SECTION G.  OPERATING PROCEDURES 

12G.01	GENERAL 

a.	CALM is a computer-oriented system that provides disbursing activities for appropriations and funds to be centralized to the Treasury Financial Center in Austin, Texas. 

b.	The 8-digit agency symbol 36 00 1200 has been established for the CALM system and is the basis for a computer generated report SF 224, Statement of Transactions.  Therefore, it is extremely important that the 8-digit agency symbol, 36001200, be typed on all CALM documents processed through the Treasury Department, Financial Center. 

c.	Paragraph 2B.01 of this manual requires that the general ledger accounts be shown on all source documents.  Since transaction, status, and other miscellaneous codes are associated with the specific general ledger accounts, only the codes used, and the transaction date need be shown on source documents processed under CALM.  General ledger entries made by TC 928 must continue to be shown on all source documents.  Additionally, any miscellaneous TC 928, 929 or 945 recorded into the CALM system must be supported by an OF 1017G, Journal Voucher, or other source document.  When the VA Finance Center (AFC), Austin, TX, inputs a miscellaneous transaction, a journal voucher will be forwarded to the field facility whose records were affected reflecting the accounting entries and reason for input.  Conversely, all facilities having the AFC make their payments will forward to the appropriate Commercial Accounting Operations Division documentation supporting all miscellaneous transactions input.

d.	Originally CALM was maintained both in the Full and Modified versions.  Full CALM was the version where the audit and processing of the payment transactions was performed at the AFC.  Modified CALM had the audit and payment function remain at the field facility.  With computer advancements, all field facilities migrated to the Full CALM version.

e.	Computer Assisted Payment Processing System (CAPPS) has been added as a front-end system to CALM.  Receiving reports and invoices are sent to the AFC, where they are matched, money managed and passed to CALM in the proper format on the applicable payment date.

f.	With new legislation requiring prompt payment of specific purchase orders, i.e., subsistence, field facilities were again given the authority to perform their own audit and payment.  This in effect made each facility a Modified CALM facility.  Facilities have been given the option of utilizing the AFC as their audit and payment center for certified invoices or performing this function locally.  The procedures covered in this section relate to both facilities or the AFC making payments.  Any special procedures will be addressed as they apply.

g.	The accounting records must continue to be maintained under the principle that all transactions through the last day of each calendar month be properly reflected in that month.  To insure this timely recording, the accounting month under CALM will be from the first calendar day of the month through the third workday of the subsequent month.  Accountants should endeavor to complete their closeout on the second workday, when possible, reserving the third workday for reinput of rejects.  Input during the first 3 workdays of the month can be submitted for the current as well as the prior calendar month.  Computer processing will be according to the accounting month of the transaction date shown on the input transaction.  For example, a transaction processed through Fiscal Service the first day in April indicating a transaction date of March 31 will update March accounts even though the input is transmitted in April.  In order that the AFC will have some assurance that all data for the accounting month has been transmitted, VA facilities will code their final batch control sheet in accordance with paragraph 12H.04b(6) of this manual.  End of accounting month computer processing will begin immediately after processing the input of the third work-day. 

h.	In order to expedite CALM closeout at the end of an accounting month, no CALM daily processing for the new month will occur for the fourth workday unless the fourth workday falls on a Monday or Friday.  Facilities may continue to make input on the fourth workday.  However, if no daily processing is scheduled because of the end of the month closeout, the fourth workday input data will be accumulated and processed with the fifth workday data.  Output for both workdays will appear on subsequent CALM generated reports. 

12G.02  FUNDING 

a.	The 98_ series of transaction codes have been provided to record and control the distribution of funds at the Office of Finance and IRM, administrations, staff offices and VA facility levels.  Funding transactions at each level will be edited by the computer to assure that adequate fund balances are available for distribution from the next higher funding level.  This edit provides that the computer will not accept a funding transaction in an amount greater than the amount available at the next higher level.  Therefore, under no circumstance may a funding transaction be processed prior to its proper sequence. 

b.	The proper sequence of input must be maintained to record the distribution of appropriated funds.  The sequence would be reversed in the case of withdrawing funds.  A funding transaction that affects two levels of funding updates the accounts for both levels simultaneously.  For example, when the administration office makes input to record the distribution of cost ceilings from the administration level to a VA facility, the appropriate general ledger entries are generated in the VA facility as well as the administration records.  The following chart provides the proper sequence for funding transactions. 

Trans.	Description	Input By

		

980	Increase or Decrease	VA Central Office 

	Treasury Warrants 	

		

980	Increase or Decrease	VA Central Office 

	Quarterly Apportionment 	

		

980	Increase or Decrease	VA Central Office 

	Department Cost Ceilings 	

		

981	Increase or Decrease	VA Central Office 

	Department Limitation 	

 		

		

982	Increase or Decrease	VA Central Office 

	Field Facility Cost Ceilings 	

		

983	Increase or Decrease	Field Facility

	Limitation or Analysis Account	VA Central Office

		for restricted 

		analysis

		accounts

		

982	Increase or Decrease	Field Facility 

	Control Point Cost Ceiling 	

		

984	Transfer Cost Ceiling to or	Field Facility 

	From Control Points - same ALD 	

		

928	General Post Fund Transfer of	VA Central Office 

	Disbursing Authority 	

		

928	Prior Year Appropriation	VA Central Office 

	Transfer of Disbursing	

	Authority	

 

NOTE:  During periods of operation under a continuing resolution, pending receipt and apportionment of the Treasury Warrant, documentation in lieu thereof, to be issued by the Office of Finance and IRM will serve as the basis for the above transactions. 

c.	The Consolidated Reports/Cost Analysis Division in VACO Office of Financial Management will process the 98_ series of transactions required to record the distribution of appropriated funds to the individual VA field facility.  Funds will be distributed to the appropriate limitation level at the field facility except for the Medical Care appropriation 36_0160.001 where the funding will be issued and withdrawn at the analysis level.  If funds are received at the limitation level, CALM TC 983 must be input at the facility to transfer the amounts from Limitation .001 (ALD 318) to the respective obligation analysis account levels, and then to the applicable control point. 

NOTE:  Promptly upon reporting funds as being available for withdrawal, or upon being advised by Central Office of intent withdraw funds, the VA facility must immediately decrease the control point cost ceiling and return the funds to the appropriation limitation undistributed level (analysis undistributed level for Medical Care limitation .001.  Failure to reduce cost ceilings promptly may result in rejects of subsequent funding transactions.  VA Central Office will make input that decreases facility funds made available for withdrawal. 

d.	Control points are established and maintained by the VA facility. 

(1)	TC 941 input establishes individual control point records by control point number and ALD code.  TC 941 can also be input to delete a control point record or to change its title or ALD code.  The number of control points used by a VA facility cannot exceed 998.  However, administrations have standardized certain control points at the field facilities in order that they may have the capability to produce a nationwide Status of Funds report.  Blocks of numbers for standardizing control points are assigned to the administrations as follows: 

		Control Point

		Range

General		

Counsel		250 - 274 

IRM		400 - 499 

VBA		500 - 599 

NCS		600 - 699 

VHA		800 - 995

VHA	(Medical Research 1st year of	

	2-year Appropriation)	175 - 199 

VHA	(Medical Research 2nd year of	

	2-year Appropriation)	375 - 399 



Facilities that are funded by above administrations may use the assigned standardized control point numbers only as directed by their administrations and for the time (fiscal year or years) designated.  Control point numbers, excluding those assigned for payroll charges and standardized control points, may be used at the discretion of the facility's management.  However, excessive use of control points may have disadvantages to station management's control of budgeted funds.  Control point numbers 001 through 017 are reserved for personal services expenditures.  The PAID system automatically assigns one of these numbers to each employee's PAID master record, including those of new or transfer-in employees, according to the cost center and subaccount under which the employee is journalized as follows: 



CP 001 - National Cemetery System 

 

	Cost Centers -	56__ 

					57__ 

	Subaccounts -		All



CP 002 - 	Reserved for miscellaneous PAID charges and credits

	

CP 003 - 	Institutional and Special Research Support (Program 821) 



	Cost Centers -	810_.

					811_.

	Subaccounts -		All



CP 004 -  Institutional and Special Research Support, C&As (Program 821)

	Cost Centers -	810_.

					811_.

	Subaccounts -		2581 only.

 

CP 005 -  Rehabilitation Research and Development (Program 822) 



	Cost Center -		812_.

	Subaccounts -		All

 

CP 006 -  Rehabilitative Research and Development, C&As (Program 822) 

 

	Cost Center -		812_.

	Subaccount -		2581 only.



CP 007 -  Agent Orange Research (Program 823) 

 

	Cost Center -		813_.

	Subaccounts -		All



CP 008 - GSA Appropriation

	Cost Center - 	700_.

	Subaccounts -		All



CP 009 -- Medical Care Trainees 

 

Cost Centers -	All cost centers in the 8000 series except those in the 8100, 8264, 8800 and 8900 series. 

Subaccounts -	1041, 1042, 1043, 1044, 1045, 1046, 1047, 1048, 1049, 1051, 1052, 1053, 1054, 1055, 1056, 1062, 1073, 1077, 1083, and 1088.

 

 

CP 010 - Medical Care, M&R 

 

	Cost Center -		8541, 8542, 8551.

	Subaccounts -		All

 

CP 011 -  Medical Care, C&As 

 

Cost Centers -	All in the 8000 series except those in the 8100, 8624, 8541, 8542, 8551,8800 and 8900 series.

Subaccount - 	2581 only.



�CP 012 -  Medical Care 

 

Cost Centers -	All in the 8000 series except those in the 8100, 8624, 8541, 8542, 8551, 8800 and 8900 series. 

Subaccounts -	All except CP 009 and CP 011 above 

 

CP 013 -  Veterans Benefits Administration 

 

	Cost Centers -	All in 3000 series.

	Subaccounts -		All

 

CP 014 -  Information Resources Management 

 

	Cost Centers -	All in the 2000 series. 

	Subaccounts -		All 

 

CP 015 - General Administration - Central Office Staff, exclusive of

	Operating Administrations 

 

	Cost Centers -	All in the 1000 series. 

	Subaccounts -		All 

 

CP 016 -  Research and Development in Health Services 

 

	Cost Center -		8134.

	Subaccount -		All 

 

CP 017 -  Medical Care - MCCR



	Cost Center -		8624.

	Subaccount -		All

* Valid until the installation of the new MCCR appropriation.



When an employee is rejournalized, as in the case of an intrastation transfer, the PAID system does not automatically assign a new control point number to the affected PAID master record.  The proper control point number must therefore be placed in item 49 of VA Form 4-5637, Master Record Code Sheet, to correct the employees master record.  Otherwise, amounts recorded in general ledger, appropriation and control point will be different from amount reflected on PAID Gross-to-Net Listing. 

(2)	VA facilities that have two installations under the same station number and want personal services expenditures separated may assign other control points for the personal services expenditures of one installation.  Control point 002 is reserved for miscellaneous PAID charges and must be established in each facility's master file. 

(3)	Control Point 120 must be assigned exclusively for Dietetic subsistence. 

(4)	Control Point Cost Ceilings will be established, increased or decreased by the input of TC 982.  Transaction 984 will transfer cost ceilings from one control point to another control point providing both are assigned to the same obligation analysis account. 

(5)	Personal Service charges will be recorded to the control point assigned in each employee's master record.  A computer interface will record payrolls in both the PAID and CALM systems without facility input.  Facilityaccountants should compare payroll Gross-to-Net charges to applicable control points.  If there is a difference, an employee's PAID master record probably has been assigned an incorrect control point.  Review the earning and leave statements to assure the correct control point is in the PAID master record. 

(6)	Any standard transaction that increases or decreases current quarter control point commitment will update the unobligated balance.  Examples of these transactions are: Supply Fund sales to appropriations, obligation of undelivered orders for supplies and equipment, appropriation refunds, travel obligations, service obligations, payments that are being made in amounts different than was previously obligated and payments for supplies or services for which no prior obligation has been established. 

(7)	A computer-generated Control Point Listing, Report 820, will be provided on a daily basis for each control point in which there is activity.  In addition, Report 826, Status of Funds, is transmitted electronically and locally printed on a daily basis summarizing control point balances.  Purchase request or obligation documents which have not appeared on the computer-generated control point listing will be maintained in a pending file.  The unobligated balance can be determined at any time by taking the latest daily control point listing and subtracting all documents in the pending file that have not appeared on a control point listing.  The resulting balance is the precise unobligated balance. 

(8)	The computer will accept and process transactions which exceed the control point balance provided there are sufficient funds within the appropriation limitation.  When this condition occurs, a warning message will be issued.  If the appropriation limitation does not have sufficient balance to cover the transaction, the transaction will be rejected.

e.	At the end of a quarter, the computer will take the following action on any uncommitted balances. 

(1)	Transfer any uncommitted balance from the control point to the undistributed line at the obligation analysis level on the Status of Funds Report. 

(2)	Transfer the uncommitted balance that is at the obligation analysis undistributed level to the new quarter.  At this time, the funds are now available for redistribution to control point or transfer to Central Office as a withdrawal. 

f.	At the end of the first fiscal year for the current appropriation 36_/_0161, the computer will automatically add '200' to the existing control point number for all 'J','L', and 'W' PAT records.  These new control points must be established in the Control Point Master File by inputting TC 941.00 prior to the closing of the first year of the 2-year Research appropriation.  The control point number in the PAT records of 36_/_0161.007 will be zeroed out.  Prior to subsequent processing of these records, a control point compatible to the .001 limitation must be updated in the record by means of a TC 945.  A computer-generated report will be provided to each VA facility listing the PAT records in which the control point was deleted.  The control point will be deleted from all annual appropriation PAT records when the appropriation changes from current to prior year. 

12G.03  OBLIGATIONS

a.	The undelivered order file will continue to be maintained by VA facility Fiscal activities and reconciled to the respective control accounts.  A listing of undelivered orders, Report 850, will be provided at the end of each month to facilitate reconciliations.  The VA facility finance activity will be responsible for the reconciliation of Report 850 totals to the respective control accounts.  VA facilities will be responsible for conducting a quarterly inventory of the hard copy undelivered order file to the computer-generated listings.  Any differences will be promptly resolved.  In addition, the analysis of undelivered order file as required by paragraph 3B.03 of this manual will be continued at the VA facility.

b.	Each undelivered order record established in the computer PAT file can accommodate one control point number, one cost center, and two subaccounts.  Therefore, any obligation document that exceeds these restrictions must be assigned additional obligation numbers.  Under no circumstances will this be construed as requiring individual purchase orders from the Acquisition and Materiel Management Office.  Additional obligation numbers assigned for different control points or cost centers on an obligation document will be clearly written on all copies of the document.  Transactions to record the various obligations are reviewed in the following subparagraphs.

(1)	Expendable Supplies and Equipment.  TC 921.00-08 will be used to establish an undelivered order.  Refer to Section F of this chapter for coding instructions. 

(2)	Services.  Obligations for services will be analyzed to determine if all or equal parts of the obligation is to be accrued automatically or if manual accruals will be made in different amounts each month. 

(a)	Automatic Accruals.  Obligations for services that are to be automatically accrued in equal monthly amounts may be established by a TC 921.60.  The transaction will be processed in accordance with Section F of this chapter, using ALPHA characters in the delivery field to designate length of contract and contract beginning period.  TC 921.60 is only used for current year service obligations.  (Review MP-4, Part V, Par. 6C.04 regarding accrued service and paragraph 3A.02 regarding VA Form 4-1358 obligations).  The TC 921.60 should not be used for recording 2600 series subaccounts for materials and supplies (except subaccount 2636).  Obligations for materials and supplies should remain in undelivered orders until they are received from the vendor.  The TC 921.60 automatically reduces undelivered orders and increases accrued services payable, operating expense and accrued expenditures at the end of the accounting period. 

(b)	Manual Accruals.  Obligations for services that are to be accrued in different amounts each month will be established by a TC 921.00.  Source code must be 6 or 7.  Code the transaction in accordance with Section F of this chapter.  At the end of each month, the amount to be accrued will be determined and TC 959 will be prepared to record the accrual amount.  These accruals will be reversed automatically by the computer, except, accruals will not be reversed at end of fiscal year.  An example of an obligation that requires manual accruals is the consultant and attending obligation. 

(3)	Accounting for Personal Services.  The present method of accounting for personal service obligation and cost as outlined in Chapter 15 of this manual will be continued.  However, under CALM, accounting entries for biweekly payrolls and end of month PAID computer-generated accruals will be automatically interfaced into the VA facility records.  Each VA facility will continue to receive the PAID gross-to-net listings and will determine the supplemental and adjusting data required to update the accrual.  The supplemental accrual adjustments will be recorded by TC 951 input to CALM.  The computer will automatically reverse the PAID computer generated accruals and the supplemental accruals submitted by each VA facility on TC 951, except, accruals will not be reversed at end of fiscal year.  The PAID interstation account balances resulting from the PAID/CALM interface will be reconciled monthly at the VA facility.  Any differences will be resolved promptly. 

(4)	Employee Travel.  Paragraph 3A.09 of this manual provides the basis for obligating employee travel.  However, the following input must be made to record the obligation in CALM. 

(a)	Employee travel chargeable to .001 or .007 limitation will be recorded by facility input of TC 921.71.  At the time of input the travel will be recorded as accrued expenditures and applied cost. 

(b)	Permanent change of facility travel expenses, including shipment and storage of household effects, chargeable to .001 limitations will be initially recorded as an undelivered order by input of TC 921.91.  Amounts to be recorded as accrued expenditure and applied cost will be in accordance with paragraph 3A.09 of this manual.  Additionally, TC 921.93 will be input by facility for the portion to be recorded as accrued expenditure and applied cost.

(5)	Tuition.  The recording of an obligation for tuition will depend on how future claims are to be paid: 

(a)	Tuition as Part of Travel Claim.  When tuition is to be paid by the employee and becomes a part of the travel claim, the tuition obligation will be recorded by TC 921.71 with the applicable tuition subaccount. 

(b)	Tuition Payment Made Direct to Organization.  When tuition fee is paid by Government check to the organization, the obligation will be recorded by TC 921.00.  A TC 921.60 may be used if the obligation is to be accrued automatically. 

(6)	Transportation of Things (Obligated Against Allotted Funds).  SF 1103, U.S. Government Bill of Lading (GBL) for transportation other than shipment of household effects will be recorded as accrued expenditure and applied cost at the time of issue.  A TC 921.00-06 will be used to make this input.  For GPF, use a TC 921.24.

(7)	Supply Fund Issues.  Paragraph 3A.13 of this manual provides procedures to be applied for Supply Fund issues.  TC 920 is used to record Supply Fund issues in CALM.  General ledger entries will be generated simultaneously for both the Supply Fund and appropriation accounts. 

(8)	Processed Stores and Supplies Sold to Other VA Facilities and Other Agencies.  CALM facilities servicing other VA facilities or other agencies will record the transaction in accordance with the following instruction. 

(a)	Purchase orders or requisitions that are applicable to both the servicing and serviced facility will initially be obligated and costed to the servicing facility's major appropriation.  A TC 938.00 will be input to establish an appropriation refund receivable for the items to be furnished the serviced facility. 

(b)	Purchase orders or requisitions specifically for a serviced facility or agency will be processed under the 'posted' method and financed by the Supply Fund.  Examples of purchases under this procedure are: Purchases exclusively for Veterans Canteen Services and purchases exclusively for the post office or purchases exclusively for a VA regional office.  A TC 922 will be used to record the Supply Fund payable and receivable.  An 'R' prefix should be part of the receivable PAT number. 

(c)	Reimbursement for supplies sold to a serviced facility that is also operating under CALM will be accomplished according to the following instructions. 

1.	Servicing facility will initiate a TC 972.06 with serviced station's payable reference number(s) and with offset amount, reference, and station number for servicing station's receivable(s). 

2.	Servicing facility will forward under transmittal control the CALM TC 972.06 together with a copy of the purchase order or other requisition document directly to the serviced station or AFC if they make payments for the serviced station.  The receiving facility will complete and input the CALM TC 972.06 to complete the reimbursement. 

(d)	Where one VA facility wishes to refund an amount to another VA facility (overpayment for books and periodicals as an example) the refunding facility will prepare the OF 1017G listing their payable PAT number(s) and amount(s).  The refunding facility chief accountant will sign the OF 1017G and forward the original and one copy to the receiving station.  The receiving station will establish a receivable PAT file with a TC 938, listing the receivable PAT file number and dollar amount on the OF 1017G.  Amount of receivable will equal the amount of the payable.  The receivable facility chief accountant will sign the OF 1017G and return the original to the paying facility for input of the TC 972.06. 

(e)	Interagency billings for certain agencies will be made on SF 1080, Voucher for Transfers Between Appropriations and/or Funds, which is to be prepared and distributed in accordance with paragraph 2C.09 a and b of this manual.  Preparation and distribution of SF 1081, Voucher and Schedule of Withdrawals and Credits, are covered in paragraph 2C.04.  CALM procedures for SF 1081 are contained in paragraph 12G.08z.

�12G.04  PROPERTY VOUCHERS AND RECEIVING REPORTS 

a.	Property vouchers and receiving report documents will be forwarded to Fiscal Service for recording.  The following procedures will be used by VA facilities to process these documents into accounting records. 

(1)	Receiving Reports for previously established undelivered orders will be recorded by TC 924.  Refer to Section F of this chapter for coding instructions. 

(2)	Supply Fund inventory receipts, centralized purchases, and inventory transfers will be recorded by TC 922.  Refer to Section F of this chapter for coding instructions. 

(3)	Issue documents for sales from Supply Fund inventories will be recorded by TC 920.  Refer to Section F of this chapter for coding instructions.

(4)	Receiving reports for supplies or services and nonexpendable items for which no prior obligation has been established will be recorded by TC 921.10-18.  Refer to Section F of this chapter for coding instructions. 

(5)	Receiving reports for patients funds will be recorded by TC 921.25.  Receiving reports to establish accounts payable for General Post Fund will be recorded by TC 921.20-24.  A separate PAT record may be established for each purchase order.  Refer to Section F of this chapter for coding instructions. 

(6)	Documents for property transfers, donations, trade-in and salvage will be recorded by TC 925.  Refer to Section F of this chapter for coding instructions. 

b.	After receiving reports have been recorded in the accounting records at the VA facilities, the receiving reports will be mailed or transmitted to the AFC.  MP-4, Part III prescribes the VA policies and procedures which govern the examination and certification for payment of vouchered claims. 

c.	The Payment activity at the applicable VA facilities will prepare a TC 97_ series for payment input for audited and matched vouchers.  The transaction will be processed with the amount approved for payment by CAPPS or the voucher auditor.  A computer generated SF 1166, Voucher and Schedule of Payments, will be the result of the TC 97_ transactions.  Locally paid vouchers will be date stamped PAID when the transaction appears on Report 829, Processed Reference Listing.  Payments made through CAPPS will be annotated with the 'Date Paid.'

d.	Receiving reports that are executed on the vendor's invoice, such as public utilities, will be routed through the Accounting Section.  The document will be annotated with the PAT reference number and the appropriate liquidation transaction such as partial, complete or final.  Also write the amount to be liquidated on the document.  The document will then be forwarded to the Voucher Audit activity for audit. 

e.	VA facilities will mail or transmit the receiving reports and certified invoices, if applicable to the AFC, indicating the appropriate P.O. Box by division for input into CAPPS.  When using a copy of a document, make the following notation, 'A True Certified Copy'.  These documents must be legible and contain sufficient data for payment.  This can be accomplished through the use of a stamp made to provide the following data: (1) Facility 3-digit number, (2) PAT reference, (3) Transaction and status code, (4) Liquidation code and liquidation amount, (5) First subaccount and amount, (6) Second subaccount and amount, (7) Date and initials of coder.  Additionally, the fiscal activity will insure that the vendor ID number and stub name is annotated on all certified invoices and that the signatures on the receiving reports or certified invoices are authentic. 

�12G.05  ACCOUNTS RECEIVABLE 

a.	The present policy and procedures for establishing receivable reimbursements and receivable refunds will be continued under CALM.  Some minor revision will be required to accomplish the accounting and collection process.  The following is a CALM oriented procedure to be used to record accounts receivables. 

(1)	Receivable documents prepared at VA facilities will be routed to Fiscal Service. OF 1114, Bill for Collection, prepared by the AFC for VA facilities for other than overpayments and duplicate payments made by the AFC will be mailed to the responsible facility Fiscal Service.  Each facility is responsible for recording and collecting the accounts receivable. 

(2)	VA facility voucher auditors will continue to perform audit functions as now required. 

(3)	A TC 93_ series of transactions will be prepared for input to establish the accounts receivable in the accounting records.  Refer to Sections D, E, and F for instructions. 

(4)	A copy of the receivable will be retained in the Accounting activity; another copy will be routed to the agent cashier.  Appropriate follow-up of receivables will be made in accordance with MP-4, Part 1. 

(5)	As of the end of each month, the pending file of receivables will be reconciled to control accounts.  Differences will be resolved promptly. 

b.	VA facilities will use the above instructions to record accounts receivable.  However, if the receivable is to be offset from a payment, facilities will mail a copy of the receivable to the AFC.  This copy must be annotated with the receivable PAT number.  When the offset is made, the AFC will prepare an OF 41, Routing and Transmittal Slip, showing the receivable PAT number date and schedule number on which the receivable was offset.  This reference slip will be sent to the VA facility to be attached to the receivable document and filed in the completed accounts receivable file. 

c.	For payments paid by the AFC, receivable refunds will be established for all Bills of Collection for overpayments and duplicate payments, except those for travel and transportation vouchers.  The AFC will mail the OF 1114 to the vendor and a copy to the station for follow-up and collection.  Upon receipt of payment, the facility will liquidate the receivable and record the collection. 

12G.06  AGENT CASHIER ACTIVITY 

a.	Agent cashier operating procedures will be continued according to instructions given in MP-4, Part I, Chapter 2, with minor variations as required for compatibility with the CALM system.  In order to accomplish routine agent cashier replenishments under CALM, the agent cashier must have an identification number and have a master record established in the computer.  Field facilities replenishing electronically should establish one cashier vendor identification number per facility on TC 942.  For those facilities not replenishing electronically, each agent cashier, principal and alternate actually replenishing, must be assigned an identification number.  This identification number must consist of nine characters: the first two will be AC, which will be followed by the facility 3-digit number and four sequential numbers beginning with 0001.  Once a number is used it cannot be re-used unless deleted and remains deleted for a period of 2 months.  Then, the number can be reestablished. Agent cashier identification numbers are not automatically purged from the vendor ID file because of inactivity.  When an ID number is no longer needed, it must be deleted by input of a TC 942.38. 

b.	Cash Disbursements.  The audit, certification, and payment of cash vouchers will continue as provided in MP-4, Part I, Chapter 2, and other pertinent directives. 

c.	Accountability.  Accountability for the agent cashier's advance will be to the AFC.  OF 1129, Cashier Replenishment Voucher and/or Accountability Report, will be completed and sent to the VA Finance Center at the end of each month.  The OF 1129 will be mailed to: 



VA Finance Center - (0475)

1615 E. Woodward Street

Austin, Texas 78772 



The 'Status of Funds' block will be completed in its entirety and the form will cover the entire month's activity, listing all disbursement and accommodation exchange replenishments processed during the month. 

d.	Replenishments 

(1)	Replenishments for accommodation exchanges. 

(a).	CALM facility agent cashiers will deposit accommodation exchange items with their local depository or Federal Reserve bank, as appropriate, on SF 215, Deposit Tickets using agency location code 36001200.  A separate SF 215 will be used for this purpose.  The confirmed copy will not be forwarded to the AFC but rather retained at the station, since the detailed confirmed deposit listing formerly sent to support the SF 215 is no longer required. 

(b)	A TC 960 will be completed and input to record the deposit of collections. 

(c).	In situations requiring an emergency replenishment for accommodation exchanges, the facility Fiscal Officer may advise the Treasury Financial Center by telephone or teletype of the negotiable instruments cashed and request an immediate replenishment as provided in MP-4, Part I.

(2)	Replenishments for cash disbursements. 

(a)	Whenever funds need to be replenished, but at least once each month, the agent cashier will prepare an original and one copy of SF 1129.  The 'Status of Funds' block will be completed as prescribed in MP-4, Part I.  The agent cashier will retain the copy of the SF 1129.  The original and related vouchers will be audited by voucher audit and certified by an authorized certifying officer.  After certification the original SF 1129 and related vouchers will be forwarded to the facility accounting activity where TC 974 transactions are completed for input.  The documents will then be filed in the cashier replenishment paid voucher file pending fiscal audit. 

(b)	Appropriate accounting entries will be generated for each line item accepted by the computer from a TC 974.  An electronic replenishment will be made to the specified financial institution.  For those facilities not replenishing electronically, replenishment checks will be issued based on the denominations specified on TC 942.31 using the Check Issue Type codes listed in paragraph 12D.06.  Replenishments will continue to be in the denominational method selected until changed on a TC 942.33. 

(c)	A TC 974 is accepted or rejected on an individual line item basis.  Only the individual line items that reject should be resubmitted.  Do not resubmit the entire transaction unless the reject was the result of invalid format, error message 0006. 

(d)	Nonexpendable items purchased through Imprest Fund and Petty Cash must be recorded into Accounts Payable, Federal, on TC 921.11-16, source code 5, before the agent cashier can replenish for the item(s).  If transportation charges are involved, the charge must be recorded under a separate PAT reference number on TC 921.11-16.  TC 974.00, functional 10 and 13, can then be used to process the replenishment of these two items. 

(3)	Replenishment of agent cashier funds of another facility authorized to make recurring cash payments for a CALM facility. 

(a)	The facility for which the payment is made will establish the servicing facility's agent cashier in the CALM vendor ID file.  The servicing facility's agent cashier will complete SF 1129 and forward the original and one copy, together with pertinent documents, to the facility for which the payment is made. 

(b)	The facility for which payment is made will complete and input a TC 974 to replenish the servicing facility's agent cashier, using the cashier ID number previously established.  The servicing facility's agent cashier will include such payments on the SF 1129 completed at end of month. 

(4)	Overreplenishments caused by erroneous replenishment input will be corrected as follows: 

(a)	Prepare OF 1114, Bill for Collection, for the amount of the overreplenishment, identifying the item(s) that created the overreplenishment. 

1.	If the overreplenishment is determined to apply to an appropriation account prepare a TC 938.00, Receivable Refund, indicating control point, cost center and subaccount being credited to offset the appropriation overreplenishment charge.  Prepare an SF 215, Deposit Ticket, and deposit the overreplenishment.  Prepare a TC 960.00 to record the deposit and liquidate the Receivable Refund. 

2.	If the overreplenishment applies to Personal Funds of Patients or General Post Fund, prepare a TC 939.20 or 939.17 respectively to record the Receivable in General Ledger Account 1218.  Prepare a TC 960.00 to record the deposit and liquidate the Receivable. 

e.	Collections 

(1)	Checks and other negotiable instruments will be endorsed according to MP-4, Part I, paragraph 2B.10, using deposit symbol 36001200. 

(2)	Collections will be deposited with the CALM facility's local depository or Federal Reserve bank, as appropriate. 

(3)	SF 215, Deposit Ticket, will be completed and distributed according to MP-4, Part I, paragraph 2B.11, using agency station symbol 36001200.  The confirmed copy will be retained at the field facility. 

(4)	A TC 960 will be completed and input to record the deposit of collections as follows: 

(a)	If collections are hand carried for deposit, TC 960 will reflect the day of deposit. 

(b)	If collections are mailed for deposit, TC 960 will reflect the day on which the deposit was mailed.  Since deposit activity is reported on a date presented or mailed to bank as opposed to the confirmed date basis, follow-up TC 960 will not be input upon receipt of the confirmed SF 215.  The file of open memorandum copies should be reviewed periodically to assure that the confirmation copy of the deposit ticket is received within a reasonable time and appropriate follow-up taken with the depository. 

(c)	SF 215, Deposit Ticket, amounts will not be split between two 960 transactions.  It must be recorded on one transaction within the limitation of 38 line items.  Additional deposit tickets must be used if more than 38 line items are required or more than 38 line items will be affected.  The agent cashier should also insure that no more than 38 PAT records will be affected on an SF 215 deposit.  This requirement is necessary in order to permit the AFC SF 224 unit to reconcile collections as reported on the SF 224, Statement of Transactions, with deposits clearing the banking system.  If a reject occurs, the entire transaction must be resubmitted.  The reject item(s) will not be entered on a separate transaction as this will cause the 'Deposit Amount' on the transaction to be different from the amount shown on the SF 215 that was reported to the depository. 

(d)	Deposit transactions processed in error must be reversed using  TC 961.  This includes SF 1081 receipts erroneously processed as a deposit with TC 960.00.  When SF 215 deposits are recorded with TC 960.81, they must be reversed (action code) and resubmitted with TC 960.00.  Processing of a TC 960 with an incorrect status code will result in an out-of-balance condition in the AFC SF 224 Unit with the Treasury Department. 

(5)	Cash Collections for Salary Overpayments relating to the current taxable year received from employees currently on the rolls will be deposited at the VA facility on 36F3875.  These collections will be transferred to the AFC PAID Unit on VA Form 4-5642.  Before forwarding to the AFC, the facility 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 employee's SSN.

(a)	Upon receipt of the VA Form 4-5642, the AFC 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.

(b)	Cash collections for salary overpayments pertaining to a prior taxable year received from employees currently on the rolls will be deposited at the VA facility directly to the appropriation or fund involved as a reduction of the receivable in accordance with Appendix I.

(6)	Uncollectible Checks.  Upon receipt of GFO Form 5504, or SF 5515, Debit Voucher, from the depository, the depositing station will prepare and input TC 961.  The quadruplicate copy, along with the uncollectible item, will be retained at the VA facility.  The agency symbol used on the debit voucher must be 36001200 if the original deposit was for a CALM fund or appropriation. 

12G.07  DISBURSEMENTS (97_ SERIES OF TRANSACTIONS) 

a.	All commercial vendors, fee dentists, transportation companies, and anyone for whom a TD Form 1099 MISC, Statement for Recipients of Nonemployee Compensation, should be assigned an identification number and have a master record established in the computer vendor file prior to payments.  Any changes or additions to the vendor file must be made by means of an administrative teletype to AFC.  AFC will assign an identification number for all commercial vendors and prepare the input.  Report 878, Vendor Records Established by TC 942.01, is generated to notify the field facility of assigned vendor numbers.  The identification numbers for fee dentists and natural persons will be assigned by the station using the SSN or tax identification number and submitted to the AFC for input.  These procedures must take place one cycle prior to payment input. 

b.	VA facilities will mail or electronically transfer receiving reports to the AFC where they will be matched with the invoice and money managed within CAPPS and processed to CALM for payment on the appropriate date.  Facilities paying their own certified invoices, temporary travel and/or subsistence vouchers will audit these invoices in accordance with MP-4, Part III and input the proper CALM TC 97_ transaction.  Those facilities having the AFC pay their certified and travel vouchers will mail these 'certified' invoices under transmittal control to their respective Division in Commercial Accounting Operation at the AFC for input into CALM.  These facilities will place the payment due Julian date in the upper right corner of the document. 

c.	This input will update general ledger accounts and subsidiary records.  Additionally, the computer will generate an SF 1166, Voucher and Schedule of Payments, and a payment list identifying the payments by schedule, vendor invoice number, facility number and amount.  The SF 1166 and a check issue tape will be delivered to the Treasury's Austin Financial Center.  Treasury will normally issue checks the day after receipt of the SF 1166 and check issue tape.  VA facilities will stamp the voucher 'PAID' when the transaction appears on the Processed Reference Listing. 

d.	All one-time payments to commercial vendors and other payments made on TC 972.11 (VA Form 4-5669, Vendor Claim/Invoice CALM Code Sheet), will be reviewed and approved for propriety by the Fiscal Officer or designee prior to the submission of a TC 972.11.  Facilities should endeavor to assign all commercial vendors a vendor ID number.  This procedure will facilitate responses to vendor inquiries. 

e.	The succeeding paragraphs specifically mention the types of payment input to be made by VA facilities.  Refer to Sections D, E and F of this chapter for coding instructions. 

(1)	Critical Payments.  Special procedures have been established for those instances when it is necessary to expedite payments to vendors because of unique circumstances.  These could include payments to small businesses to meet their payrolls, to irate vendors, to avoid a major discount loss, or to expedite congressional inquiries.  To accomplish such payments those VA facilities having the AFC make their payments will inform their Division Chief in Commercial Accounting Operations by telephone of their intention to use the critical payment procedure.  When concurred the VA facility will forward appropriate payment documents by FAX to the Division Chief who will have the payment audited and the payment expedited.  VA facilities processing their own payments will audit and process the payment locally.  The procedures prescribed for critical payments do not preclude the adherence of policies applicable to the Prompt Payment Act. 

(2)	Computer-Generated SF 1166, Voucher and Schedule of Payments.

TC 972, using status codes 01, 11, 21, 71, 81, 84 and 91 when input, become part of the computer-generated SF 1166.  Payments will be issued to the payee indicated by the vendor ID number or the name and address fields.  A separate transaction must be processed for each PAT record being paid. 

(3)	Veterans Administration Supply Depot and SIBAC (Simplified Intergovernmental Billing and Collection) 

(a)	Reimbursements to VA Supply Depot, Hines for supplies or services will be made in accordance with MP-4, Part V, Paragraph 3A.23h, except that stations will not prepare and forward an advance copy of the SF 1081 to the depot since the AFC, not the depot, processes the collection to ALC 36000793. 

1.	Hines Supply Depot forwards three copies of the Station Issue Listing (Report 804) for each VA facility to AFC.  AFC prepares the OPAC transfer, SF 1081, to pay ALC 36000793 and record the advance payments for each station billed.  One copy of Report 804 and SF 1081 are filed in the AFC, one copy of Report 804 is forwarded to the station.  The Supply Depot will post the OPAC transfer at their facility by reporting the receipt of the transfer on their SF 224.  The AFC will report the disbursing side of the transfer. 

2.	Federal Payments prepares consolidated SF 1081 based on Report 804.

3.	The AFC will establish all advance payments and make all offsets for all VA facilities.



(b)	SIBAC billings pertaining to CALM 8-digit pay station symbol 36001200 (Agency Location Code) are mailed to the AFC for recording in the agency accounts and reporting on the CALM SF 224.  The AFC will analyze the documents to ensure that the charges are identified to a CALM facility and the amounts charged are in balance.  If a portion of the bill is not identifiable to a VA facility, Austin will utilize the charge-back procedures. (See I TFRM 6-5000.)	All identifiable charges will be recorded as an advance payment against the respective VA facility's current fiscal year operating appropriation.  The facility is responsible for assuring that the items for which advances have been made are correct.  Should any line item charge(s) pertain to a non-CALM VA appropriation, an SF 1081 will be prepared by the field activity payable to CALM (36001200) for the advance.  Adjustments (credits) will be requested for other improper line item charges.  Field activities will not utilize charge-back procedures under CALM.  Field activities having identified an adjustment (credit) situation will convey sufficient information to the AFC  so that they may initiate and control all charge-backs under CALM.  VA facilities processing their own payments will liquidate their advances upon receipt of services or supplies ordered, a credit or a 'nonreceipt-no billing adjustment' voucher with TC 972.06 or 26.  The AFC will make the offset input for the other VA facilities (see par. 12G.09c(2), this manual). 

(4)	Employee Travel Advance.

(a)	All the requirements in MP-1, Part II, Chapter 2, Paragraph 17 must be strictly adhered to for travel advances.  The SF 1038, Advance of Funds Application and Account, must be completed in detail, signed by the official authorized to approve travel advances and forwarded to fiscal service.  A PAT number will be annotated on the SF 1038 and a TC 970.01 or TC 974.21 prepared and processed into CALM.  Subsequently, a check or cash respectively for the travel advance will be issued to the employee.  As directed by OMB, facilities should issue Citicorp traveler's checks to all Diners Club cardholders in lieu of travel advances for temporary duty travel.  VA facilities will make direct input to the CALM system for issuance of travel advance checks.

(b)	Facilities will be responsible for reconciling the SF 1038 file with accounting records (CALM Report 854).  Timely liquidation of employee travel advances continues to be the responsibility of the issuing facility.

(c)	Transfer of employee travel advances can now be performed by using TC 970.05.  This CALM transaction will be completed by the receiving station.

(5)	Employee Travel Claims 

(a)	Temporary duty travel vouchers may be audited and paid at a VA facility.  These documents will be retained and filed permanently at the facility.

(b)	For those facilities having the AFC make their temporary duty travel payments, these vouchers will be forwarded under transmittal control to the AFC for audit and processing.  The travel claims (SF 1012) must indicate in block 8b the amount of the advance to be applied and in block 17c the 3-digit station number and the 6-digit PAT reference number.  The amount in block 17c will be left blank.

(c)	All permanent change of station travel claims must be forwarded to the AFC under transmittal control for audit and payment processing.  The SF 1012, Travel Voucher, must be completed in detail showing the PAT number, any applicable advance number and the employee's social security number and the complete correct mailing address.  Permanent change of station travel claims will be paid by check.

(6)	Regional Medical Educational Training Center and Executive Training Center Travel 

(a)	Permanent Duty Station Procedures 

1.	Prepares VA Form 00-3036, Travel Authority for Temporary Duty, according to MP-4, Part V, Paragraph 3A.10.1 (host station's obligation to be used). 

2.	Issues SF 1169, U.S. Government Transportation Request (GTR), using host station's number and obligation number returning a copy to host station. 

3.	Travel advance will be issued by employee's station using a TC 970.01 or TC 974.21, preferably from same appropriation used to obligate the travel authority. 

4.	Audits travel voucher.  If advance is greater than claim, traveler deposits refund with agent cashier.  Block 17C must be completed.  If claim is greater, adjust advance to equal claim on TC 974.21 or have check issued on TC 970.01 increasing the original advance. 

5.	Prepares and completes input code sheet to be sent to the AFC along with audited voucher under transmittal control.  Attach the code sheet to the front of the audited voucher.  The input code sheet is TC 972.71 offsetting advance at employees permanent station.  (Second station number is permanent duty station number.)  A copy of SF 1012, Travel Authorization and code sheet will be sent to the host facility. 

(b)	Host Station Procedures 

1.	The travel orders will be obligated on TC 921.71 (including GTR portion). 

2.	Receives a copy of SF 1012, Travel Authorization, and code sheet from permanent station.  (No audit required.) 



(c)	VA facilities will mail applicable documents to the AFC for payment. 

(7)	Transportation Vouchers 

(a)	All carrier bills received at these VA facilities (Sta. 358, 793 and 794) will be audited by the facilities.  TC 972.85 will be prepared for each carrier bill being paid.  As the carrier claim payment transaction is paid, it is very important that the SCAC (Standard Carrier Alpha Code) be on the SF 1113, Public Voucher for Transportation Charges, and the Carrier Bill Number is placed in the 'Invoice or Bill No.' field.  The data in the 'Invoice or Bill No.' field will be printed on the system-generated enclosure card(s) that is/are mailed with each check payment (Figure 12G.1).  The enclosure card will be used in lieu of the 'tear sheet' from the SF 1113 for identifying the payment to the carrier.  The carrier vouchers must be grouped and a facility control number placed in the upper right corner next to Bureau Voucher No.  This number is for facility reference only and is assigned at their discretion.  The completed transaction, attached to the original carrier bill, will be mailed to the AFC under transmittal control.  The payment input will be made at the AFC using TC 972.84 and the SF 1166, Voucher and Schedule of Payments. with supporting document(s) will be mailed to GSA in accordance with paragraph 2H.03 of this manual.

(b)	Carrier bills received at all other VA facilities will be reviewed by VA facilities verifying that the correct information is entered on the GBLs and GTRs, i.e., station number, PAT number, appropriation, subaccount and amount to be liquidated, if applicable.  The 'Bill Charges To' block on GBLs and GTRs must contain the address of the VA facility responsible for the billing.

(c)	VA facilities will assign the PAT number, appropriation and limitation to the Transportation Request or Government bill of lading.  These documents will then be mailed under transmittal control to the AFC for audit and payment.  NOTE: When a supplemental claim is received for storage of household effects, VA facilities must have an obligation established to cover this expense before TC 972.85 can be processed. 

(8)	Consultant and Attendings System.  The Consultant and Attendings system is maintained at the AFC.  Procedures for the operation of the system are as follows: 

(a)	The Consultant and Attending Visit Records (VA Form 10-2418a) will arrive in Fiscal Service the first workday of each month. 

(b)	Accounting must input TC 951.31 or TC 959.01 by the third workday of the month to record the accrual.  Sufficient amounts must be obligated and accrued to cover subsequent payment. 

(c)	By the fifth workday, the C&A visit record cards must be transmitted to the AFC for all VA facilities.  The cards will update statistical information in the C&A system and generate TC 972.21 for the CALM system.  The TC 972.21s will be held on tape until approximately the eighth workday and then run against the CALM obligations.  The date the tape is processed will be controlled by the AFC (no station input is required).  Since the TC 972.21 will be generating the checks and updating the CALM records, the TC 972.75 should no longer be input except as mentioned in subparagraph (g).





(d)	All TC 972.21 transactions generated by C&A input rejects for VA facilities will go to the AFC only.  The AFC will contact the field facilities PAID control point for assistance in turning around the rejected TC 972.21. 

(e)	All VA facilities should post the payment (TC 972.21) on the 1358s on the day the pay cards are transmitted to the AFC for payment. 

(f)	For canceled or remailed checks, the first consideration must be to determine if the check is for a C&A.  If a C&A check has an incorrect address, follow existing procedures to have the check remailed and make input to the C&A system to change the address.  If a check cancellation involves a C&A, an OF 41 must be included with the correspondence sent to the AFC.  The OF 41 (original plus a copy) will state the cancellation is for a C&A and include obligation number paid from, reason for cancellation, C&As name and SSN.  The additional information required for cancellations is necessary since the cancellation must be recorded by the AFC in both the C&A and CALM systems.  Notify Government Accounts Division to adjust the number of visits by month and dollar amount assuring a valid 1099 is generated.

(g)	Only the AFC is authorized to make payments to consultants and attendings outside the C&A system.  If it is necessary to process an emergency payment before the next regularly scheduled C&A payment cycle, the station Fiscal Service will contact the AFC Government Accounts Division for assistance.  Emergency payments will be confirmed by teletype. 

(h)	The table used by the C&A system and the table to be used to assign obligations in CALM is as follows: 

Medical Care Appropriation 

Cost 	Obligation 	Cost 	Obligation  

Center	Number	Center	Number

 			

8201	A_001A	8243	A_001U 

8202	A_001B	8244	A_001V 

8203	A_001C	8245	A_001W 

8204	A_001Y	8246	A_001X

8211	A_003A	8247	A_002W 

8212	A_003B	8248	A_002D 

8221	A_001D 		

8222	A_001E	8252	A_001Z 

8223	A_001F	8265	A_002E 

8224	A_001G	8266	A_002J 

8225	A_001H	8269	A_002K 

8226	A_001J		

8227	A_001K		

8228	A_001L	8272	A_002F 

8229	A_001M	8273	A_002G 

8231	A_001N	8274	A_002H 

8232	A_001P	8281	A_002L 

8233	A_001Q	8285	A_002M 

8234	A_001R	8286	A_002A 

8235	A_002T		

8236	A_002U	8401	A_002N 

�

Cost 	Obligation 	Cost 	Obligation  

Center	Number	Center	Number

 			

8237	A_002V	8403	A_002S

		8409	A_002B

		8501	A_002P

8241	A_001S	8561	A_002Q

8242	A_001T	8575	A_002R



Research Appropriation 



8101	D_ 001A		

		8119	D_001M 

8103	D_ 001C	8121	D_001N 

8104	D_ 001D		

8105	D_ 001E	8123	D_001Q 

8106	D_ 001F	8124	D_001R 

8107	D_ 001G		

8108	D_ 001H	8132	D_001T 

8109	D_ 001J	8134	D_001U 

8110	D_ 001K 		



NOTE:  The second digit of the obligation number must reflect the fiscal year. 

(i)	At the end of the fiscal year all obligations for consultants and attendings must be adjusted to reflect actual cost and accrued accordingly.  No balances can remain in undelivered orders at the close of the fiscal year for consultants and attendings. 

(9)	Personal Funds of Patients (PFOP - Check Payments.  The following procedures will be used for disbursement of patients funds by check. 

(a)	PFOP Check Payments at facilities making their own payments.  The patients' fund clerk will review the VA Form 10-2920, Authorization for Release of Patient's Funds, and/or, VA Form 10-1126, Withdrawal of Personal Funds, in accordance with present procedures, record the transaction on the VA Form 10-1083, Patient's or Member's Account Card, and send the voucher or authorization to accounting.  A TC 972.11 (VA Form 4-5669) will be prepared according to the instructions in Section F.  The reference number will be a separate series of sequential numbers beginning with 01 each fiscal year, for example PF0001.  Annotate the original document with the process reference listing date, transaction type, status code, reference number and retain in the Paid File at the VA facility. 

(b)	PFOP Payments made by the AFC.  PFOP check payments will be made in accordance with subparagraph (a) above except the payment transaction will be approved by the Fiscal Officer or designee and mailed to the AFC under transmittal control for input.  Where PFOP payments are being made to a commercial vendor in behalf of a patient, the vendor billing will accompany the payment transaction mailed to the AFC. 

(c)	Funds of deceased patients deposited to the General Post Fund in accordance with MP-4, Part I will be recorded by input of TC 972.16.  General ledger account entries for both funds will be made simultaneously.  If the AFC is making the payment, those VA facilities will mail the SF 1081, under transmittal control, to the AFC for recording.  All other facilities will transmit their own TC 972.16. 

(d)	Payment from PFOP account to next of kin that resides in a foreign country will be processed in accordance with MP-4, Part I, a TC 972.11 will be input to produce a check payment.  If the AFC is making the payment, those VA facilities will mail the SF 1081, under transmittal control, to the AFC for recording.  All other facilities will transmit their own TC 972.11.

(e)	Proceeds from social security checks deposited, after the death of a beneficiary, to Personal Funds of Patients account is required to be refunded to Social Security Administration.  All facilities will adhere to the following procedures:

1.	Prepare TC 972.11 for amount to be refunded. 

2.	Prepare a letter to Social Security Administration, Baltimore, Maryland, listing the deceased payees name and address, social security number, date of death and amount of check(s) refunded. 

3.	Mail transaction and letter under transmittal control to the AFC for input. 

4.	The letter must be mailed with check to identify refund. 

(10)	Foreign Payments To Be Paid in Foreign Currency.  All payments to be made in foreign currency should be sent to the AFC.  An SF 1166 will be prepared by Commercial Accounting Operations and forwarded to Treasury.  An SF 1221 confirming the payment will be sent by the embassy to the AFC SF 224 Reports Section.  Copies of the SF 1221 information will then be forwarded to Commercial Accounting Operations from the Reports Section.  Commercial Accounting Operations will be responsible for inputting the necessary TC 972.05, TC 928.03 and TC 928.01 transactions to record the payment. 

(11)	Foreign Country Vendors To Be Paid in/U.S. Currency.  When a payment is being made to a vendor in a foreign country (including Canada) in U.S. dollars, the procedures outlined in 12G.07b will be followed with minor adjustments in the coding of the 97_ series of transactions.  The 'Second Address Line' will be coded with the city and 'City' will be coded with the name of the country.  Code in two alpha characters in the 'State' field that do not form an abbreviation of a State.  Fill the 'ZIP Code' field with five zeros. 

(12)	Outpatient Fee-Basis System 

(a)	Instructions on the operation and maintenance of the Fee-Basis System for Medical, Pharmacy, and Beneficiary Travel are contained in M-1, Part I, Chapter 18.  Instructions regarding auditing of vouchers are contained in MP-4, Part III, Chapter 3.  The following instructions pertain only to processing of  payments upon receipt of the computer-generated Report 12007, Stored Linkage  Input Processing Status, in Fiscal Service. 

(b)	Payment instructions upon receipt of Report 12007 are as follows: 

1.	For facilities making their own payments

a.	Input TC 994.01 to delete specific fee payment or payment when necessary.  If a deleted payment will be made at a later date with no change in statistical data a TC 972.21 will be coded to make the payment.  If payment will be made with changes in statistical data the previous input must be removed and payment will be made from a new card input.  Stations must not process delete transactions and pay transactions pertaining to the same group prefix number on the same day.  The delete transactions should appear on the Processed Reference Listing before releasing the payment transaction. 

b.	Input TC 994.02 when an entire batch is to be deleted such as in the case of erroneous dual transmission. 

c.	Input TC 994.10 to pay an entire group with the same prefix number, or after a day's delay, to pay remaining items after deletion has processed. 



d.	A TC 994.00 may be input to cancel processing of current day's TC 994.10 or TC 994.90 when and if necessary. 

e.	A TC 994.90 to delete several stations entire groups of records will be input only by Central Accounting. 

f.	Transaction codes in the 994 series will be batched and input separately from CALM input.  TC 999, Batch Control Code Sheet, will be used for batching.  However, the field designated System Identifier must be changed from 'CLM' to 'FEE' to permit processing in the Fee system. 

2.	The AFC making payments 

a.	Instructions for the processing of TC 994 and TC 999 series are essentially the same as described in previous paragraphs except that the transactions are prepared and input by the AFC. 

b.	Communication between the station and the AFC is essential in order for the AFC to prepare and input transactions in a timely manner.  Invoices must be forwarded promptly after station actions are completed.  All invoice batches on a listing will be forwarded under one transmittal.  Payment cannot be made by the AFC until receipt of all batches on a listing.  Since invoices for Medical and Pharmacy are at the AFC, deletions, adjustments, and payments will be accomplished by that office.  Since Beneficiary Travel information is reviewed and certified by Medical Administration Service, the facility Fiscal Service will send an administrative teletype to the AFC (0474C) authorizing payment action for the travel payments.  When a Beneficiary Travel payment needs to be adjusted or deleted, the station will include the necessary information in the teletype that would allow proper payment of the travel.

For Example: 

RECORD		AMOUNT	APPR	VET'S 

PREFIX	NUMBER	ON LIST	AMT	NAME 

				

321T(*)	1000226	14.44	12.44	J. DOE 

				

(*)	M-Medical	T-Travel		

	P-Pharmacy	D-Dental		

	C-Contract	N-Community		

	  Hospital	  Nursing Home		

	K-Dialysis	R-Reimbursements		

				

(c)	Postings to VA Form 4-1358, Estimated Miscellaneous Obligation or Change in Obligation, will be accomplished at both Modified and Full CALM stations at the time payment appears on the Processed Reference Listing, RPO 829, using the processed date as the posting date to record payment data. 

(d)	It is important that the vendor identification number in the Fee system and CALM system be in agreement for payment to process.  If not in agreement payment transaction will reject. 

(e)	Fiscal Officers are requested to act promptly upon receipt of a computer-generated Report 12007 so that payments may be processed promptly and thus avoid interest payments to and inquiries from vendors. 

�(f)	The following reports are generated by the Fee system: 

Report No. 	

12001	Fee Basis Control Reject Listing 

12002	Outpatient Fee Payment Listing-Pharmacy

12003	Outpatient Fee Payment Listing-Medical 

12004	Outpatient Fee Payment Listing-Travel 

12005	Register-Vendor File Update Listing-AFC only-Hard Copy.

12006	Linkage Input Control File Deletion Records 

12007	Stored Linkage Input Processing Status 

12008	Fee Basis Generated Type 942 Input-AFC only-Hard Copy.

12009	Basis Input Reject Listing 

 

(g)	The Fiscal Service will be responsible for correcting all error rejects that appear on Reports 12001, 12002, 12006, 12007, 12008 and 12009. The reject codes that will appear are: 

086	This error message is generated after input of a TC 994 if one or more of the following conditions exist.  Input status code is not 00, 01, 02, 10, or 90.  If input status code is 90 and input station number is 002, the transaction must be input by the VA Automation Center (AAC), Austin, TX. 

	

087	This error message is generated after input of a TC 994 if one or more of the following conditions exist:  If input status code is 90, the top line station number must be 002. 

 	

	If input status code is 00, 01, 02, or 10, the input station number must be compatible with the input routing indicator. 

	

	If input status code is 02 or 10 and input station is Modified CALM, the routing indicator must be for the AAC or must be compatible with input station number. 

	

	If input status code is 00 or 01, the routing indicator must be for the AFC or must be compatible with input station number. 

	

	If entire Interface Record Identification field is filled (Group Number and Individual Record Number), status code must be 01. 

	

087	Error #087 is also generated after input of a TC 942 or TC 972 if station number is not valid. 

088	Invalid transaction format or 'FEE' not in first three positions. 

	

089	Invalid transaction date. 

	

090	Invalid reference number. 

	

091	Duplicate data entry. 

	

092	One or more type 994 transaction fields are in error, the error message displays only the erroneous fields. 

093	Vendor ID contains blanks. 

	

094	Vendor record is already in file. 

	

095	Vendor ID is not in vendor file. 

	

096	Invalid vendor ID. 

	

097	Invalid stub name. 

	

099	Stub name in file not in agreement with transaction. 

	

100	Duplicate address transactions (add or changes). 

	

102	Invalid amount. 

	

103	Vendor record flagged - No payments permitted except offsets. 

	

104	Warning - PAT reference number not in file for batch.  Establish a PAT record for this transaction before payment input. 

	

105	Reject - PAT reference number not in file for transaction. 

	



(h)	The Medical Administration Service is responsible for correcting all error rejects that appear on Reports 10001, 10002, and 10003.  These error reject messages and explanations will be incorporated in the next manual change to M-1, Part I, Chapter 18. 

(13)	Payments to the U.S. Treasury for Repayment of Substitute and Settlement Checks.  In connection with recertification, a new agency budget clearing account (36F3880) was established in which Treasury will enter credits (cancellations, reclamation funds and unobtainable photocopies) and charges (both checks paid and checks paid over cancellations).  The use of SF 1081 for CALM payments to Treasury has been discontinued.  In some instances Treasury Disbursing centers will continue to issue substitute and settlement checks in accordance with TFRM 4-7055.25.  A SF 1081 will be prepared in the following manner.

(a)	The SF 1081, Voucher and Schedule of Withdrawals and Credits, will be prepared using ALC 36001200 in the 'Customer Agency' side.  The 'appropriation, fund, or receipt symbol' will be 36X6875 or 36F3875 as applicable.  The Treasury portion of the SF 1081 will be prepared as follows: 

 

'Billing Agency':. 	

	

Agency Location Code (ALC)	20180009 

Department	U.S. Treasury 

Bureau	FMS/CCG 

Address	P.O. Box 1849

	Hyattsville, MD 20788 

	

Appropriation, fund, or	20F3875.99 

receipt symbol 	



(b)	With data obtained from GFO Form Letter 1019a received from the BGFO's Division of Check Claims, the station prepares on SF 1047, Public Voucher for Refunds, for station records and an SF 1081 for transmission to the AFC SF 224 Report Section.  The 'Details of Charges' section must list each individual payee by PAT record number, name, check number, 4-digit Treasury symbol number, check amount, and VA claim number.  The SF 224 Reports Section will keep one copy of the SF 1081 and forward a copy to FMS/CCG at Treasury.  Treasury will withdraw the funds from 36F3880 and return an accomplished copy to the SF 224 Reports Section.  The Reports Section will input a TC 972.04 and TC 928.03 in suspense and a TC 928.01 in 36F3880 to record the entry into CALM.

12G.08	MISCELLANEOUS OPERATING PROCEDURES 

a.	TD Form 1099 MISC, Statement for Recipients of Non-Employee Compensation.  Calendar year payment data required for TD Form 1099 MISC will accumulate in the computer at the AFC as check or electronic payments are made to recipients.  When cash payments are made to payees who should receive a TD Form 1099 MISC, all VA facilities must prepare TC 979 to update the payee's payment record.  The transaction will be submitted to the AFC under transmittal control as payments occur, but no later than CALM end of calendar year processing during the last week of December.  At the end of each calendar year, the TD Forms 1099-NEC will be computer generated and mailed by the AFC to the payees.  Include vendor's complete name in the lower portion of the VA Form 4-5696, and ensure that the vendor has been established in the CALM Vendor File prior to submitting the 979 transaction. 

b.	Special Deposit Suspense.  VA facilities will continue to maintain subsidiary records for Special Deposit Suspense items by name and amount.  Reconciliation to the control accounts will be made monthly by the VA facility.  A computer subsidiary list of suspense items will be provided monthly by reference number and amount to expedite reconciliations.  The PAT number must be available on the documents supporting payments from the suspense account.  If the AFC is making the payments, the VA facility will mail these documents to the AFC under transmittal control for payment input.  All other facilities will make their own payment input. 

c.	Report 833, Excess Supply Fund Disbursing Authority.  At the end of each month any excess Supply Fund disbursing authority will be transferred to Account 47-1019 Disbursing Authority-Central Office Reserve.  Selected Supply Fund general ledger account balances are transmitted by teletype to the facility on the last workday before the end of the calendar month as Report 833.  Facility accountants will use this data to estimate the excess disbursing authority to be transferred from Account 47-1012 to 47-1019.  An OF 1017G will be prepared to support the accounting entry.  Input will be coded on TC 923.06.

d.	Report 860, Accounting Reconciliations.  Report 860, Accounting Reconciliations provides the VA facilities a computer-generated reconciliation of: (1) Applied Cost and Accrued Expenditures, (2) Source and Application of Funds, (3) Reimbursement and Income Accounts, (4) Allotment Accountability Accounts, (5) Verification of October 1 Opening Balances, (6) Disbursing Authority Advanced or Withdrawn, (7) General Ledger Account 1721 and 4011 to the Operating Ledger and (8) Employee .007 Travel Subaccounts to General Ledger Account 2229.  The reconciliations are accomplished daily and reported on an exception only basis.  Any entry shown in the amount column other than zero indicates an out-of-balance condition and requires corrective action.  Station accountants are responsible for identifying difference, and taking prompt action to make correction. 

e.	Report 865, Reconciliation of General Ledger Accounts.  Report 865 is the reconciliation of subsidiary accounts and appropriation accountability accounts to the general ledger control accounts.  These reconciliations are listed by exception only and received at the facility the last week before the end of the month.  Differences indicated must be corrected promptly by the VA facility Chief Accountant. 

f.	Report 889, Analysis of CALM Pending Transaction File.  This report ages all active PAT records from the Date of Last Update to current report date.  This report is designed to assign those records with the greater interval between these two dates with a greater weight.  This report will be generated at the same time as Report 865.  Fiscal Officers will review this report and initiate necessary action to examine all old PATs, especially those over a year old, to determine their validity. 

g.	Aging of Accounts.  Aging of undelivered orders and accounts payable is accomplished by the computer.  When a PAT record is 60 days old, an asterisk will be placed to the left of each J, T, or W type record in the CALM master file.  The asterisk by the PAT record indicates the possibility that follow-up action may be in order. 

h.	Cost of Ancillary/Medical Services Support of Medical Research Programs.  The basis for ancillary Medical Services support is stated in paragraph 6C.07 of this manual.  A OF 1017G, Journal Voucher, will be prepared in the amount to be charged to the Medical Research Program.  An accounts payable will be established by TC 921.10.  A receivable will be established in the Medical Care Program by TC 930.04.  The accounts payable will be offset against the accounts receivable by TC 972.06.  If the AFC is making the payments, the VA facility will mail a copy of the OF 1017G to the AFC for input of the TC 972.  The PAT numbers for both the accounts payable and the accounts receivable must be included on the OF 1017G.  All other facilities will input their own TC 972. 

i.	Service and Reclamation Charges.  Obligations of reclamation charges will be established in the undelivered order file by the TC 921.00 input.  The VA form 90-134, Combination Requisition and Shipping Ticket, will be the basis for liquidating the undelivered order and establishing the accounts payable by the TC 924 input.  VA Form 1033, Interoffice Transfer Voucher, will be the basis for establishing the Supply Fund receivable for the reclamation service and will be recorded by the TC 938.54 input.  The TC 972.06 input will record the offset of accounts payable against the accounts receivable.  If the AFC is making the payments, the VA facility will send the VA Form 1033, with both the payable and receivable PAT file numbers indicated thereon and the VA Form 60-134 attached, to the AFC for the TC 972.06 input.  All other facilities will make their own offset input. 

j.	Settlement of Deceased Employee Account.  The procedures in MP-4, Part II, and MP-6, Part V, supplement No. 2.3 will apply to CALM facilities with the following modifications: 

(1)	Checks on hand at VA facilities to be returned to the Treasury's Austin Financial Center will be listed on VA Form 1409, Transmittal-Checks Returned to Agent Cashier.  A copy of the form will be provided the AFC.  The column 'Reason for Return' on the VA Form 1409 must give a complete explanation of the circumstances. 

(2)	The AFC will prepare and record the SF 1098, Schedule of Undelivered Checks or Undelivered Check.  A separate PAT record will be established by the AFC in the facilities suspense account 36X6875 for each canceled check. 

(3)	Upon receipt of a valid claim, the VA facility will prepare an SF 1154, Public Voucher for Unpaid Compensation Due a Deceased Civilian Employee, to pay the amount to the claimant(s).  Accounting must first request the AFC to establish the claimant(s) as a natural person in the CALM vendor ID file utilizing the claimant's social security number and stub provided by the station's Payroll activity.  In order for the CALM system to produce TD Form 1099 MISC for income tax purposes.  Accounting must use the claimant's established vendor ID number on the 972 payment transaction.  The PAT number, ID number and stub will be annotated on the payment voucher for the input of the TC 972.  VA facilities having the AFC make their payments will mail the payment voucher to the AFC for payment input.  All other facilities will make their own input.  After the TC 972 is processed the claimant's payment record in the CALM system must be updated to reflect the gross amount of the unpaid compensation.  The station's Payroll will provide accounting with VA Form 4-5696, Adjust 1099 Amount-CALM Code Sheet.  This transaction will adjust the TD 1099 MISC record by the amounts deducted for retirement, health and life insurance.  Accounting will send the VA Form 4-5696 (CALM Code Sheet) under transmittal control to the AFC for input.  Upon completion of the above, the CALM system will automatically generate TD Form 1099-MISC at the end of the tax year for the gross amount of unpaid compensation and not the amount that was actually paid by check.  (TD Form 1099-MISC will be issued only when gross amount of unpaid compensation is $600 or more.) 

k.	Undeliverable or Cancelled Checks.  If an undeliverable check or check to be canceled is received at a VA facility, the following procedures will be applied. 

(l)	After stamping the check 'NOT NEGOTIABLE' a VA Form 1409 will be prepared by the facility Fiscal Service.  List each check and all pertinent data that may be available in the column 'Reason for Return.'  Mail the VA Form 1409 and applicable checks to the Agent Cashier, AFC. 

(2)	The SF 1098 will be prepared by the Treasury's Austin Financial Center from which the checks were issued.  Upon receipt of the SF 1098 from Treasury, the AFC will promptly establish a separate PAT file for each canceled check in the VA facility Suspense Account 36X6875.  A copy of the canceled check document with PAT numbers will be sent to the applicable facility.  The AFC will be responsible for clearing the suspense account by reissuing the check to payee or transferring the amounts to the proper appropriation or fund for any check initiated from the AFC. 

(3)	Limited Payability Cancellation (Vendor Payments).  During the fourteenth (14) month after issuance, Treasury will identify and cancel all checks that have aged twelve months from the issue date during the previous month and are still outstanding.

(a)	The AFC will receive the Treasury Limited Payability Cancellation credits through the Government On-Line Accounting Link System/On-Line Payment and Collection (GOALS/OPAC) identified by each 8-digit ALC.  Upon receipt, the AFC will produce a detailed listing using the OPAC menu selection.  The listing will be used as a basis of recording the cancellation in the CALM system.

(b)	The proceeds of stale dated checks will be returned by the AFC to the applicable facility for action as stated in paragraph k(2), with the exception of checks under $25.  For checks under $25, the AFC will retain the funds in General Fund Receipt Account 361060 in Station 104.  Facilities will honor subsequent claims that may be presented for payment and utilize the General Fund Expenditure Account 20X1807 for this purpose.

l.  Expenditure Transfers 

(1)	A TC 973 is used to record expenditure transfers and adjustments between appropriations, funds, and receipt accounts.  In keeping with other standard CALM transactions, TC 973 automatically generates the appropriate General Ledger, Appropriation Ledger, Control Point, and Cost Accounting entries, as applicable.  It also generates an OF 1017G hard copy document (CALM Report 844) that is used by the AFC to support transfer of funds between accounts or appropriations and reconciliation of the nationwide SF 224, Statement of Transactions.  Stations will continue to prepare OF 1017G in accordance with MP-4, Part V, paragraph 2B.09 to document expenditure transfers and adjustments as appropriate. 

(2)	Cash Awards.  Transfer of cash awards within the VA will be on expenditure transfers.  The transferring station will prepare the OF 1017G and include the date of approval of VA Form 5-3469, Incentive Awards Approval Code Sheet, name(s) of the employee(s) and amount payable, using TC 923.07 to record the transfer and subsequent receipt in the receiving station's suspense accounts.  The receiving station will record the transaction using TC 973.11.  This 973 transaction will generate the PAID TT 45 and 46 entries. 

m.  Credit Memorandums 

(1)	Documents reflecting indebtedness of vendors, such as credit memorandums, will be maintained in Fiscal Service.  However, they will continue to be routed initially to the Acquisition and Materiel Management Office who will determine the appropriation or fund from the original order.  If the appropriation or fund is not identifiable, it will be determined by the last order placed with the vendor.  Fiscal will then assign the cost center and control point if necessary, and establish a receivable refund.  The document (credit memorandum) will be noted with the assigned receivable PAT pending account transaction number, date, transaction and status code used to establish the receivable.  This does not require the preparation of a OF 1114, Bill for Collection.  Accounting will keep a copy of the document for reconciling their outstanding receivables with general ledger control accounts monthly.  The credit document will then be forwarded to voucher audit at the VA facility or the AFC as applicable, who will maintain control of them as prescribed in MP-4, Part III, paragraph 2.07b. 

(2)	This file will be reviewed, at least monthly, and a list prepared on credit memorandums exceeding 30 days, showing PAT reference number, date established, vendor and amount.  The list will be forwarded to Acquisition and Materiel Management Service, and returned within 5 workdays, and noted with action to be taken.  If no future purchases are anticipated, and there are no outstanding payables with the vendor, Acquisition and Materiel Management Service will prepare and mail a OF 1114, Bill for Collection, to the vendor.  The copy of OF 1114 will be sent to Fiscal promptly for attaching to the credit memorandum.  The credit memorandum PAT number will be indicated on body of the OF 1114.  The original PAT record will not be changed.  Therefore, no accounting entries are necessary for the OF 1114, as they have already been made from the credit memorandum.  When accounting receives the matched payment document from voucher audit, they will offset the payable against the receivable by means of a TC 972.06. 

(3)	If a credit memorandum is received for an item previously suspended on a payment to the vendor, the document should be attached to the paid voucher, and no further action is necessary. 

(4)	VA facilities having the AFC make their payments will attach the credit memorandum or appropriate document with applicable PAT number, YALD and amount to the receiving report before mailing to the AFC. 

n.  Transportation Request.  SF 1169, U.S. Government Transportation Request (GTR), will continue to be prepared in accordance with MP-1, Part II, Chapter 2, Appendix F. 

In order to accomplish payment through the centralized payment activity,  VA facilities will complete the 'Bill To' portion of the GTR with the address of VA facility responsible for the payment	The transportation request must indicate the PAT number, appropriation and limitation or analysis account under which the travel authority was obligated.

o.  Contracts Forwarded to the AFC.  As new contracts are negotiated, VA facilities having thr AFC make their payments will forward the Fiscal copy of the contract to the AFC under transmittal control.  Indicate appropriate P.O. Box by Division.  Facilities will retain the contracts if they make their own payments. 

p.  Responsibility for Correcting Errors.  The accuracy of documents processed through the CALM system must of necessity be the ultimate responsibility of the facility Fiscal Officer.  This is evidenced in MP-4, Part V, Paragraph 4A.05a which requires a certification signed jointly by the Fiscal Officer and the Director stating in part that the year end 'records accurately reflect the condition of all appropriations and funds.' This theory should prevail throughout the fiscal year.  Hence facility accountants should be aware of situations requiring adjustment because of errors or otherwise.  Local adjustments should be processed immediately by the facility, but those involving the AFC input should be promptly reviewed and adjusted jointly by facility and the AFC accountants. 

q.  Procedures for Maintaining and Reconciling the Undelivered Order File.

(1)	VA facilities will continue to maintain an Undelivered Order File. 

(2)	The CALM system provides a computer-generated listing of Undelivered Orders (Report 850) at the end of each month.  In addition, the total of this listing is indicated immediately after the respective control account balance in the CALM Monthly Journal (Report 827). 

(3)	VA facility Fiscal activities will be responsible for conducting a quarterly inventory of the hard copy Undelivered Order File.  The quarterly inventory will include: 

(a)	A comparison of the documents to Report 850.  Any differences noted during the comparison will be resolved. 

(b)	An aging of outstanding items.  A follow-up should be initiated on any item remaining unliquidated beyond a reasonable time, such as 30 days past the anticipated delivery date. 

(4)	This instruction is not intended to change the requirements of MP-4, Part V, Paragraph 3B.03j which provides that the Undelivered Order File will be analyzed monthly for follow-up of documents outstanding an unreasonable length of time. 

(5)	A copy of the Report 850 furnished by the AAC may be used in lieu of FL 4-297 to accomplish review prescribed in MP-4, Part V, Paragraph 3B.03j. 

r.  The Accounts Payable File is maintained at the AFC as part of CAPPS.  Reconciliation of the accounts payable file will be the responsibility of the AFC for all payables residing in CAPPS and the field facility for those payables that do not reside in CAPPS, (i.e., subsistence). 

(1)	Each month, the VA facility Accounting Section is required to verify the control account balances with the computer subsidiary accounts payable listings.  Any differences will be identified and corrective action initiated. 

(2)	The verified subsidiary accounts payable listing will be initialed by the Chief Accountant and retained for review by Fiscal auditors. 

s.  Regional Office Transactions.  The following procedures apply to the recording of transactions common to regional offices under CALM. 

(1)	Unidentified Collections.  Unidentified remittances should not automatically be deposited to suspense but only as a last resort when the proper appropriation or fund cannot readily be determined.  However, suspense accounts are provided for deposit of remittances which cannot be identified or the appropriation or fund to be credited cannot be determined at time of receipt.  Adherence to these procedures will lessen the number of intra-VA transfers.  Unidentified collections will be deposited and recorded in the local facilities suspense account by TC 960.00.  VA facilities will make the input.  When the collections are identified as Compensation, Pension and Education or Mortgage Loan account payments, take the following action: 

(a)	Identified Compensation, Pension and Education Collections. Transfer the amount from suspense to Hines DPC by input of TC 923.01. 

(b)	Identified as Mortgage Loan Account Collections.  Prepare an OPAC transfer to withdraw amount from suspense.  Agency symbol will be 36001200.  The suspense PAT reference numbers will be noted on the SF 1081 and the VA facility will input TC 972.04.  The AFC will make input for VA facilities not making payments. Each ALC will report their side of the transfer on their SF 224.

(2)	Transfers From CP&E Payments to Special Deposit Suspense Account.  Amounts deducted from CP&E payments will be transferred to the regional office suspense accounts and recorded by TC 923.11.  The regional office is furnished a listing which identifies each item in the amount transferred.  Subsequently, disbursements will be made for such items as: income tax liens, insurance, or other Government indebtedness.  Process these transfers and payments according to the following instructions. 

(a)	VA facilities will record the VA Form 4-4564, Transfer of Disbursing Authority, by TC 923.11.  The PAT reference number must contain six digits or characters. 

(b)	When a check disbursement is made for items in the Suspense accounts an SF 1047, Public Voucher for Refunds, will be prepared and retained to support the disbursement(s). 

(c)	When a payment is made to the Navy Finance Center or other military service and the payment is applicable to DIC (Disability Indemnity Compensation), the 'Invoice or Bill No.' field of the TC 972 must be coded with the named individual's social security number followed immediately by the first seven letters of the individual's last name.  The SF 1047 no longer need be forwarded to the Navy Finance Center or other military service organizations unless requested by them.  If the AFC is making the payments, those VA facilities will mail the SF 1047 to the AFC under transmittal control for TC 972 input.  All other facilities will make their own TC 972 input.

(d)	Each time a disbursement is processed the listing of suspense items furnished by the CP&E system will be annotated.  The items remaining on the listing should be in agreement with the balance in the PAT record.  Reconcile the subsidiary balances to the control account monthly. 

(3)	Collections for Trainee Tools.  OF 1114, Bill for Collection, will be issued for trainee tools and recorded into CALM according to the following instructions. 

(a)	The OF 1114 will be issued and the receivable established by TC 939.01 for current year; use TC 939.02 for prior year. 



(b)	A TC 939.03 will be input to record the transfer of receivables to another facility. 

(4)	Billings That Apply to Different Appropriations.  Billing for books, supplies and equipment, plus a handling charge are received at regional offices.  They are funded from Appropriation 36X0137, which is not a CALM appropriation.     The following procedures apply to record these payments. 

(a)	Upon receipt of invoices and after audit, the entire payment will be made from Appropriation 36X0137.  Accounting entries will be: 



Debit	4042	(Amount of invoice less handling charge) 

Debit	1217	(Amount of handling charge) 

		

Credit	1012	(Total amount of invoice, including 

		handling charge) 

		

(b)	Prepare an OPAC transfer to liquidate the receivable established for handling charges.  The PAT reference numbers will be noted on the OPAC document and applicable side of the transfer on the SF 224. 

(c)	If the AFC is making the payments, those VA facilities will mail the SF 1081 to the AFC under transmittal control for recording and forwarding to the Treasury's Austin Financial Center.  All other facilities will mail the SF 1081 to the Treasury's Austin Financial Center and input TC 972.04, 14, or 24 as appropriate.

(5)	Regional office employee travel that is chargeable to both CALM and non-CALM appropriations should be claimed on separate vouchers.  One should include only those expenses chargeable to CALM appropriation 36_0151; the other voucher should include only those expenses chargeable to the non-CALM appropriation. 

(6)	Deposits applicable to both CALM and non-CALM appropriations will be recorded according to the following instructions. 

(a)	Deposit the entire amount to 36X4025 with the amount applicable to the CALM appropriation being recorded in Suspended Credits, Miscellaneous Account 2085.4. 

(b)	Prepare an OPAC transfer indicating the Regional Office Agency Symbol and 36X4025 on the 'Withdraw From' side.  The 'Pay To' side will have Agency Symbol 36001200 and Appropriation 36_0151. 



t.  Vendor Inquiries 

(1)	VA facilities have the capability to access the CALM Payment History file.  This file is maintained on IDMS and is accessible at the AAC.  Payment records are updated daily and may be searched for the past 13 months.  See Chapter 12J for access instructions to this and other valuable files.  If the information required is prior to this 13-month period, VA facilities who have the AFC process their payments should forward all pertinent documents to their respective Commercial Accounting Operations Division.  Prior to submission of these documents, every effort should be made to resolve vendor inquiries based on CALM Report 870P (Payment History PAT ID by Station).  Research conducted by field station personnel should be annotated to prevent research duplication by the Vendor Inquiry Unit.  Upon receipt, the AFC will resolve these inquiries directly with the vendor in a timely fashion. 

(2)	Facilities making their own payments are responsible for servicing their own vendor inquiries.  The information on the IDMS Payment History File and the CALM Report 870P contains sufficient data to answer inquiries at the station level thereby keeping to a minimum contact with the AFC and tracer action to Treasury.  If more information is needed such as check number, date and amount or breakdown of a composite amount an OF 41 may be submitted to the respective AFC Austin Division giving the schedule number, batch number, vendor name, ID number, and amount from your stations payment history file (CALM Report 870P). 

(3)	The following procedures apply to all CALM facilities in requesting payment history data and related information from the AFC in connection with investigations and hearings by an agency of the United States Government. 

(a)	Inquiries will be submitted in writing to the Chief, Finance Division. 

(b)	The request should contain: 

1.  Investigative agency involved. 

2.  Nature of the investigation or hearing. 

3.  Specifics concerning the information requested, such as the period of time(s), and related CALM vendor identification number(s). 

(c)	Upon receipt of the request, the AFC personnel will begin collecting the requested information and provide other coordinative action necessary with the U.S. Treasury Department. 

(4)	Request for 'tracer action' of checks in connection with a vendor inquiry received should be used only in circumstances where, after payment history data (i.e., schedule number/check number and composite check breakdown) is provided, vendor continues to claim nonreceipt of check.  VA facilities may initiate 'tracer action' directly to Department of the Treasury, Division of Disbursement, P.O. Box 2907, Austin, TX 78767.  Sample form letters for check tracer procedures are available in a packet entitled 'Payment Inquiry Guidelines'.  These guidelines may be obtained upon request from your applicable AFC division.  Briefly, 'tracer action' to the U.S, Treasury Department will issue a substitute check in those cases where the original check has not been negotiated or issue a photocopy of the original check if negotiation has occurred.  Request for photocopies of checks without 'tracer action' should be used to validate the payee and dollar amount paid in connection with a hearing, investigation, or actions involving outstanding liabilities due the VA agency such as outstanding bills of collection. 

u.	LOG/CALM Linkage 

(1)	LOG I control and processing programs have been modified to selectively summarize and create CALM input transactions.  The LOG linkage transactions are summarized, edited, and reformatted, creating an output tape.  This tape in CALM transaction format becomes an input tape to the next appropriate CALM cycle. 

(2)	The processing of the LOG/CALM linkage for sale of Supply Fund inventories converts the items to CALM TC 920s.  The LOG I Report 115, 'CALM Reject/Change List', is generated to reflect incompatibilities between cost centers and subaccounts by station.  When a subaccount is not valid for a given cost center, LOG I will substitute a valid subaccount compatible with the cost center and process the transaction through the interface.  The substitution is listed on this report for information only.  In the event that a cost center is invalid, no substitution occurs and the transaction is rejected by CALM.  The station Fiscal activity must input a manual transaction to record the transaction into CALM.  The invalid cost center on the Supply LOG input must be corrected to avoid future rejects in CALM. 

(3)	The processing of the LOG/CALM linkage for Supply Fund (posted) receipts will generate CALM TC 922s.  Both initial receipts and adjustments will be linked. 

(4)	All linked transactions will appear on CALM Report 829, Processed Reference Listing, as an TC 820 or TC 822, as applicable, to distinguish it from a non-linked transaction. 

(5)	All transactions not covered by the LOG/CALM linkage will continue to be recorded in the usual manner. 

v.  Preparation and Processing of SF 1081, Voucher and Schedule of Withdrawals and Credits.  The Department of the Treasury's BGFO (Bureau of Government Financial Operations) has changed the SF 1081 and accompanying accounting procedures for accomplishing interagency payment/collection transactions.  Instructions and an illustrative example are contained in 1 TFRM 2-2500, Chapter 2500.  Implementing instructions are contained in paragraph 2C.04 of MP-4, Part V.  However, in accordance with II 00-89-03 dated March 14, 1989, OPAC transfers will replace SF 1081s where possible.  For those facilities that do not have OPAC access, the following procedure applies.  The following procedures will be used in processing the revised documents through CALM, except that paragraph 12G.07d (13) will be adhered to   for substitute check repayments to Treasury. 

(1)	Station as Billing Office.  In completing the four-part prenumbered SF 1081, as discussed in paragraph 2C.04c of MP-4, Part V, stations will add their 3-digit station number to the document number.  Amounts in the summary block must be supported in the detail section with PAT reference numbers, applicable YALD codes, and amounts.  The ALC for the Billing Office Block will be 36-00-1200 only for collections recorded on CALM's SF 224.  For collections which will be recorded on other than the CALM SF 224, field stations will use the applicable ALC.  Documents will be forwarded under transmittal control to the AAC Finance Division.  The signed and verified SF 1081 will be used as support for the receivable set up by the field station.  The original, duplicate and triplicate copies of the SF 1081 will be sent to the customer office.  The quadruplicate copy will be retained at the station for reference and any inquiries from the customer. Upon receipt of the triplicate copy (accomplished copy) from the customer, the CALM SF 224 Unit will reflect the collection in the VA's accounts by TC 960.81.  The SF 224 Unit will also input data by ALC and account symbol to update the agency' SF 224.  The collection will be reflected on the station's Processed Reference Listing (Report 829) to facilitate the transferring of the receivables in the open file to the paid file. 

(2)	Station as Customer Office.  Paragraph 2C.04e of MP-4, Part V discusses preparation of the SF 1081 by the customer office.  Station accounting staff must support amounts in the summary block with undelivered orders or accounts payable PAT reference numbers, applicable YALD codes and amounts in the detail section, For transactions affecting the CALM SF 224, the  original, duplicate and triplicate of the certified SF 1081 will be sent to the AFC SF 224 Unit at the address in paragraph (1).  Field stations will thus have to make a copy of the original to retain for their records.  Field stations must be careful to indicate the correct appropriation symbols to be charged. 

12G.09		VETERANS AFFAIRS FINANCE CENTER, AUSTIN, TX

 

a.	Operation of the accounting system is the responsibility of the Director, AFC.  This responsibility is divided between the Associate Directors for Data Systems Operations, Commercial Accounting Operations and Administrative Accounting Operations.  The following is a summary of activities divided between the AFC making payment and the field facilities making payments. 

(1)	The AFC Duties and Responsibilities for AFC payments 

(a)	Operations Support Division 

1.	Incoming or outgoing mail. 

2.	Preparation of schedules for undeliverable and check cancellations. 

3.	Maintenance of levy file. 

4.	Maintenance of paid voucher file. 

5.	Distribution of mail and reports within Commercial Accounting Operations and Government Accounts Division. 

6.	Maintenance of vendor file. 

7.	Certifying officer's review and payment certification. 

8.	Vendorizing of vendor mail. 

9.	Microfilming operations. 

(b)	Eastern and Western Division

1.	Maintenance of accounts payable file. 

2.	Audit of vouchers to be paid. 

3.	Reconciliation of non-Federal accounts payable file.

4.	Reconciliation of subsidiary listing with general ledger control accounts for advance payments - other than Federal and accounts payable - other than Federal. 

5.	Maintain liaison with VA facility Fiscal activity. 

6.	Preparation of accounting transactions input. 

7.	Certification and release of trial balances. 

8.	Accounting Reconciliation Statements. 

9.	Year-end closing. 

(2)	The AFC Duties and Responsibilities for facility payments 

(a)	Operations Support Division 

1.	Maintenance of vendor file. 

2.	Receipt of transmittals. 

3.	Preparation of schedules for undeliverable and check cancellations. 

4.	Certifying officer's review and payment certification. 

(b)	Eastern & Western Divisions 

1.	Input of check cancellation. 

2.	Treasury Monthly Statement of Transactions and GAO Report. 

3.	Certification and release of trial balances. 

4.	End-of-year closing. 

5.	Transportation voucher input. 

b.	Operations Support Division 

(1)	Receipt of Hard Copy Documents in the Operations Support Division 

(a)	All vendor mail relating to CALM will be forwarded from the AFC's mail room unopened to the Operations Support Division. 

(b)	All transmittal mail relating to CALM will be forwarded from the data processing center's mail room unopened to the Operations Support Division.  VA facility transmittal mail will be opened and date stamped by the Operations Support Division.

(c)	The VA Form 4-5689, CALM Transmittal Control Register, will be microfilmed and input into the Data General System.  Any out of sequence numbers will be noted and discrepancies which are found in the transmittal sequence number will be resolved with the applicable VA facility promptly.

(2)	Vendor Identification Numbering System 

(a)	The assignment of original vendor identification numbers will be performed in the Operations Support Division.  When a vendor has not been established in the vendor file a tax identification number, Social Security number or a 'T' number is assigned.  'T' numbers are maintained and assigned by the Operation Support Division. 

(b)	VA facilities having AFC make payments are responsible for placing the identification number and stub name on all certified invoices forwarded to the AFC for payment except foreign payees, veterans beneficiary travel payments and reimbursements for medical expenses and VA employees or their dependents.  The current CALM Vendor File must be researched before forwarding the invoices to Austin. 

(c)	Certified invoices for Natural Persons without an SSN or Tax Identification number in the CALM Vendor File will have the ID written or typed on the document prior to sending to Austin. 

(3)	Certifying Officer's Review and Payment Certification 

(a)	For payments made at the AFC, the certifying officer relies upon the voucher examiners to determine the correctness and propriety of payments, and upon the VA facility's internal control.  This is in addition to occasional spot checks and reviews as deemed necessary. 

(b)	For payments made at VA facilities, reliance is placed upon the internal control of each facility for propriety of payment. 

(4)	Vendor Payment Identification 

(a)	To assist the vendor in identifying payments, a check enclosure card, Treasury Form EDP-1285, Notice to Check Recipient (Figure 12G.1), is automatically generated to accompany each check issued by the Treasury Department.  The check enclosure contains the following information: (1) vendor identification number, (2) vendor name and address, (3) check number, (4) check amount, (5) date of issue, (6) place of issue, (7) VA facility making payment, (8) vendor's invoice or bill number, (9) amount paid and (10) Department Telephone Number.  Nine separate invoices can be listed on the check enclosure for which a composite check will be issued.  Payments interfaced into CALM from the Fee-Basis system for more than nine items to same payee will be listed on a letter type printout and mailed under separate cover. The above information is also transmitted to the financial institutions for electronic payments.

(b)	Failure to properly identify payments to vendors will result in a significant increase in vendor inquiries.  Therefore, it is extremely important that the vendor's invoice number always be coded in the 'Invoice or Bill Number' field of the CAPPS input payment screen or CALM payment transaction. Additionally, this invoice number coded becomes part of the payment history that is utilized to respond to inquiries. 

(5)	Processing TD Forms 1099-MISC Statement for Recipients of Non-Employee Compensation

(a)	Field facilities will be notified of update requirements no later than December 15 annually.  Adjustment transactions will be input as received throughout the calendar year, but no later than 2 days prior to CALM end of calendar year processing. 

(b)	After end of calendar year processing, the hard copy TD Form 1099-MISC will be checked for proper format.  If the format is correct, the TD Forms 1099-MISC will be released for mailing to the recipient. 

(6)	Preparation of SF 1098.  The Operations Support Division of the AFC will be responsible for the preparation of SF 1098, Schedule of Canceled Checks for Undelivered Checks. 

(a)	The following procedure will be followed for facilities making their own payments.

1.	The Operations Support Division will establish a separate PAT file for each canceled check.  PAT files will be established in suspense account 36X6875, and in all cases the VA facilities will have the responsibility of clearing these suspense PAT files. 

2.	The Operations Support Division will be responsible for establishing and controlling the numbering series for check cancellation documents - SF 1098. 

3.	The Operations Support Division will forward to the applicable VA facility a copy of the SF 1098, a copy of TD Form 1664X, and any correspondence received from the vendor.

(b)	Procedures for use of SF 1098 where the AFC makes the payments are described in the Operations Support Division Operating Memorandums.

(c)	All requests for recertification will be forwarded to the Operations Support Division. VA facilities will prepare OF 41, with all payment history information furnished, initiating request (signed, dated and telephone number included).  VA facilities will also furnish a copy of the vendor's correspondence or telephone contact and will attach it to OF 41.  The Operations Support Division will prepare the tracer letter and mail to the vendor, with payment information, when needed.  The vendors return the signed certification regarding non-receipt of payment.  The Operations Support Division will prepare SF 1184, Unavailable Check Cancellation, and forward it to the Treasury Department for action.  Notification from the Treasury Department is usually within six to eight weeks.  Once notification is received the Operations Support Division will determine appropriate disposition of the account.

(7)	The SF 1166, Voucher and Schedule of Payments and SF 1098, Schedule of Cancelled Checks.  The SF 1166 and SF 1098 will be numbered in a 6-digit series which will contain the type designation, fiscal year, calendar month, and calendar date.  The types of designation are shown below: 

Schedule	Report No.	Type	Classification 

SF 1166	845	R	Regular (computer-generated) 

 			

SF 1166	845	D	Electronic Regular - CCD+

			(computer-generated)

			

SF 1166	845	E	Electronic Regular - CTP

			(computer-generated)

			

SF 1166	843	X	Regular SF 1166 (out-of-system)

 			

SF 1081	847	G	Regular SF 1081 (out-of-system) 

 			

SF 1166	845	H	No check (offset equals claim) 

 			

SF 1166	845	T	Transportation (computer-generated) 

			

SF 1166		F	Foreign (out-of-system) 

 			

SF 1166	843	P	Preferential (out-of-system) 

 			

SF 1098 			

and			

SF 1185	842	C	All canceled checks 

 			

An example of the number for a regular computer-generated schedule processed on April 8, 1991, will be: 

 

Type of	Fiscal	Calendar	Calendar 

Schedule	Year	Month	Day 

 			

R	1	04	08 

	(R10408) 		

 

This number will be preceded by the AFC number.  The schedules will be supported by an itemized listing showing the composition of payments.

(8)	Levy Procedures 

(a)	It is the responsibility of the Operations Support Division to handle all procedures relating to Internal Revenue Service levies received by the AFC.  Levies received by field facilities will be forwarded to the AFC under transmittal control.  Prior to the payment of a levy, a review of the contract and/or vendor file will be made in all instances to assure that no valid assignment has been made of the contractor's or vendor's claim.  If a valid assignment of the claim has been made prior to the incurrence of the tax liability, the assignee's rights to the payment will not be subrogated by the Internal Revenue Service levy.  The same precautions will be appropriate to determine whether a performance bond surety may have a valid claim and will not be subrogated by the levy.  On receipt of the levy, the Operations Support Division will submit a TC 942.06 (establish offset in vendor record) to place a hold on payments to the vendor.  The levy will remain in effect until it is satisfied or canceled.  All TC 972s which reject as a result of the offset will be annotated with the reject reason.  The TC 972 and the associated invoices Certified for Payment will be forwarded to the AFC Finance Division for payment to Internal Revenue Service.  Copies of the invoices will be maintained at the local facilities, citing the reject code and date that the certified invoices were forwarded to the AFC.  As payments are made to IRS, a letter will be sent to the vendor listing the invoices and amounts that have been applied to the particular levy.  When the levy is satisfied, or canceled by IRS, a TC 942.07 (remove offset from vendor record) will be submitted, removing the payment hold on the vendor.

(b)	When there is no vendor identification in file, the levy will be returned to Internal Revenue Service.

d.	Commercial Accounting Operations 

(1)	Non-Federal Operations 

(a)	CALM vouchers will flow through the Voucher Audit Unit to be audited as required by MP-4, Part III and other directives.  Voucher Audit is responsible for: 

1.	Preparation and/or audit of vouchers. 

2.	Administrative examination of contracts. 

3.	Processing of reclaims. 

(b)	Normally the responsibility for preparation of payment transaction and miscellaneous CALM transactions for input is placed in the Accounting Section.  Transactions are prepared for processing through the normal flow of computer-generated payments and for payments that are made by manual schedules.  The Accounting Section will analyze and make disposition of payment rejects, and respond to facility inquiries on accounting problems.  When a miscellaneous transaction is input for another field facility, the miscellaneous transaction will be duly annotated and forwarded to the facility affected for file maintenance and reconciliation purposes. 

(c)	Discounts will continue to be handled as priority items.  Every effort will be made to process the documents within the discount period.  If the discount to be earned is so small that the savings to the Government does not justify the cost of the special handling required to earn the discount, the discount will be treated as a nuisance discount in accordance with MP-4, Part III, Paragraph 2.07c(2). 

(d)	Reject corrections will be turned around within a day's processing.  Payment rejects will be processed on a priority basis.  The Accounting Section makes necessary corrections to the 972 transactions and prepares corrected input.  Should VA facility contact be necessary, the facility will give priority consideration to taking any action needed to get the PAT file corrected so the payment transaction can be reinput by the AFC. 

(e)	Schedule numbering system for manual out-of-system schedules will be prescribed in the AFC Operating Memorandums. 

(f)	All VA facilities under CALM are viewed as one when the certification is made for the availability of funds.  If a disbursement involves a prior year, it will be the responsibility of each VA facility to assure that there are sufficient funds to cover the disbursement. 

(g)	Each month, VA facilities input a TC 999 with an 'L' in the 'last code' field.  This generates the message 'CALM has received the last batch for the month of __________.'  This message serves as the basis for certification of each facility's Trial Balances by the AFC. 

(h)	PAT Reference Data 

1.	A rubber stamp impression as shown below will be placed on all receiving reports, employee travel vouchers, and certified invoices by VA facilities having the AFC make their payments and will be completed through the CPF Liq. line.  Also, the 1st SA# and 2nd SA# will be filled, if applicable.  The data coded is for use by the AFC and should apply to the status of the entire PAT reference, not just to the document being coded.  It should NOT be placed on an invoice for which there is a receiving report. 

Facility				1/ 

PAT Ref.				

TC & SC				

C P F Liq.	$			2/ 

1st SA#		$		3/ 

2nd SA#		$		4/ 

Date			Initials	

				

1/	/3-digit facility number. 

2/	C, P, or F is circled as appropriate.  Only the amount to be liquidated will be shown on certified invoices and receiving reports.

3/	Subaccounts are always coded for 'T' and 'W' type PAT Records.  For other PAT records, code only if record has more than one subaccount.  Analysis accounts in 'W' type PAT Records are considered subaccounts for this purpose and TC 921.93 indicate that the amount has been accrued.  Where these amounts are shown, no amount is required in 2/. 

4/	Completed only if the PAT file has more than one subaccount.  Always completed on 'W' type PAT files.  When these amounts are shown, no amount is required in 2/. 

2.	Other Reference Data 

a.	On SF 1012, Travel Vouchers, the 'S' type PAT reference number is shown in the travel advance block of SF 1012 along with the YALD, instead of on the rubber stamp impression. 

b.	VA facilities will include their 3-digit number, PAT reference number, subaccount, and the estimated amount on all GBLs, GTRs and meal tickets.  No action is required by VA facilities to adjust PAT records as this is accomplished by the AFC input. 

3.	Payment transactions are coded without access to a current PAT file.  Therefore, PAT reference information is vital in preventing rejects, reducing vendor inquiries, and performing proper accounting. 

(i)	Reclaim procedures 

1.	Reclaims involving unit price may be resolved in either of the following ways: 

a.	Send a memorandum to the proper VA facility for the appropriate official in the Acquisition and Materiel Management Service to certify either the propriety of the reclaim or correctness of the receiving report. 

b.	For minor differences, the AFC may make adjustments under the terms of the contract, agreement or order. 

2.	Reclaims which 'involve disputes in quantities' will be referred to the applicable facility in memorandum form.  This memorandum will be sent to the Fiscal Service for referral to the appropriate official in the Acquisition and Materiel Management Service to certify either the propriety of the reclaim or the correctness of the receiving report.  Where adjustment vouchers or other documentation is required for fiscal purposes, it will be attached to the memorandum and forwarded to the facility Fiscal Service.  The facility Fiscal Service will take whatever accounting action they deem necessary and forward the document(s) to the AFC under transmittal control. 

3.	Adjustment vouchers and other documents will contain the rubber stamp impression as stated in subparagraph (h) above.  Reclaims received by VA facilities directly from vendors which are proper for payment will be documented and transmitted to the AFC for processing. 

(j)	PAT records that are erroneously liquidated during the payment process will be reestablished by the AFC staff by use of a standard transaction.  After reestablishing the PAT record, the Committed, Payable, and Paid fields may be adjusted to reflect the previously processed amounts using TC 945.15. 

e.	Administrative Accounting Operations

(1)	Duties and Responsibilities

(a)	Vendorize carrier claims.

(b)	Audit travel, transportation, and Federal vouchers.

(c)	Input payment, reject, and other accounting transactions for travel, transportation, Federal, C&A, and Fee Basis vouchers.

(d)	Certifying Officers reviews and certifies payment schedules.

(e)	Maintain related accounts payable and advance payment voucher files.

(f)	Reconcile document files to subsidiary listings.

(g)	Reconcile subsidiary listings to general ledger control accounts.

(h)	Preparation and reconciliation of the CALM SF 224 Statement of transactions.

(i)	Reconciliation of CALM daily schedule.

(j)	SF 1081/OPAC transfers input.

(k)	Check cancellation input (recertification).

(2)	Federal Operations 

(a)	Billings from GSA and DLA Supply activities are processed at the AFC by means of a computerized system in the following manner. 

1.	Billing has been centralized at GSA Kansas City and a magnetic tape is forwarded to the AFC for the GSA SIBAC billing regions.  The tape is processed into the CALM system and automatically records an advance for each facility billed.  Items are billed by Fedstrip AAC (Activity Address Code) only, so it is important that the AFC be advised immediately whenever a facility is assigned a new AAC number.  Once the advances are accomplished, Report 892A, Federal GSA Supply Detail List, is produced.  This report is forwarded to the facility to show the line items and money amounts that have been paid. 

2.	DLA supply activities electronically bill on SF 1080 for processing at the AFC.  CALM issues a check and establishes an advance record with a TC 972.51. 

(b)	As GSA receiving reports are received at Austin, all necessary information is keyed into the system.  Periodically the computer matches receiving reports to advance line items according to station number, Julian date, serial number, and amount.  The receiving reports must correctly reflect all this information, otherwise the computer cannot match it to the proper advance line item.  Those that match are automatically processed as a TC 972.06 (Liquidation Code P) and all others are printed on Report 892D, GSA/DLA Advances 60 Days and Older.  This report is forwarded monthly to the field stations as an aid in determining required follow-up actions.  All billing problems, i.e., duplicate billing, wrong quantity or price, etc., must be followed up by the facility direct to the billing agency.  The facility is responsible for providing the AFC with the necessary documentation to liquidate outstanding advances. 

(c)	All other type billings, i.e., motor pool, telephone, printing, etc., are all manually advanced, matched and liquidated by the AFC. 

(d)	Because of the high volume of work and the automation involved, it is important that the processing of documents be standardized as much as possible.  Following are some required procedures when processing documents to the AFC under transmittal control. 

1.	Receiving Reports.  All must be signed acknowledging the receipt of item and have the station stamp with the PAT reference information clearly written. 

a.	GSA and DLA Fedstrips.  Batch all fedstrips with same Julian date and PAT reference number together, sign and stamp the top fedstrip.  Do not attach to a VA Form 90-2237, Request, Turn-In, and Receipt for Property or Services.  If a fedstrip is not available, forward the VA Form 90-2237 making certain the Julian date is annotated and each line item is identified with a serial number. 

b.	Services billed by SIBAC/OPAC.  This includes GSA (Motor Pool), telephone, printing, reimbursable work authorization, ARS, SLUC and teleprocessing, GPO, DHHS, Department of Commerce, and Department of Labor.  With the exception of telephone, ARS, and teleprocessing, GSA will mail a copy of support listing for services direct to the facilities and Austin will only mail a copy of the TFS 7306, PAID Billing Statement for SIBAC/OPAC Transactions, giving the PAT number and dollar amount.  For the three exceptions and SIBAC/OPAC advances to other agencies, Austin will mail a copy of the TFS 7306, annotated with PAT number, and supporting documentation to the facility.  The TFS 7306 furnished by Austin, or an OF 41 making reference thereto, will be treated as a certified invoice and returned by VA facilities to the AFC for liquidation of advances.  Where the TFS 7306 is used and partial liquidation is to be effected, the facility will make a copy of the TFS 7306 for use on subsequent partials.  VA facilities will certify the TFS 7306, place their facility stamp on it, and return to the AFC for processing.  All SIBAC/OPAC billings on TFS 7306 for pay station 36001200 will be processed as advance payments.  All billings, other than those from GSA for supplies, will be established in one PAT file for the net amount.  GSA supply billings will have one advance PAT created for the total of all charges and one suspense PAT for the credits. 

c.	DLA for frozen foods.  Use DPSC Form 2005-2 as a receiving report.  Be sure the Julian date is on the form and all line items have a serial number.  Line through all items not received.  Sign and place station stamp on the front page. 

d.	Other DLA, i.e., local purchases of fresh fruits and vegetables.  Either VA Form 90-2237 or applicable DLA form, i.e., DPSC 1930, may be used as a receiving report.  Ascertain that Julian date and serial numbers are annotated, actual prices are correctly extended, form is signed, and facility stamp affixed.

e.	Billings from DLA that are processed as advance payments will designate the PAT file number with prefix letter 'W.' 

f.	SFs 1081 payable to other Government agencies from VA facilities (excluding Hines Depot) and GSA Forms 789 for other than supplies are treated as certified invoices (where the receiving report is executed on the payee's invoice) and will be charged direct to the station's accounts using PAT reference data contained in the rubber stamp impression shown thereon.  The facility will place the rubber stamp and certificate on the second copy.  These forms are used as a backup since the payments to others agencies are done through OPAC.

g.	Hines Depot (other than S&R charges).  Use Report 348 as receiving report.  Sign and place facility stamp on front. 

2.	Form 1033, Interoffice Transfer Voucher.  Used for charges from Hines Depot for Service and Reclamation.  Both signature blocks must be signed.  Both payable and receivable reference numbers must be annotated.  No receiving report is forwarded to the AFC Finance Division, just the Form 1033.  VA facilities are responsible for input. 

3.	SF 1081.  Reference MP-4, Part V, 2C.04.  Used to transfer funds between two different ALC (agency location codes).  The facility will complete the 'Certificate of Customer Office' section and place the accounting stamp(s) on the back of the second page.  The original and two copies will be forwarded to the AFC under transmittal control.  If the facility is billing another agency, i.e., GSA, you must designate the SF 224 Unit in Austin as the address to receive the 'accomplished copy.'  Upon receipt of the 'accomplished copy' the SF 224 Unit will make the TC 960.81 input to the CALM system. 

4.	GSA Form 789.  If billing is for supply items, the AFC will process as an advance and liquidate as the receiving reports are received and matched.  For other billings, i.e., training or telephone, the GSA Form 789 will be processed as a certified document.  Place certification and facility stamp on reverse side of second page and forward to the AFC. 

(e)	Certain procedures must be closely observed when placing orders with other Federal agencies to insure proper billing under the SIBAC system. 

1.	GSA/DLA Fedstrip orders, GSA Form 1348-1 and DD 1348-1. 

a.	If a medical center is ordering for a regional office or cemetery, the requisitioner (card column 30-35) will be the AAC code assigned to the regional office or cemetery, not the medical center AAC code.  The signal code in card column 51 will be 'A.' When the supplies are to be shipped to the medical center, a type 2 address will be established by GSA upon written request by the Office of Acquisition and Materiel Management, VA Central Office. 

b.	Your PAT reference number should be placed in the supplementary address field (cols. 45-50).  The first digit must be 'Y' (Required by GSA to identify local use.  See FPMR 101-26.2), the second digit will be first character of PAT, the FY is omitted and the last four characters of PAT are placed in Columns 47-50.  Example: YA0001.  If the supplementary address field must be used for an AAC, then the PAT reference number will be placed in the fund code/distribution code field (cols. 52-56).  The first digit will be the first character of PAT, omit fiscal year and then the last four characters of PAT, Example: A30001 would be entered as A0001. 

2.	Requests for training on OPM Optional Form 170. 

a.	Block 23 must have 3-digit station number followed by PAT reference number. 

b.	Block 24 must have 36001200 if it is payable from CALM. 

3.	Reimbursable Work Authorization on GSA Form 2957. 

a.	Block 1 must have address of facility that has the payable for the work to be done.  Do not use the AFC. 

b.	Block 4 must have 36001200 if it is payable from CALM.  This will identify the charge as payable by the AFC under the SIBAC system. 

c.	Block 5 must have 3-digit station number followed by PAT reference number. 

4.	Printing and Binding Requisition to the Government Printing Office must have 3-digit station number followed by PAT reference number in the 'Requisition Number' block. 

(f)	All DLA billings must be addressed direct to Austin to meet the 15-day payment requirement.  To accomplish this, the AAC (Activity Address Code(s)) used to order items from DLA activities must have the AFC as a type 3 billing address (FPMR 101-26.2).  Changes to an AAC must be requested by letter and forwarded to:

VA Central Office 

Office of Acquisition and Materiel Management (91) 

810 Vermont Avenue NW 

Washington, DC 20420 

 

The content of the letter must include the AAC(s) concerned, the type of action being requested (addition of type 3 address) and the address to use: 

Veterans Administration Finance Center 

1615 East Woodward Street 

Austin, TX 78772 

 

(g)	Liquidation of Advances 

1.	The AFC will liquidate advances upon receipt of a hard copy receiving report, certified 'Non-receipt - no billing adjustment' voucher or authority to write-off from the facility and credits received from billing agencies. 

2.	Suspense PAT files that have been created to record a credit received from GSA for supplies will be deleted by the AFC by applying them to the advance previously made for items not received or transferring the credit to the facility's appropriation records for returned items, where the advance has already been liquidated by a receiving report, and for credits pertaining to discounts earned. 

3.	'Non-receipt - no billing adjustment' vouchers are treated as receiving reports even though the items are not received.  Field facilities will establish a payable PAT file, place the rubber stamp impression thereon and forward to the AFC in the same manner as receiving reports.  Supply Fund PATs established will debit general ledger 4271. 

4.	The AFC will add the PC&H charge from DLA to one of the activity's DLA payables in order to liquidate that portion of the advance. 

5.	Should a facility erroneously code a voucher to Hines Depot as reimbursable instead of non-reimbursable, whereby no receiving report is prepared, it will prepare an OF 1017G charging the Supply Fund (4271 PFY or 6166 CFY/1012) and appropriation (1012/1122) from which the advance was made.  The original OF 1017G will be forwarded to the AFC for liquidation of the advance. 

(h)	SF 224, Statement of Transactions.  The provisions of MP-4, Part V, Chapter 4, Paragraph 4B.06 require the submission of an SF 224, Statement of Transaction, to the Treasury Department at the close of each month.  The AFC is responsible for preparation and submission of the SF 224 as prescribed in the above references for all CALM system facilities.  Any transactions processed through a Treasury's Austin Financial Center or Federal Depository bank under the CALM agency number 36001200 which was not included on a previously submitted SF 224 will result in a statement of differences being issued to the AFC.  This statement of differences will be identified and reconciled by the AFC.  The AFC will be responsible for contacting VA facilities regarding differences as the specific circumstances dictate.  VA Central Office, Consolidated Reports and Cost Analysis Division (047G2) will also receive copies of statements of differences from the Treasury Department and will coordinate with the AFC in clearing discrepancies.  All VA facilities must recognize the necessity of timely and accurate input to the CALM system as it affects the computer-generated SF 224. 
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