CHAPTER 15. PAID ACCOUNTING OPERATIONS

SECTION A. GENERAL LEDGER ACCOUNTING

15A.01	INTRODUCTION

a.	This section provides procedures for the maintenance of general ledger accounts under the PAID system.  The system provides for maintaining a "split" general ledger, wherein individual stations maintain certain segments of the general ledger, while other segments are maintained on a centralized basis [ ] at the [VAFC (VA Finance Center)], Austin, TX.

b.	The division of the operating ledger between accounts maintained at the [VAFC] and individual stations requires a revision of the related general ledger control accounts.  This, together with the maintenance of all appropriation accountability accounts at individual stations, requires maintenance of reciprocal interoffice accounts.  These accounts will provide accounting control over the segments of the general ledger and assure the validity of consolidated reports.  In addition, the general ledger accounts directly related to payroll processing will be maintained at the [VAFC].

c.	The integrated PAID system provides for the automatic generation of most general ledger transactions through processing related payroll [ ] transactions.  Therefore, with the exception of transfers of disbursing authority and certain adjustments not affecting payroll processing, facility input to the [VAFC] general ledger will not be required.  Instructions for the preparation of these inputs are contained in paragraphs 15A.03, 15A.04 and 15A.05 below.

15A.02	RESPONSIBILITIES

The facility official responsible for the fiscal function, through the chief of the Accounting activity, is responsible for the maintenance and reporting of the prescribed general ledger accounts and the preparation and verification of inputs prescribed in the following paragraphs.

15A.03	TRANSFER OF DISBURSING AUTHORITY

a.	On the first workday of each fiscal quarter field facilities will transfer disbursing authority to the [VAFC] in an amount sufficient to cover the anticipated personal service costs, including accruals and terminal leave payments, during the quarter for each applicable appropriation or fund. [ ] Transfers will be made even though facilities may not have received their allotment of funds.  VA Form 4-4564a will be used [only for CASCA appropriations (36X0110 and 36X0111) and will be prepared in accordance with subparagraph c below.  All transfers for CALM appropriations will be input to the PAID system automatically based on CALM T/C S/C 923.03s and 923.13s input by field facilities.]

b.	To avoid additional transfers during a quarter, each transfer should be adequate to assure sufficient disbursing authority for the costs to be incurred during the period.  Because the control of station funds is based on unobligated allowance rather than unexpended disbursing authority and because of the normal time lag between obligation and disbursement, there should be no major problems in providing adequate disbursing authority at the [VAFC] at all times.  Fiscal year-end adjustments of disbursing authority balances for annual appropriated funds will be accomplished through the normal closing entry processing.  For multiyear [and no-year appropriations stations must submit year-end adjustments of disbursing authority as indicated in paragraph a above.

c.	The VA Form 4-4564a (See fig. 15A.1), which will be prepared for CASCA appropriations only, will be prepared in duplicate as follows:]

(1)	Item 1, Transferring Station No. Enter the three-digit station number.

(2)	Item 3, From.  Enter the facility address.

(3)	Item 4, Record During.  Enter the month in which it will be recorded in the station's accounts.

(4)	Item 5, Date Issued.  Enter the date the transfer was authorized.

(5)	Item 6, Appropriation and/or Fund. [Appropriations 36X0110 and 36X0111 are preprinted in the "ADVANCES" section.  If withdrawal enter X0110 and/or X0111 as applicable.

(6)	Item 7A, 7B, Account Numbers.  If withdrawal enter debit to 1016 and credit to 1002.]

(7)	Item 9, Amount.  Enter the amount of disbursing authority being transferred or withdrawn for each applicable [CASCA] appropriation [ ] in the prescribed block.  All amounts will be preceded with zeros, as necessary, to fill the ten spaces.

(8)	Item 10, Reference.  Enter the consecutive control number which will begin with 0001 each fiscal year.

(9)	Item 11, Remarks.  Enter any additional pertinent information.  Also have the authorizing official sign on the prescribed line.

d.	After preparation and signature, the original VA Form 4-4564a will be forwarded to the [PAID] Control Point [ ] for transmittal to the [VAFC (104/0475B2)] as hard copy, no keypunching will be done at the field station.

15A.04	ADJUSTMENT INPUTS

In the event it becomes necessary to effect adjustments in the [VAFC] and station accounts, the field station will make the necessary adjusting entries to its accounts by means of OF 1017g, Journal Voucher.  A signed copy of which will be forwarded to the VAFC (104/0475B2) for appropriate action.

15A.05	OPERATING PROCEDURES

a.	Appendix I provides account descriptions, pro forma entries and illustrations to be used under the PAID system.  It also illustrates the interrelationships between field facility and the [VAFC] general ledger accounts.  These general ledger accounts will be reported on the "Regular" trial balance reports.  Interoffice accounts will not be reported on supplemental trial balances.

b.	The processing of each payroll by the computer will automatically effect recordings for all applicable entries into the [VAFC] accounts.  Each facility will receive, from the [VAFC], a payroll summary listing for each payroll processed, as cited below:

Payroll Summary Listing

NET CHARGES TO APPROPRIATIONS FOR STATION 641

	36_0151(a)	7,253.83

	36_0160.[26](b)	2,508.36

	36_0160	833,250.42

	36_/_0161	40,481.89

	36X0111	5,939.59

	36X4014	10,411.63

NET OUT-OF-SYSTEM ADJUSTMENTS

	36_0160	10.32

	36_/_0161	507.43

(1)	For appropriations 36_0151 the symbol will be followed by 1,2,3,4, [or] 5[ ] to indicate segment of appropriation. I-CO Staff, 2-[IR], 3-DVB, [4-Gen. Counsel and 5-NCS].

(2)	This is not a true limitation of appropriation but represents a control for obligation analysis purposes.

c.	The VAFC processes all "out-of-system" payments.  These transactions are not included as a part of the computer payroll processing for that specific pay period.  Entries are made only to the [VAFC] accounts as a debit to account 4275 and a credit to account 1012 at the time for the total of the checks issued.  The applicable amounts are not included in the payroll summary listing for that pay period.  When the next payroll is processed by the computer the applicable entries for the previous "out-of-system" payments will be included in the processing and will be automatically recorded in the [VAFC] accounts.  The applicable amounts will be reflected in the payroll summary listing for that pay period.  With the exception of the net amount of the payments, the amounts will be included as a part of the amounts shown as "Net Charges" to the appropriation.  The net amount of the payments will be included as a part of the "Net Out-of-Systems Adjustments".  Accordingly, when determining the applicable amount to be recorded for each appropriation and allotment restriction, the amount of "Net Out-of-Systems Adjustment" applicable to each appropriation and allotment restriction will be considered.

d.	Salary checks (exclusive of checks issued to employees who are not paid through the PAID system), the proceeds of which are not due, will be canceled only by the [VAFC].  These, and cash collections for employees on the rolls are processed similar to out-of-system payments as described in subparagraph c above, except the initial entry recorded in the [VAFC] accounts will be a debit to account 1012 and a credit to account 4275.  When the next payroll is processed the canceled checks and cash collections will be included and the applicable amounts will be automatically included in the entries to the [VAFC] accounts.  With exception of the actual amount of the checks canceled and cash collected the other amounts will be included in the amounts of the net "charges" to the applicable appropriations.  In such cases the amount of the net "adjustment" may reflect as a credit amount.

e.	Salary checks which are undeliverable and the proceeds which are due will be scheduled by field facilities for Department symbol 36000200 on SF 1098, Schedule of Canceled Checks or Undelivered Checks, and recorded as illustrated in appendix 1.

f.	Cash salary payments made in accordance with supplement No. 2.3 of MP-6, Part V, will be replenished only after receipt of reimbursement from the [VAFC].  However, to expedite replenishing the agent cashier the [VAFC] reimbursement will be recorded from the "Prior Station Payment" column of the gross to net listing.  At that time entries will be made in station accounts as illustrated in Appendix I. Upon receipt of the computer generated VA Form 4-4564 the amount previously posted will be verified.  Since replenishment will not be made until reimbursement is received from the [VAFC], account 4275 at facilities other than the (VAFC will never reflect a balance at the end of an accounting period.  Cash salary payments unreplenished at the end of the month will be included in the accrual adjustments as illustrated in appendix I.

g.	The manner of processing salary overpayments and collections will depend on whether the overpayment pertains to a current or prior taxable year, whether the employee has been separated from the rolls and whether the refund pertains to a prior fiscal year appropriation.

(1)	Processing of deductions from the payroll to apply against salary overpayments pertaining to the current taxable year will be processed by the [VAFC] as a result of transactions prepared by the Payroll activity at the field facilities.  The results of these deductions wail appear on the payroll summary listings and entries will be made to both the [VAFC] and facility accounts as provided in Appendix I. Deductions from the payroll pertaining to prior taxable year salary overpayments will be transferred to the facility through the "Budget Clearing Accounts" 36F3875, (Suspense) VA, for credit to the applicable appropriation or fund.

(2)	Cash collections for salary overpayments from separated employees will be deposited at the field facilities [against the receivable established from the OF 1114, Bill for Collection.  VAFC accounts will be updated when the receivable is established for current fiscal year appropriations, there will be no entries to the VAFC accounts for prior year appropriations as illustrated in appendix I.]

(3)	Cash collections for salary over payments relating to the current taxable year received from employees currently on the rolls will be deposited at the field facility to 36F3875, "Budget Clearing Account" (Suspense) VA.  These collections will be transferred to the [VAFC] PAID Unit by means of VA Form 4-5642, Notice of Check Cancellation or Cash Collection, prepared by the station Payroll activity.  Before forwarding to the [VAFC] PAID Unit, the station Chief Accountant will certify on the VA Form 4-5642 that the funds have been deposited and indicate the PAT reference number which should begin with "14" and end with the last four-digits of the employees social security number.  Upon receipt of the VA Form 4-5642 the [VAFC] PAID Unit will process payroll adjustment transactions which will result in the funds being withdrawn from the facility's suspense (36F3875).  General Ledger accounts will be updated in accordance with Appendix I. Documentation of the withdrawal from facility suspense will be shown on the biweekly payroll TDA.  Cash collections for salary overpayments pertaining to a prior taxable year received from employees currently on the rolls will be deposited at the field facility directly to the appropriation or fund involved as a reduction of the receivable established in accordance with Appendix I.

h.	Upon receipt of the SF 1098, Schedule of Canceled Checks or Undelivered Checks, from the RDO (Regional Disbursing Office), the [VAFC] will take immediate action to determine the proper disposition of the line items on the SF 1098 (i.e., remail, indebted, death, not entitled).  Field facilities will be contacted for assistance in the proper disposition.  Accounting for and disposition of these funds will be as follows: (1) Upon receipt of the accomplished SF 1098 from the disbursing office, the [VAFC] will record appropriate entries in the 36X6875 Suspense account.

(2)	If it is determined the employee is not entitled, the [VAFC] will clear the Suspense account via OF 1017g, Journal Voucher, transferring the funds to the appropriation the employee was journalized to. [If a receivable has been established for a recertified payment the funds will be used to clear it.]

(3)	If it is determined the employee is entitled but does not have a correct address, the [VAFC] PAID Unit will notify the facility to furnish a proper address.  The [VAFC] will then disburse the check from the Suspense account to the employee.

(4)	If it is determined the employee is entitled, but there exists an indebtedness, or a death, the [VAFC] PAID unit will prepare an OF 1017g, Journal Voucher, to transfer the Suspense account from the [VAFC] PAID Unit to the Suspense account of the respective VA facility. [A copy of the OF 1017g will be provided the VA facility which] will contain sufficient information so that the facility can properly identify the employee and take appropriate financial action.

i.	Whenever payroll adjustment transactions are prepared by the Payroll activity that require payment by the [VAFC] from prior fiscal year appropriations the Accounting Activity will be notified.  Availability of funds in account 1015 will be determined. If funds are not available a [transfer] will be prepared in accordance with paragraph 15A.03 [ ] and transmitted to the [VAFC].  NOTE: The transactions will not be forwarded to the  [VAFC] until funds are available.

j.	Near the end of each month the [VAFC] will notify each field facility the amounts of monthend personal services accruals (par. 15B.0[2]). In order to provide timely personal services accrual data for facility fund management, it will be necessary for field facilities to develop supplemental and adjusting data.  The net amounts of the accrual (amount reflected on the teletype notification plus or minus adjustments including WOC and Q&S reimbursements) will be entered into the facility's accounting records and interfaced into the PAID subsystem accounts prior to the close of each accounting month. [ ]  The amounts of these accruals will be reversed the first day of the next month.  End of fiscal year personal service adjustments and accruals are reversed at the beginning of the new fiscal year including Supply Fund and construction appropriations 36X0110 and 36X0111.

k.	Amounts of certain payroll deductions and amounts due deceased employees will be deposited in 36X6875, Suspense, VA and 36F3875, Budget Clearing Account, (Suspense) VA, as appropriate.  These amounts will be transferred to the appropriate field facility by use of a computer generated VA Form 4-4564.  Subsequent disbursements from 36X6875 and 36F3875 representing these items will be recorded in accordance with existing procedures. (Amounts transferred to cover salary payments made in cash will be processed as provided in subpar. f above.)

l.	Amounts of Federal and State taxes withheld from moving expense reimbursements and allowances by [the VAFC] will be deposited in 36X6875, Suspense, VA [of the respective field facility.  The VAFC PAID unit will process transactions] in the next pay run which will result in the following accounting actions:

(1)	Taxes withheld will be included on the gross-to-net payroll listing under the appropriate tax column and a reduction to the 36X6875 Other Deduct. column.

(2)	Produce a "Transfer of Disbursing Authority" to affect transfer of the taxes withheld from the field facility's 36X6875, Suspense, VA to the [VAFC].

m.	Near the end of December each year, the [VAFC] will process a special adjustments run for out-of-system payments, check cancellations and other transactions for the calendar year which have not been included in regular pay runs. [ ]

n.	At the end of each pay period, a new normal pay listing will be generated by the computer and furnished to each field facility for use in fund management.  Separations and accessions occurring during the pay period are reflected in the new normal pay computation.

o.	In those instances where an employee is transferred to another VA facility prior to approval and/or payment of a cash award, the Fiscal activity of the station approving the award will prepare an OF 1017[g].  The OF 1017g will indicate that cost of the award is charged to the benefiting facility's operating appropriation and credited to [36F3875, Budget Clearing Account, (Suspense), VA] of the facility to which the employee is assigned. [ ] The receiving facility processes the cash award through the PAID system which generates [ ] general ledger entries.  The Accounting activity will transfer the funds received from the suspense account to the applicable appropriation charged for the cash award.  The transfer will be recorded as a refund in the accounts of the appropriation charged for the cash award in accordance with appendix I. [See MP-4, part V, chapter 12, paragraph 12G.08o(2) for the proper CALM transactions for both transferring and receiving facilities.]
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Figure 15A.1. VA Form 4-4564a, Transfer of Disbursing Authority

�SECTION B. COST ACCOUNTING

15B.01	COST ACCOUNTING REPORTS (COMPUTER OUTPUTS)

CALM Report 830, Listing of Cost and FTEE by Cost Center, Subaccount, and Analysis Account, and CALM Report 839, Listing of Cost and FTEE-Nationwide Totals, are designated as the official cost accounting reports and will be released by the DPC monthly in accordance with MP-4, part V, chapter 12, section C.

15B.02	ADJUSTMENTS TO END-OF-MONTH COMPUTER ACCRUALS FOR PERSONAL SERVICES COST AND FTEE

a.	Monthend accruals for personal services will be generated by the computer based on the latest update of each individual master record updated through the previous Friday prior to the last Tuesday which is prior to the end of the month.  The [VAFC] will furnish each facility the amount of the accrual on the last Tuesday prior to the end of the month.  This information will reflect the amounts by appropriation, by segment of appropriation, or by obligation analysis of the appropriation.  Each field facility must review the  data and effect such adjustments as are necessary.

b.	The amount of the accrual generated by the computer will be based on the amount of the base pay and standby premium, plus allowance, plus the VA's share of personnel benefits for normal hours of each employee whose record is in the master file multiplied by the number of workdays involved in the accrual cycle.  The computer generated accrual will not consider the following and as a result these items must be considered in the computation of a valid accrual:

(1)	Work performed by intermittent employees

(2)	LWOP

(3)	Night Differential

(4)	Holiday Pay

(5)	Terminal Leave

(6)	Sunday Premium Pay

(7)	On-Call Pay

(8)	Cash Awards (Approved)

(9)	QS&L Allowances

(10)	Accessions and separations not reflected by update of the employees master record.

(11)	Out-of-system payments, canceled checks and cash collections which have not been reflected on a gross to net list.

(12)	Overtime

(13)	Saturday Premium Pay

c.	The accrual run is programmed to compute an accrual for the entire period for all employees with normal hours who are included in the run.  Therefore, accrual adjustments may be required for employees who accede or separate during the accrual period.  In determining the accrual adjustments for accessions and separations several factors must be considered.  As the accrual period varies from month to month the length of the period and how the dates of the various computer runs fall within the period are major factors.  Outlined below are the guidelines to be used:

(1)	Accessions by Intra-Agency Transfer Effected by Transaction Type 97.  When the accrual period is 7 days or less, accessions effective at the beginning of the accrual period will be excluded and increase adjustments will be required for the entire period.  When the accrual period is 11 days or more, accessions effective at the beginning of the last week of the month will be excluded and increase adjustments will be required for the number of workdays subsequent to the date of accession.

(2)	Separations by Intra-Agency Transfer Effected by Transaction Type 97.  When the accrual period is 7 days or less, separations effective on the day before the beginning of the accrual period will be included and decrease adjustments will be required for the entire period.  When the accrual period is 11 days or more, separations effective at the end of the last complete pay period for the accrual month will be included for the entire accrual period and decrease adjustments will be required for the number of workdays subsequent to the date of separation.

(3)	Other Accessions.  When the accrual period is 7 days or less, accessions effective during the period will be excluded and increase adjustments will be required for the time in a pay status.  When the accrual period is more than 7 days, accessions effective prior to the Sunday preceding the accrual run will be included and decrease adjustments will be required for any period of nonpay status.  When the effective date is on or after the Sunday preceding the accrual run, accessions will be excluded and increase adjustments will be required for the time in a pay status.

(4)	Figure [15B.1] illustrates examples of the various accrual periods.

d.	The computer calculation of work-hours for trainee and intern positions with an FTEE conversion factor is based on the total nominal hours in the accrual period regardless of the employee's normal scheduled hours. (See app. J for FTEE conversion factors.) The calculation for a 2-week accrual for an employee with a conversion factor of 0.4 and normal hours of 64 is as follows:

	8 hours per day X 10 days X 0.4 = 32 work-hours

e.	The computer programs do not apply FTEE factors to work-hours submitted as accrual adjustments;  therefore field facilities must apply this factor to accrual adjustments for trainee and intern positions.  During this calculation it should be remembered that the accrual is based upon the total hours in the accrual period and is not adjusted by partial pay periods at the beginning of termination of employment.  For example:

(1)	Separation during accrual period.

An employee with conversion factor of 0.4, normal hours of 64 per pay period, separated the end of the first week of a 2-week accrual period.

	8 hours per day X 10 days X 0.4 = 32 work-hours

	(no adjustment required to computer generated accrual)

(2)	Accession during accrual period.

An employee with conversion factor of 0.5, normal hours of 60 per pay period, enters on duty on the fifth workday of a 12-day accrual period.

	8 hours per day X 12 days X 0.5 = 48 work-hours accrual

f.	Procedure to follow in processing adjustments for payroll accruals at the end of the fiscal year.

(1)	Sunday Premium Pay.  When one Sunday occurs in the old year and one in the new year the total charge will be computed and distributed evenly one-half to each year.  When both Sundays are in the same year the entire charge will be to the year in which they occur.

(2)	Holiday Pay Charge to the fiscal year in which the holiday occurs.

(3)	Terminal Leave.  Charge the fiscal year in which the separation date occurs.

(4)	Incentive Awards.  Charge to old fiscal year [if approved by September 30].

(5)	[Saturday Premium Pay.  Same rules as Sunday Premium Pay above.]

[(6)]	All other salary costs will be distributed as noted in each of the following instances.  Included are such items as Regular Pay, Night Differential, Overtime, Standby Premium and On-Call Pay.

(a)	Pay period begins September 30.  Charge to new fiscal year.

(b)	Pay period ends October 1. Charge to old fiscal year.

(c)	Employee accessioned on the first or second day of split pay period.

	Distribute cost based on number of days worked in each fiscal year.

(d)	Employee accessioned on October 1 and October 1 is the last day of the pay period.  Charge to new fiscal year.

(e)	Employee accessioned September 30 and September 30 is Saturday or Sunday.  Charge cost to the new fiscal year.

(f)	Employee accessioned September 30 and September 30 is other than a Saturday or Sunday.  Charge one day to old fiscal year and balance to new fiscal year.

(g)	Employee accessioned on the 7th or 8th calendar day of the pay period.  Distribute charges as though the accession occurred on the 9th calendar day of the pay period

(h)	Employee accession in September and separation in October in the same pay period.  Distribute cost based on the number of days worked in each fiscal year.

(i)	Employee separated September 30 and September 30 is first day of the pay period.  Charge to old fiscal year.

(j)	Employee separated October 1 and October 1 is last day of the pay period.  Charge to old fiscal year

[15B.03] PAID COMPUTATION OF FTEE FOR BIWEEKLY PAYROLL

a.	The personal services cost and FTEE data for each pay period will be computed by the PAID system and the field facilities will be furnished a listing of these costs and FTEE data.  The following examples show the method used by the PAID system in computing FTEE.

Full-time ([VHS&RA] title 38) 10 employees (14 days) =	800

Part-time ([VHS&RA] title 38) 2 employees (7 days) =	80

Full-time (duty basis 1) 100 employees X 80 hrs. =	8,000

Part-time (duty basis 2) 20 employees (1/2 time), X 40 hrs. =	800

Intermittent (duty basis 3) 10 employees, actual hrs. worked =	200

NOTE: Any nonpay time coded on the TT 8B submitted on accessions and separations is not considered duty status for FTEE.   Any LWOP or AWOL is not considered in FTEE computation.

TRAINEES:

5 employees with conversion factor of 0.5 work full pay period.

5 employees X 80 hrs X 0.5 =	200

1 employee with conversion factor of 0.5 enters on duty at

end of first week in pay period.

1 employee X 40 hrs. X 0.5 =	20

1 employee with conversion factor 0.4, nominal hours of 64

per pay period, separates at end of first week in pay period.

1 employee X 64 hrs. X 1/2 X 0.4	   13

	10,113 hrs.

10,113 hrs. / 80 hrs. =	126.5 FTEE

b.	Examples of LWOP and AWOL are shown below:

PP 19 (9/23-10/6/79)

Employee placed on extended LWOP on 10/1.  The transaction 8B for this period reflects 40 hours LWOP and 40 hours in pay status.  An accumulation of 40 FTEE hours is made.

PP 20 (10/7-10/20/79)

No transaction 8B is required since the employee continues on LWOP.  No transaction of FTEE hours is made.

pp 21 (10/21-11/3/79)

(1)	Employee returned from LWOP on 10/22.  Transaction 8B indicates no LWOP; therefore, an accumulation of 80 FTEE hours is made.

(2)	Employee returned from LWOP on 10/31.  Transaction 8B indicates 56 hours LWOP and 24 hours in pay status.  FTEE accumulation of 24 hours is made.

c.	Out-of-System Payments.  If a payment cannot be made by the PAID system an out-of-system payment will be made and the FTEE computation handled as follows:

(1)	A Master Record Established.  The computer will, irrespective of the fact that no payment is made, automatically accumulate the normal hours on a full- or part-time employee, no hours on an intermittent employee.  When the out-of-system payment is recorded during the same accounting period only the unscheduled hours for part-time or intermittent employees, or an adjustment to less than a full period of employment on an initial or final payment, will be entered by the [VAFC].

(2)	No Master Record.  Since no master record exists no entry is automatically made.  All hours are recorded by the [VAFC] if the out-of-system payment is recorded in the same accounting period.  Information provided by the field facility will control the number of man-hours to be recorded by the [VAFC].

(3)	Transaction Type 90.  The 90 series of transactions used by field facilities to record such out-of-system activity as cash payments, as well as the R transactions, may also affect FTEE.  If an entry is made in the hours field these hours are considered for FTEE purposes, a blank in this field makes no adjustment of FTEE.

Instructions in paragraph 15B.02 will be used for adjusting end-of-month accruals.
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Figure 15B.[1]. Accrual Chart
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