.


4A.02	PREPARATION OF REPORTS


a.	Exceptional care will be exercised to insure that the headings of all reports and statements are completed.  In those instances where a report for a specific period consists of more than one sheet, all sheets will be assigned sheet numbers in numerical sequence, beginning with numeral "1."  The appropriate sheet numbers will be inserted in the space provided.  In the case of a report consisting of three sheets, the first sheet will be numbered "1 of 3," the second sheet, "2 of 3," etc.  Page 1 of each report form will be signed by the Fiscal Officer.


b.	Separate financial reports and statements hereinafter prescribed will be prepared and submitted to the department primarily concerned with report data in accordance with paragraph 4A.06 of this section.  Stations performing accounting functions for more than one station will prepare and submit separate reports for each installation.  Unless otherwise specifically provided, report data and related general ledger data for each appropriation will be submitted to the department funding the appropriation or segment thereof.


4A.03	FREQUENCY AND PERIOD COVERED


All financial reports will be prepared to show the status of the accounts as of the last day of each calendar month unless other wise directed.  Certain reports will contain data pertaining only to transactions processed during the calendar month.  In those instances where cumulative data are required, such data will include transactions recorded during the period from October 1 of the current fiscal year to the end of the month being reported.


4A.04	METHODS OF TRANSMISSION


a.	Unless otherwise specifically provided in the applicable instructions, the financial reports hereinafter prescribed should be mailed in separate envelopes which should contain no other forms, correspondence, or material.  Envelopes containing financial reports are exempt from regulations governing the use of "blanket" and "mixed" mail.


b.	Exceptional care must be exercised in indicating the complete correct address of the office to which the reports are being submitted.  The envelopes should show the appropriate report control symbol and the notation "EXPEDITE, DO NOT OPEN IN MAIL ROOM." Reports forwarded to Central Office will be addressed as follows:


	Cost Analysis and Administrative Financial Reports Division�	Veterans Administration Central Office�	810 Vermont Avenue, NW.�	Washington, DC 20420�


c.	Reports should be submitted as soon as possible after the close of the accounting period; however, they must be forwarded not later than the calendar day pertaining to the prescribed report release date.


4A.05	YEAREND FINANCIAL REPORTS AND STATEMENTS


a.	[An annual certification of accounting records, in the form of a letter, is required to be submitted no later than the 15the workday after end of the fiscal year to VA Central Office (047G3) jointly signed by the Fiscal Officer and the director of each VA facility.  A certification letter is also required for active cemeteries and other independent stations serviced by your facility.]


	Financial Integrity Division�	Veterans Administration Central Office�	810 Vermont Avenue, NW.�	Washington, DC 20420�


The text of paragraph 1 of the letter will read as follows: "In compliance with section 113 of the Accounting and Auditing Act of 1950 as amended (31 U.S.C.) 3512 cited as the 'Federal Managers' Financial Integrity Act of 1982', and section 1311(b) of the Supplemental Appropriation Act of 1955 as amended (31 U.S.C. 1108(c) and 1502, it is certified that the records for the accounting period (insert date) accurately reflect the condition of the accounting records for all appropriations and funds maintained for this facility as of the above date.  There is also reasonable assurance that (1) obligations and costs are in compliance with the applicable law; (2) funds are safeguarded against waste, loss, unauthorized use, or misappropriation; and (3) revenues and expenditures and properly recorded and accounted for to permit the preparation of accounts and reliable financial and statistical reports and to maintain accountability over the assets.  It is further certified that all obligations reported in the statements meet the criteria established by 31 U.S.C. 1501 and that no known unrecorded obligations exist as of the end of the accounting period covered by the reports."


b.	In preparation of the annual certification of accounting records, reference should be made to the following parts of MP-4, part V, chapter 1 for clarification on what the intent is of the annual certification: Specifically 1A.13b(1); 1A.13b(3)(j) and 1B.09.


c.	Additional paragraphs in the certification letter will deal with other areas of concern.  Paragraph 2 will be used to report on exceptions to the general statements made in paragraph 1. If, after year-end financial data has been compiled and submitted, it develops that an expenditure or obligation incurred as of September 30 had not been properly recorded, such transaction will be recorded and reported as an adjustment during the current month against the appropriation available at the time the obligation was actually incurred or the expenditure made.  When such adjustment transactions are necessary and they represent major amounts or have relative importance, appropriate explanation will be provided in this paragraph.  If there are no exceptions, the response should be "None."


d.	Certification of the accuracy of the September payroll accrual will be made in paragraph 3 for annual appropriations, General Operating Expense and Medical Care.  The text of the paragraph 3 will be: "Payroll accrual information for appropriation                         as of 9/30/          is provided in the worksheet in Enclosure 1. The payroll accrual and adjustments totaled $                 . We certify that this represents an accurate estimate of payroll charges." Details supporting the amount used in this paragraph will be presented in an Enclosure 1 and will show the amount of the accrual attributed to PAID interface transactions and the amount attributed to accrual adjustments.


e.	Certification of the unobligated balances for annual appropriations, General Operating Expense and Medical Care, will be made in paragraph 4. These balances should reflect any adjustments described in paragraph 2 (exceptions) of the letter.  The text of the paragraph 4 will be: "Ending fund balances for fiscal year 19    are provided as Enclosure 2. For appropriation 36-0151 these totaled $                  . For appropriation 36-0160 these totaled �$            . We certify that these balances accurately reflect the unobligated funds available at this facility as of �9/30/     ."  Details supporting the figures presented in this paragraph will be provided in an enclosure 2 and will show ending fund balances for each limitation and segment of appropriation.


4A.06	CHART OF FINANCIAL REPORTS AND STATEMENTS


Report release days prescribed in the following chart are the workdays, immediately following the close of the reporting period on which reports are to be forwarded to Central Office.


�
CHART OF FINANCIAL REPORTS AND STATEMENTS


Report	Paragraph	Release W/Day	Copy	Distribution


	Reference


Monthly





Supply Fund Report	4D.06	To reach destination	Original and	Office of Finance and Information Resources 


Part III				Management (FIRMA)


		no later than 9th	Duplicate	Consolidated Reports Analysis Division


		W/D after end of	Triplicate


		month


				Office of Acquisition and Material 


				Management (95)





SF 224	4B.06	Data transmitted by	Original Data	Treasury Department


		telecommunications


		no later than 5th


		W/D after end of


		month





			Copy	Austin DPC (362B1)





			Copy	Office of Finance and Information Resources


				Management (FIRMA) (047G2)


				Consolidated Reports Analysis Division





VA Forms 4-1350 or 4-	4B.02 or	7	Original1


1350a	4B.03





a.  All appropriations,				Officer of Finance and Information Resources


funds and other except				Management (FIRMA) (047G2)


36X0110 and 36X0111				Consolidated Reports Analysis Division





Cost and budgetary	4D.02	(As prescribed in MP-6, pt. V,


		PAID instructions)





Quarterly





Supply Fund Reports	4D.06	To reach destination	Original and


Parts I and II		no later than 10th	Duplicate


		W/D after end of


		month





			Triplicate	Office of Finance and Information Resources


				Management (FIRMA) (047G2) Consolidated


				Reports


				Analysis Division Office of Acquisition and


				Material Management (95)


Semiannual





VA Form 10-1173	4E.03	To reach destination	Original	Office of Finance and Information Resources


		no later than 15th		Management (FIRMA) (047G2)


		W/D after end of	Duplicate	Deputy Chief Medical Director /10A4A)


		month


�
SECTION B. GENERAL LEDGER REPORTS


4B.01	GENERAL


a.	All VA stations will prepare and submit the following reports as applicable.


Form	Report	Reports�Control Symbol


		


VA Form 4-1350	Trial Balance of General Accounts	04-0436


		


VA Form 4-1350a	Trial Balance of General Accounts (Tabulated)	04-0436


		


SF 224	Statement of Transactions	1172-TD-MO


		


VA Form 4-5309	Benefit Appropriation, Trial Balance of General


	Accounts Code Sheet	04-0436


		


VA Form 4-5310	Summary of Benefit Payment Expense Account 


	Code Sheet	04-0436


		





b.	The data necessary for the preparation of these reports will be developed from the individual accounts comprising the general ledger, and the various reconciliation files of collections, disbursements, canceled checks, voucher deductions, and adjustments.


4B.02	[TRIAL BALANCE OF GENERAL ACCOUNTS (VA FORM 4-1350)]


a.	At stations where an alphabetic tabulating machine is not available this form will be used to report balances in the accounts comprising the general ledger.  The form will be prepared as follows:


(1)	Separate reports will be prepared for each department or other organizational element concerned.  In addition, separate trial balances will be prepared by type; i.e., Regular Appropriations and Funds, Other Accounts, Supply Fund Direct Loan and Loan Guaranty.  An exception to the foregoing is that separate trial balances will be prepared for each insurance appropriation or fund at those stations where insurance disbursing activity exists.  Accounts will be listed in numerical sequence according to the basic four digits.  Accounts maintained by appropriation or fund will be listed in numerical sequence within appropriation or fund and totaled by appropriation or fund.  Deposit fund accounts and all accounts not maintained by appropriation or fund will be grouped, listed numerically by the account number, and one total shown for the entire group.


(2)	In columns titled "Account Nos.," the numerical symbol applicable to the specific general ledger account will be indicated.  Numerical symbols of the various accounts are outlined in the appendixes and no unauthorized deviations therefrom are permitted.  Accounts maintained by decimal suffixes .1 through .9 will be typed to show .01, .02, etc.


(3)	Accounts listed within appropriation or fund will be headed by the specific appropriation or fund symbol which will be indicated in the column titled "Appropriation, Fund, or Station Symbols." Also, the appropriation limitation and/or segment will be indicated in this column opposite the appropriate account when required.


(4)	Accounts not listed within appropriation or fund will show in the column titled "Appropriation, Fund, or Station Symbols" the various deposit fund, station, or other symbols opposite the amounts applicable thereto.


(5)	Occasionally, some of the accounts designated as "Debit Balance Accounts" may have credit balances.  In such instances they will be reported in the "Credit Balance" column.  Likewise, "Credit Balance Accounts" which have a debit balance will be reported in the "Debit Balance" column.


(6)	The balance in each account of the general ledger will be reported on a separate line on VA Form 4-1350.  General ledger balances applicable to interoffice accounts will be reported in total on the regular balances.  Supplemental interoffice account reports will be furnished in detail as outlined below.


(7)	Stations that perform accounting functions for more than one station or Central Office activity, and that maintain separate general ledger accounts 2227, 2228, 2229 and 6312 for each activity but maintain all other general ledger accounts on a consolidated basis, will list these accountability accounts on separate VA Forms 4-1350.  These procedures are applicable only to stations maintaining separate accountability accounts for each station and common accounts for all other types of general ledger accounts.  They are not applicable to stations preparing separate statements of transactions for each station or those performing accounting functions for stations during construction, activation, or deactivation periods. for which separate reports are prepared.


(8)	Except as specifically exempted, field stations will submit punched cards reflecting trial balance report data simultaneously with the typed report or a tabulated listing in accordance with the punch card reporting instructions.


b.	(1) Prior to release of trial balances, statements of reconciliation of applied cost with obligations will be prepared as prescribed by chapter 6, section H, for each appropriation reporting balances in expense and/or asset acquisition accounts.  Any discrepancies which cannot be adjusted for the period being reported will be explained on VA Form 41350 immediately below the listing of accounts and balances for the appropriation involved, and the adjustment made during the current month.


(2)	Statements of reconciliation of applied cost with obligations will be retained in station files for examination by Central Office and area audit and supervisory personnel.


c.	A separate VA Form 4-1350 (to supplement the original trial balances for appropriations 36X0102 and 36X0137) on which the title has been changed to read "Summary of Benefit Payment Expense Accounts" will be submitted as of the close of each month in an original and one copy, indicating on a cumulative basis net transactions for appropriations 36X0102 Compensation and Pension, VA and 36X0137 Readjustment Benefits, VA as follows:


(1)	Accounts and subaccounts will be listed in numerical order, for each appropriation, in the "Account Nos." column and the "Appropriation, Fund, or Station Symbols" column, respectively.


(2)	The appropriation symbol will be indicated in the "Appropriation, Fund or Station Symbols" column and will precede the listing of accounts and subaccounts and net transactions.


(3)	Cumulative net transactions for the fiscal year will be indicated in the "Credit" column.  These cumulative totals must be reconciled with general ledger control accounts prior to releasing the reports to Central Office.


d.	Undelivered orders, subsidiary to general ledger account 2228, as of September 30, each year will be shown as a footnote on the VA Form 4-1350 for each appropriation as follows:


Undelivered Orders	Amount


	


Federal	xx


	


Non-Federal	xx





e.	Additional instructions for preparation of Supply Fund trial balances are contained in paragraph 7G.01.


4B.03	[TRIAL BALANCE OF GENERAL ACCOUNTS (TABULATED) (VA FORM 4-1350a)]


a.	At stations where an alphabetic tabulating machine is available or where arrangements have been made with other VA stations for tabulated fiscal reports, VA Form 4-1350a, Trial Balance of General Accounts (Tabulated), should be used as an overlay on tabulated reports.  However, program headings with all the necessary information may be used in lieu of VA Form 4-1350a.


b.	In addition to the general instruction in paragraph 4B.02 which will be complied with where applicable, special machine instructions will be adhered to as follows:


(1)	Zero balance each amount column separately by adding amounts in detail cards and subtracting amount in total card.


(2)	Print totals of appropriations and of funds on all trial balances except "Other." Stations with insurance disbursing activity will list each insurance appropriation or fund on a separate page.  Print total of debits and total of credits on "Other" trial balance.


(3)	Do not print two-digit prefix or type of trial balance (cols. 9-10).


(4)	Where sublimitations .001 and .007 apply to limitation .016, punch 161 or 167, respectively, in columns 23-25 to identify the sublimitation.


4B.04	BENEFIT APPROPRIATION, VA FORM 4-5309, TRIAL BALANCE OF GENERAL ACCOUNTS CODE SHEET, AND VA FORM 4-5310, SUMMARY OF BENEFIT PAYMENT EXPENSE ACCOUNTS CODE SHEET


a.	Code sheets will be prepared at all field stations except those specifically exempted by departmental directives.  It is the responsibility of the Finance Officer to determine that the code sheet data and general ledger account data are in agreement prior to ARS transmittal to the VA [Finance Center], Austin, Texas.


b.	The original copies of VA Form 4-5309 and VA Form 4-5310 will be mailed to the Office of the Controller (047G2), Central Office.


(1)	The Finance Officers certification need only be completed on the first code sheet for each type.


(2)	Code sheets should be transmitted via ARS and mailed to Central Office on the same day.  The date of the code sheets should coincide with the day of input and the postmark.  VA regional office Manila will transmit by TWX to the VA Data Processing Center, Austin, Texas.


(3)	Code sheets should be single spaced only.


(4)	A carbon copy should be retained for station files.


c.	Requirements for code sheet preparation.


(1)	Description of the VA Form 4-5309, Trial Balance of General Accounts Code Sheet, figure 4-1.


(2)	Description of the VA Form 4-5310, Summary of Benefit Payment Expense Accounts Code Sheet, figure 4-2.


4B.04.1	TRANSMITTAL OF DVB CODE SHEETS AND REPORTS


a.	Code sheets for the Trial Balance and the Benefit Payment Expense Report will be transmitted via ARS by the close of business on the fourth workday.


b.	After submission of reports, subsequently discovered errors should be immediately telephoned to Central Office (047G2), [ ] for correction.  VA regional office Manila will TWX corrected data.


c.	The Fiscal activity will verify and certify the above reports and mail them to VA Central Office (047G2) to arrive not later than the seventh workday.


d.	In the event the regional office discovers an error on the listing received from the DPC, the following action will be taken:


�
(1)	Report Not Released to Central Office.  Correct the data using typewriter or ink prior to mailing to Central Office.


(2)	Report Released to Central Office.  Notify Central Office of the change and confirm with a following teletype.


4B.05	SUPPLEMENTAL TRIAL BALANCES


a.	Interoffice account detail, other than for insurance funds and appropriations and for Revolving Funds 36X4024 (Direct Loans) and 36X4025 (Loan Guaranty), will be reported by station number and amount on supplemental trial balances (VA Form 4-1350 or 4-1350a) as of February 28, June 30, and September 30 each fiscal year.


b.	Interoffice account detail for Revolving Funds 36X4024 and 36X4025 will be reported monthly via the GLS (General Ledger System).


c.	The Supplemental RCSC-30 reports will include detail by station number for general ledger accounts 1013 and 1014 which may be obtained by reviewing the file of VA Form 4-4564, Transfer of Disbursing Authority; and for general ledger accounts 6135 and 6145.


d.	Intermediate totals for each general ledger account and debit and credit columnar totals of all interoffice detail will be omitted from these reports.


e.	The supplemental reports will be released no later than the 12th workday of the applicable months.�



[CODE SHEET FORMAT-TRIAL BALANCE OF GENERAL ACCOUNTS


		


Fields	Columns	Description


		


1 and 2	1-3	DATE-current month (1-2) and current year (3)


		


3	4-7	STATION NUMBER, use four-digit station number only


		


4	8	Department Code, use 3 for Department of Veterans Benefits


		


5	9-10	TYPE OF TRIAL BALANCE


	34-Compensation and Pensions


	35-Readjustment Benefits


	42-VA Education Loan Fund


		45-VR Revolving Fund


		


6	11-16	ACCOUNT NUMBER AND DECIMAL write zeros in 


		column 15 for accounts with decimals suffixes .1 through .9


		


7	17	Blank


		


8	18-22	APPROPRIATION OR FUND SYMBOL use only the last 


		five digits of the appropriation or fund symbol, substituting a 


		zero for alphabetic characters "X" in column 18.


		


9	23-25	Blank


		


10	26-29	TRANSFER STATION NUMBER, will be prepared with the 		four-digit transfer station number for supplemental trial balance 


		submission only.


		


11	30	Blank


		


12	31	TRANSACTION CODES�		1-Debit Amount�		2-Credit Amount�		J-for Total Debits�		K-for Total Credits


		


13	32-44	AMOUNT


		


14	45-46	BLANK


		


15	47-50	BLANK


		


16	51	AT @ FOR regular trial balance NUMBER (#) for 


		supplemental trial balance


		


17	52	END OF DATA INDICATOR ($)


		


SPECIAL NOTE:		For purposes of identifying the October 1, opening general ledger trial balance from the regular October 31, monthly trial balance, code sheets will be prepared as follows:�.


(a) 	October 1, Opening Trial Balance write the dash (-) in 


(b) 	column 2.�(b) October 31, Regular Monthly Trial Balance write the ampersand (&) in column 2


		


		





Figure 4-1


�
CODE SHEET FORMAT-SUMMARY OF BENEFIT PAYMENT EXPENSE ACCOUNTS		


		


Fields	Columns	Description


		


1 and 2	1-3	DATE-Month (1-2); Year (3).


		


3	4-7	STATION NUMBER


		


4	8	CODE "1" to designate type of report


		


5	9-12	ACCOUNT NUMBER


		


6	13-16	SUBACCOUNT


		


7	17	Write "X" in column 17 of the code 


		sheet representing credit account 


		balances.


		


8	18-28	Amount


		


9	29-50	Blank


		


10	51	Code column with a comma only.


		


11	52	Code column with a dollar sign $.


		





Figure 4-2.  Code Sheet Format-Summary of Benefit Payment Expense Accounts


4B.06	SF 224, STATEMENT OF TRANSACTIONS (RCS 1RCN 1172-TD-MO)


a.	VA stations will transmit the SF 224 data by telecommunications to the Department of the Treasury.


b.	Except for Insurance Funds at the Philadelphia and St. Paul VA centers and the Manila VA regional office, Direct Loan and Loan Guaranty Revolving Funds at the Austin DPC and the CP&E System at the Hines DPC, the agent cashier at VA stations will prepare an SF 215, Deposit Ticket, as of the close of business the last workday of each month for all collections on hand.  The SF 215 will be dated the last workday of the month.  A copy will be furnished the Accounting activity by noon of the next workday.  Entries will be made in the normal manner.


c.	The information to be included in the SF 224 will be based upon:


(1)	Disbursements and receipts, appropriately classified, on the basis of vouchers actually paid; related voucher deductions and expenditure transfers and adjustments recorded in station accounts from OPAC bills, SF's 1081 and OF's 1017G; and actual collections received in the month for deposit on SF's 215, net of SF's 5515 or GFO 5504.


(2)	A corresponding net total representing payment transactions accomplished by the Treasury regional disbursing offices less actual collections received by VA station in the month.


(3)	A corresponding net total representing the balance of undeposited collections as of the close of the month.


(4)	A corresponding net total representing deposit tickets and debit vouchers presented or mailed to the bank during the month.


d.	The data will be transmitted by accessing the system with the password and new account number obtained from BGFO after completing their signature card (fig. 4-3).  Only essential personnel will use the account number and password.  The SF 224 data will be prepared manually so that it may be transmitted by each ALC (agency location code) as promptly as possible but not later than the fifth workday after the close of the report month to the Department of the Treasury.  After the SF 224 has been entered into the system, a copy of the computerized document will he printed at the agency site.  One copy of the report will be sent to the Austin DPC (362B1), and one copy to Central Office (047B1), and a copy will be retained at the station.  The report will be signed by the Fiscal or Assistant Fiscal Officer.


e.	The SF 224 will be prepared as follows:


(1)	The heading will show the following:


(a)	Agency account number as assigned by BGFO


(b)	Accounting Period Ended--Self-Explanatory


�
�import graphics\\P4543.TIF \* mergeformat#0"#0"#0"#0"#100%#100�


Figure 4-3.  Signature Card for SF 224 Submission


�
(2)	Stations will classify in Section I, Classification of Disbursements and Collections by Appropriation, Fund and Receipt Account, gross disbursements on the basis of documents that have been paid by Treasury regional disbursing offices; related credits for voucher deductions and expenditure transfers and adjustments recorded in station accounts from OPAC bills, SF's 1081 and OF's 1017G; and actual collections received in the month for deposit on SF's 215, net of SF's 5515.


(a)	Column (1)-Show the appropriation, fund, or receipt account symbol.


1.	Only the expenditure account symbol will be shown when reporting disbursements of available receipt accounts. The expenditure account symbol followed by the applicable suffix and the letters "A/R" will be shown when reporting receipts for available receipt accounts.


2.	The appropriation and fund account symbols will be listed in numerical sequence according to the basic four digits of the account symbol following the digit(s) representing the fiscal year(s), the symbol "X" for no year, or "F" for clearing accounts. The unavailable receipt account symbols will be listed after the appropriation and fund symbols in numerical sequence of the four digits following the departmental or agency prefix.  The prefix (22) other disbursements and repayments will be shown for funds 36X4024, 36X4025 and 36X8132.  This prefix (22) will be reported in columns 2 and 3 covering all cash transactions (collections or disbursements) for these three programs.


(b)	Columns (2) and (3)-Transactions will be reported as follows:


Transactions for:	Column 2	Column 3


		


Trust funds	All "A/R" transactions	All other transactions


		


All other Appropriations		All transactions


		


Revolving funds (4000 through 4499	Deposits less debit vouchers plus or	Disbursements, less canceled checks,


 and 8400 through 8499), and 	minus adjustments to previous	plus withdrawals (SF's 1081) plus or


36F3875, 36F3878 and 36F3880.	deposits plus other credits by 	minus adjustments to previous 


	voucher deductions and SF's 1081	disbursements (SF 1081)


		


Deposit funds (except 36X6050)		All transactions


		


Deposit funds 36X6050	Gross deposits	Gross disbursements


		


Treasury Accounts 20X1807 and 		Receipts credited as Minus


20X6133		Expenditures (CR)


		


Receipt accounts	All transactions	


		





(d)	Line 4 will reflect the net total of lines 1 plus 2 minus 3.


f.	The net total of section II must agree with the net total of section I. In those rare cases where the net totals of section I and section II may not agree, Treasury, in processing the report centrally, will accept the net total of section I and increase or decrease line 1 of section II.  The VA station involved will be advised, requested to adjust its records and, if appropriate, include in a current report the proper adjustment such as reversing the adjustment made by Treasury in section II, line 1 and adjusting section I or other line items of section II as appropriate.  Stations must not submit amended or revised reports to effect the above corrections or to correct any other type of discrepancy.


g.	Section II, line 1 requires a separation of disbursing office transactions according to accomplished month.  This data is compared by BGFO with control totals for each ALC reported by Treasury disbursing centers based on accounts maintained at the ALC level.  This comparison will be made as of the close of each month following the payment month.  Differences disclosed in this comparison will be furnished each ALC on TFS Form 6652, Statement of Differences Disbursing Office Transactions, for the purpose of resolving the difference in cooperation with the appropriate Treasury disbursing center(s).  A list of accomplished expenditure transfer and adjustment documents processed under Treasury disbursing office symbol 999, Washington, DC will accompany each TFS Form 6652 to assist in localizing the difference.  If the difference cannot be identified by using local records, the listing furnished with the TFS Form 6652, and the accomplished documents received from the treasury disbursing center(s), the ALC will request that the appropriate treasury disbursing center(s) furnish a list of the documents to support its control total.  The request for a detailed listing of documents processed by a Treasury center will be in the form of a letter or memorandum and will contain the following information: (1) the accomplished payment month involved; (2) the amount reported for the Treasury disbursing center as shown on the TFS Form 6652; (3) the amount included on the SF 224 for which accomplished copies of documents were received from the particular Treasury disbursing center; and (4) the amount of the difference as it relates to the particular Treasury disbursing center.  Adjustments to correct any discrepancies will be included on the next SF 224, appropriately classified in section I and identified as to payment month in section II.


h.	Section III, lines requires a separation of deposit transactions according to month presented or mailed to bank. This data is compared by BGFO with control totals for each ALC developed from the deposit data captured daily through the banking system from the original copies of the SF 215 and SF 5515.  This comparison will be made as of the close of each month following the month presented or mailed to bank.  Difference disclosed in this comparison will be furnished each ALC on TFS Form 6652, Statement of Differences—Deposit Transactions, along with a detailed Monthly Deposit, Ticket/Debit Voucher Support List, (a list of items which supports the monthly total on the TFS Form 6652), by the 16th workday of the next accounting month.


i.	If a deposit difference is reported on the monthly TFS Form 6652, Statement of Differences—Deposit Transactions, action should be taken to clear that difference by either (1) reporting adjusting entries on the current month SF 224 or (2) providing BGFO a signed confirmed copy of the missing SF 215 or SF 5515 document to verify nonreporting to BGFO by the bank.  If no action is taken to clear a deposit difference within 6 months after the difference is reported on the TFS Form 6652, BGFO will automatically chargeback the unreconciled deposit difference to a newly assigned budget clearing account 36F3878, DIT Differences-Suspense.  BGFO will use TFS Form 5901, Adjustment of Agency Deposits/Debit Vouchers, which contains supporting detail for the chargeback, to transfer the unreconciled differences.  BGFO will monitor the 36F3878 account to insure that the difference is cleared from 36F3878 by preparing an internal Journal Voucher (OF 1017-G) to charge or credit the 36F3878 account and offset the proper appropriation, fund or receipt account.


j.	All expenditure transfer and adjustment documents such as SF's 1081 GSA Form 789, and other similar forms received in Treasury regional disbursing offices through September 30 will be processed as September payments.  All such documents received after September 30 will be treated as "paid" transactions of the next fiscal year.  OPAC transactions entered on or before September 24 and OPAC charge backs entered on or before September 28 will be processed as September transactions.


k.	Prior months transactions not previously reported will be reported in subsequent month.


4B.07	POST CLOSING TRIAL BALANCES-GENERAL LEDGER ACCOUNTS


Additional trial balances will be prepared as of October 1 each year to report post closing balances remaining in the general ledger after closing entries prescribed in the account descriptions have been entered in the accounts.  The trial balances will be accompanied by explanations referred to in paragraph 2K.02c, when applicable.  These reports will be forwarded to Central Office on or before the 20th workday in October.


4B.08	ANALYSIS OF REIMBURSABLE EARNINGS AND COLLECTIONS


a.	An analysis of the source of reimbursable earnings and the amounts realized through collections will be reported monthly on VA Form 4-5687 by general ledger account.  Reports Control Symbol 047-7 has been assigned to this report.


b.	One report will be prepared for the Medical Care (unexpired) appropriation.  A separate report for the Medical and Prosthetic Research appropriation will also be submitted but will be limited to the following categories printed on the form:


(1)	Health Manpower Training Program-Code No. 17


(2)	Regional Medical Programs-Code No. 18


(3)	General Post Fund Research Projects-Code No. 20


(4)	Federal Interagency Agreements for Medical Research-Code No. 21


(5)	All Other-Code No. 22


(6)	Totals-Code No. 99


c.	Reimbursements to the research appropriation (line 20) are required for personal service cost of research employees assigned to and engaged in General Post Fund Projects for research purposes.


d.	Formalized agreements are made with other Federal agencies for medical research which is funded by the research appropriation subject to reimbursement by other Federal agencies.  The amount of earnings and collections for these reimbursements will be reported on line 21.


e.	Amounts reported will be on a cumulative fiscal year basis.  The totals will agree by appropriation with general ledger accounts 1022.3011 and 3012 as shown on the Trial Balance, RCS C-30.


f.	The criteria defined in 38 CFR Part 17 (Medical) will be used in determining whether the reimbursement falls in the impatient or outpatient category.


g.	Stations will not submit punched cards.  The following data will be shown on the first line only ("Medical & Dental Services - Inpatient:" line):


(1)	Sta. No.-Show three-digit station number.


(2)	Date Mo./Yr.-Show two digits for month and one digit for calendar year to indicate report period ending, e.g., 071 will represent July 1981, and 122 will represent December 1982.


(3)	Region No.-Self-explanatory.


(4)	Approp. Symbol-Show the last five digits of the applicable Medical Care appropriation, e.g., 20160 will represent fiscal year 1982.  For the Medical and Prosthetic Research appropriation, always show X0161.


�
h.	Distribution and Forwarding Date.  The report will be prepared in an original and one copy on VA Form 4-5687 for each appropriation.  The original of each appropriation's report will be sent in the same envelope to the Office of Budget and Finance] (047B1).  The copy will be retained by the station.  The report must be mailed no later than the 8th workday after the close of the reporting period.


�
SECTION D. COST ANALYSES, STATEMENTS, AND REPORTS


4D.01	GENERAL


a.	The accounting system follows organizational structures within each department and is sufficiently flexible to provide for expansion and adaptation to the varying needs of local management.  The system is designed to facilitate reporting of actual performance in terms of cost, manpower and workloads for each organizational and operating responsibility.  Accountants are responsible for developing adequate performance reports including a comparison of actual results with planned objectives (Fiscal Plan); various analyses, and cost studies, as required, to meet managerial requirements.


b.	Cost accounting as an aid to management reaches its maximum potential at the operating level.  It is recognized, however, that the requirements of management vary between activities.  In view of these facts, the format of cost analyses for local purposes is not prescribed.


4D.02	COST ACCOUNTING AND BUDGETARY REPORTS


a.	Consistent with agency objectives, an effective cost and budgetary reporting system will be established from the first line of supervision through successive levels to the Central Office.  Departmental heads should be provided such information as is necessary to keep the department on its course; at the operating level, the station head should know how his functions or supervisors are operating in accordance with planned objectives; and each first-line supervisor should know how the employees under him perform according to acceptable guidelines or standards.


b.	A report on budget execution will clearly show a forward plan, through a specified period; and where the actual situation stands in relation to that plan.  The report will be in terms of costs, manpower and work accomplishments.  Detailed accounts must be summarized at the various levels consistent with budgetary requirements (fund control and responsibility levels).  Actual results must be compared to plans or limitations set by higher echelons.


c.	Unit cost criteria, such as, cost per patient day; cost per active premium account; cost per standard man-hour; cost per running award or caseload, etc., will be developed by the responsible department in collaboration with the [Director, Office of Budget and Finance (Controller)] . The frequency with which such information is reported will be premised on the frequency of appraisal and evaluation in Central Office.


d.	Cost accounting data will be reported on a fiscal year-to-date basis.  Report formats, distribution, dates of submission, and instructions will be prescribed by departments, with the concurrence of the [Director, Office of Budget and Finance (Controller)].  The design and content of reports will be such that they will serve as a useful management tool at all levels of financial responsibility, and will contain all the information necessary for agency management use.


e.	Payroll analysis account data for Transfer Appropriations Accounts, Revolving Funds, Trust Funds, etc., will be reported monthly on a fiscal year-to-date basis.


f.	Station accountants will ascertain prior to release of cost accounting and budgetary reports that subsidiary operating data agrees with related general ledger control accounts as reflected on VA Form 4-1350, Trial Balance of General Accounts (RCS C-30), for the reporting period.


4D.03	SUPPLY FUND OPERATING STATEMENTS


a.	At supply depots, cumulative operating data for depot operations, Service and Reclamation and Books and Periodicals Divisions will be reported as an addendum to the trial balance Supply Fund accounts (VA Form 4-1350 or 4-1350a) (RCS C-30) as follows:


(1)	Monthly-each account by cost center.  Applicable payroll analysis accounts and personal services total cost will follow the report of operating data.


(2)	Quarterly-each account by cost center and subaccount, indicating subtotals at the major cost center level.  Applicable payroll analysis accounts and personal services total cost will follow the report of operating data.


4D.04	(Deleted by change 145.)


4D.05	(Deleted by change 145.)


4D.06	SUPPLY FUND REPORT


a.	A cost accounting and budgetary report for the Supply Fund (36X4537) will be prepared on plain bond paper at supply depots for cost centers 901 through 912, and at the Marketing Center for cost center 971.  Machine listings are acceptable provided that columnar headings and amounts are shown horizontally for each cost center or account.  All data will be cumulative and reported on a fiscal year-to-date basis.  The report will consist of three parts.  Part I will show total of the net charges and FTEE (full-time equivalent employment) by cost center.  Part II will show total jurisdictional cost, reimbursable earnings, net charges, and FTEE by subaccounts.  Part III will consist of a summary of applied cost by personal service and all other costs, reimbursable earnings, and net charges; applied (Gross Jurisdiction) payroll cost by payroll analysis account; a summary of reimbursable earnings by personal service and all other costs, and FTEE for each line showing payroll or personal service cost.


b.	The original and one copy of the report, identified by RCS 047-32, will be forwarded to the [Director, Office of Budget and Finance (Controller)] (047B1), address a copy as follows: [Director, Office of Procurement and Supply] (95).  Parts I and II will be prepared quarterly for periods ending December 31, March 31, June 30, and September 30, and released to reach the destinations no later than the 10th workday after the end of the quarter.  Part III will be prepared monthly and released to reach the destinations no later than the ninth workday after the end of the month.


�
SECTION E. REPORT OF OPERATION OF PERSONNEL QUARTERS


4E.01	POLICY AND SCOPE


a.	Effective control over the cost of, and income from, operation of personnel quarters, consistent with general VA policy, requires annual cost for operation and maintenance of personnel quarters to be offset by annual rental receipts at each station. There will be no change in accounting and appropriation charges for expense of personnel quarters operations or the disposition of rental receipts and other collection related to these operations. However, the methods and reporting procedures described herein provide for proration and amortization of expense; therefore, total annual expense should not exceed total annual income for personnel quarters at each station. All expense attributable to the operation and maintenance of quarters will be specifically identified and recorded. Similarly, all income resulting from operation of quarters will be accumulated and recorded.


b.	Quarters are those buildings or portions of buildings used for housekeeping and/or non housekeeping purposes and include garages or garage space for the storage of privately owned automobiles.


c.	Appropriation reimbursements and General Fund earnings identified with quarters operations are considered as income, as well as rent by salary deduction, lease, and on an occasional basis.


d.	Cost of operation and maintenance of personnel quarters will be accumulated and reported as required by current accounting instructions.


e.	Asset acquisitions are included as expense for determining the net income or expense resulting from operation of personnel quarters.


f.	Major maintenance, improvement, and asset acquisition expense will be amortized so that annual expense will not be disproportionate to annual income.


4E.02	IDENTIFICATION AND DISTRIBUTION OF COST


a.	Direct costs will be identified, applicable subaccounts assigned and the amounts charged to account 621-Operation of Housekeeping Quarters or account 622-Operation of Nonhousekeeping Quarters as appropriate.


b.	Other costs will be obtained from the Cost Adjustment Journal and the supporting cost transfer vouchers, VA Form 4-4573, described in paragraph 6G.02 of this manual, and reported for housekeeping and non housekeeping quarters as applicable. [ ] Building Management Division costs to be reported include window washing, pest control, etc.; [grounds management at applicable stations and sanitation operations;] cleaning linen, and laundry services as applicable (cost centers [ ] 562, 563, [564, 566, 570 and 571]).  Engineering Operations costs to be reported include all utilities provided such as water, electricity, steam, gas, sewerage, etc. (cost center 502); proportionate costs of plant operations (cost center 510 series); proportionate costs of guard and firelighting services (cost [centers 407 and] 532), and any costs for service provided by employees assigned to service units (cost center 533).  Engineering maintenance and repair costs (cost centers 541-2, 543-4, and 554) including recurring and nonrecurring costs, for buildings, building service equipment and systems, and operating equipment applicable to quarters should be readily identifiable.  Maintenance and repair costs (cost center 547-8), include all costs attributable to operation of quarters applicable to maintenance of lawns, shrubbery, roads, walks, fences, gates, lampposts, fire hydrants, etc.


c.	Nonrecurring maintenance and repair costs, which are major expenditures as compared with annual recurring costs of this nature, will be amortized so that a pro rata share of these costs will be included as an expense for report purposes only.  No changes will be made in appropriation charges, cost accounting, and cost and budgetary reports because of the method stated above for reporting on the statement of income and expense, VA Form 10-1173.  These nonrecurring costs will be amortized when the actual annual cost of each project amounts to $1,000 or more and with be prorated each year, beginning with the year in which the cost is incurred, for a


�
period not in excess of 10 years.  Structural changes, modifications or improvements can be amortized when the actual cost of each project amounts to $1,000 or more and will be prorated each year, beginning with the year in which the cost is incurred, for a period not in excess of 20 years.  If a change, modification or improvement is made that replaces one not completely amortized, the unamortized amount must be considered as an expense of the current period.  Records will be maintained to completely identify the cost being amortized and the amount applicable each year; and controls will be established to identify the proportionate quarterly amount to be reported on a cumulative basis to the end of the fiscal year.


d.	Cost of assets acquired will be considered as expense of operation of personnel quarters for reporting purposes only.  Acquisition cost of additional and replacement operation equipment amounting to $100 or more for each item will be prorated annually based on the estimated useful life obtained from acceptable tables. (See MP-2, subch. E, sec. 108-25.401-51.) Records will be maintained for each item subject to proration to show acquisition cost, useful life, rate of annual charge, and annual expense to be reported until expiration of useful life.  Controls will be established to identify the proportionate quarterly amount to be reported on a cumulative basis to the end of the fiscal year.  Cost of building service equipment and improvement projects will be amortized when the actual cost of each item of equipment or each project amounts to $1,000 or more, and will be prorated each year, beginning with the year in which the cost is incurred, for a period not in excess of 10 years.  Records will be maintained to completely identify the cost being amortized, the amount applicable each year, and controls will be established to identify the proportionate amount to be reported on a cumulative basis to the end of the fiscal year.


e.	Income and expense reported on VA Form 10-1173, Report of Operation of Personnel Quarters, described in paragraph 4E.03 below will be supported by a record of income and expense for each housekeeping quarters unit.  A separate distribution ledger or other suitable columnar record will be maintained showing the building number, quarters number, and other descriptive information sufficient to identify the housekeeping quarters located in the building.  Total income and expense, including the amortized cost of nonrecurring maintenance and repair and improvements applicable to the period covered by the report, will be recorded as well as the net income or expense.  Costs exclusively attributable to a single housekeeping quarters unit will be recorded in total footage of each unit to the total area of the housekeeping quarters affected.  The square footage factor will be shown on documents used to record the costs.  The sum of the amounts shown as net income or expense on the separate housekeeping quarters records will agree with the net income and expense reported for column (A) on VA Form 10-1173.  The separate records will be retained in station files.


4E.03	SEMIANNUAL REPORT


a.	Instructions for Preparation of Report.  The VA Form 10-1173, Report of Operation of Personnel Quarters, will be completed as follows:


(1)	Income and expense will be reported on a cumulative basis for each fiscal year.


(2)	Prorated or amortized expense will include only the amount applicable each fiscal year and will not be accumulated on the report from year to year.


(3)	Maintenance and repair cost of buildings, building service equipment and systems, and of other facilities to be reported each period will include all of the recurring cost, all of the nonrecurring cost for each project costing less than $1,000, and the proportionate current year amortized cost applicable to projects costing $1000 or more. (See par. 4E.02c.)


(4)	Asset acquisition cost of operating equipment to be reported each period will include total cost of items costing less than $100, and the proportionate current year amortized cost of items costing $100 or more. (See par. 4E.02d.)


(5)	Asset acquisition cost of building service equipment and improvements to be reported each period will include total cost of items or projects under $1,000, and the proportionate current year amortized cost of items or projects costing $1,000 or more. (See par. 4E.02d.)


b.	Frequency and Report Period.  The report will be prepared semiannually for the periods ending September 30 and March 31.


c.	Distribution and Forwarding Date.  The report will be prepared on VA Form 10-1173, in triplicate.  Using the appropriate medical district number, address the original to Office of the Controller (047B1), and address a copy to [ ]  Deputy Chief Medical Director [10A/10A4A4].  The report will be forwarded to reach Central Office not later than the 15th workday following the close of the reporting period.  The other copy of the report will be retained by the reporting station.


d.	Reports Control Symbol.  Reports Control Symbol 10-233 has been assigned to this report.


�
SECTION F. OTHER STATEMENTS


4F.01	MANAGEMENT REPORT'S AND ANALYSES-DEPARTMENT OF MEDICINE AND SURGERY


Upon change in station management, it is deemed necessary to furnish a series of reports and analyses to the incoming Director.  The following reports, compiled as of the end of the last reporting period, will be submitted immediately upon the arrival of the new Director:


a.	Analysis showing comparison between current performance and approved fiscal plan, by operating divisions, with an explanation relative to the problem areas.


b.	Report of status of funds by appropriations for the current quarter and year-to-date giving consideration to outstanding commitments.


c.	Report showing projection of costs through the remainder of the fiscal year which will be used for comparison with the approved fiscal plan.


d.	Report of status of funds for trust and revolving funds for year-to-date.


e.	An analysis showing comparison between the hospital or domiciliary and a representative group of other hospitals or domiciliary using the per diem rate as a basis.


f.	An analysis showing comparison between the per diem cost for the current month and that for the fiscal year-to-date.


[ ]





1Trial balances for 36X4537, Supply Fund will be submitted in an original and one copy to the Office Finance and


Resources Management (047G2).
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