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CHAPTER 7.  PREPARATION AND DISTRIBUTION OF PROPERTY


MANAGEMENT VOUCHERS





SECTION 1.  PROPERTY MANAGEMENT DISBURSEMENTS





7.01  GENERAL





	This chapter outlines the procedures for the payment of obligations in connection with the acquisition, management, and sale of property acquired by the VA under title III of the Servicemen's Readjustment Act of 1944, as amended.  Disbursements relating to the direct loan program will be from the Revolving Fund account 36X4024.  The provisions relating to the payment of bills by voucher will be modified in accordance with paragraph 7.10 if SF's 1034 (Public Voucher for Purchases and Services Other Than Personal) and 1034a (Public Voucher for Purchases and Services Other Than Personal (Memorandum)) are not used.





7.02  AUTHORITY TO INCUR CHARGES





	Paragraph 4.06c sets forth the authority to make expenditures for repairs, purchases, and other purposes.  If the proposed expenditures exceed such limitations, the prior approval of Central Office (263) is required.





7.03  APPROVAL OF VOUCHER





	In every case, the Finance activity should receive the original voucher, invoice, or bill for payment bearing on the reverse the statement "Payee is entitled to the payment described herein" signed by a designated Loan Guaranty employee.  This approval on the original payment document (to be retained by the Finance activity) will be deemed a certification that the amount shown on the Voucher was incurred in accordance with applicable procedures, that the station had the authority to incur the particular expenditure or, had obtained the approval of Central Office when required, and that the payment is in order.  In those cases in which a proposed expenditure requires Central Office approval, the approval will be secured before committing the VA to the expenditure.  In any case when expenditures are made with the approval of Central Office, a copy of the letter or telegram which approved the expenditure will be attached to the voucher before forwarding it to the Finance activity for payment.  (See par. 8.03d(5).)





7.04  PAYMENT TO HOLDER FOR TRANSFER OF PROPERTY TO VA





	Timely steps will be taken to secure the required title examination, to obtain the final statement of account from the holder, and to prepare a property acquisition settlement analysis on the basis of the statement.  The amount to be paid the holder for the property will be determined as provided in M26-4, paragraph 3.15.





7.05  SUPPLEMENTAL PAYMENT TO HOLDER IN TITLE 38 CFR 46.4320 CASES
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	The holder's supplemental accounting will be forwarded to the Chief of Loan Service and Claims section for disposition.





SECTION 11.  VOUCHERING PROCEDURE





7.06  PREPARATION OF PROPERTY MANAGEMENT VOUCHERS





	Vouchers for payment of expenses in connection with the management, repair, and sale of property will be prepared on SF 1034 (original), with one legible memorandum copy (SF 1034a), in accordance with instructions set forth below.  (See par. 7.10 for disbursements without the use of vouchers.)  VA Form 26-8903, Notice for Election to Convey and/or Invoice for Transfer of Property, will be used in connection with the transfer of property.





	a.  Accounting Category.  The voucher preparation instructions are developed in groupings to facilitate processing and accounting, as follows: transfer of property, acquisition of property, management of property, or sale of property.





	b.  Fund Symbols.  Vouchers prepared under these instructions will be charge to the applicable Revolving Fund.  Vouchers pertaining to properties or a transaction under the guaranteed loan program will be identified by the fund symbol 36X4025.  Those prepared for any purpose under the direct loan program will be identified by fund symbol 36X4024.





	c.  Group Vouchering.  A voucher may cover property management expenditures in connection with more than one property, provided the same payee is involved and such properties relate to the same program (either direct loan or guaranteed loan).  However, the voucher will not cover more than one payment when payment is to be effected on different dates or subject to conditions which may not be equally applicable to all payments.  Vouchers pertaining to the loan guaranty program will be separate and distinct from the direct loan program.  A voucher or attachment, when more than one property is involved, will identify each property and the amount chargeable to each property, including, as may be appropriate, a distribution of the materials and services to each property.  (See par. 8.03.)





7.07  ENTRIES IN PM VOUCHERS





	a.  Voucher to Pay for Transfer of Property to VA.  As a Loan Service and Claim function, vouchering to pay for transfer of a property should be prepared in accordance with M26-4, paragraph 2.22a(1)(c) and (d).  VA Form 26-8903 will be used for transfer of property.





	b.  Voucher for Expenses Connected With Management and Sale of Real Property.  Vouchers for all services in connection with the management and  sale of VA acquired properties will include the following:
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	(1)  Date of preparation





	(2)  Name and address of payee





	(3)  Description of the services and the PM (property management) number





	(4)  The total amount of payment to be. made





	(5)  The following statement when the voucher is used to pay taxes:





	"Memorandum to Regional Disbursing Officer:  The bill(s) covered by this voucher, together with the payee's copy and the return envelope, should be sent to the payee to be receipted and returned by him or her to the VA for inclusion in the docket."





	When vouchers are prepared in payment of taxes, a franked envelope showing the official return address of the Loan Guaranty Division will be attached to the voucher and sent along with it to the Finance activity.





	(6)  The signature of the authorized certifying officer





	(7)  The appropriate revolving fund symbol





	c.  Identification. The name of the veteran or vendee and the complete PM loan number will be included in the space provided on the voucher for the description of the articles or services for which payment is to be made or shown on any attachment to the voucher.





	d.  Payee's Address.  With the exception of vouchers for supplemental payments in certain cases, the payee's address, shown on all vouchers, will be the same as shown on the bill presented for payment.





	e.  Classification of Charge.  Property management vouchers will contain under "Articles or Services" a description of the item sufficient for proper classification as a "management" or "capital" charge.  The capital (book) value of a property will include, but will not be limited to, costs incurred and disbursed by the VA in connection with or subsequent to the acquisition of property for the following purposes.





	(1)  Acquisition costs, other than foreclosure costs chargeable to the borrower or loan account, incident to the acquisition of property (regardless of manner of acquisition) which, on the advice of the office of the District Counsel, are to be paid or borne by VA as the guarantor or the mortgagee; e.g., costs of title examination, abstract of title, attorney's fees, legal expenses, recording fees, documentary stamps, amounts paid for releases of Federal tax liens, etc.





	(2)  Costs of improvements of a permanent nature consisting of additions to the structure, or alterations, regardless of amounts involved, which enhance the value of the property.
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	f.  Coding of Vouchers.  Vouchers covering the payment of any of the above costs will identify the charges.  Whenever a voucher covering these costs is not identified and the proper classification is questioned by the Finance activity, property management will provide the required information upon request.,





	g.  Restoration Charges.  Vouchers covering items of restoration, in the event of losses covered or normally covered by hazard insurance, will reflect "Insured Loss" or "Uninsured Loss" in addition to other legends.  When the voucher includes additional items, the amount applicable to restoration will be reflected as "insured loss $___________ or "Uninsured loss $_________.





7.08  DISTRIBUTION OF PROPERTY MANAGEMENT VOUCHERS





	The following distribution is applicable to all PM vouchers:





	a.  The original voucher will be forwarded by the Property Management Section to the Finance activity.





	b.  The memorandum copy will be filed in the Loan Guaranty folder, unless it covers more than one property and it is found more convenient to file these copies in a master file to avoid the necessity to prepare additional copies for filing in the individual loan folders.  Paragraph 7.06c states the restrictions on the practice of group vouchering.





7.09  SUPPLEMENTAL ACCOUNT VOUCHERS





	a.  Title.  When reimbursement is to be made to the holder for allowable expenditures paid by it but not included in the final statement of account, a copy of the analysis of the supplemental statement of account (see par. 2.25a) will be attached to-the original voucher and to the memorandum copy of the voucher.  In addition, the following attachments will be required:





	(1)  The original supplemental statement of account will be attached to the original voucher.





	(2)  A copy of the holders supplemental statement of account will be attached to the memorandum copy of the voucher to be filed in the Loan Guaranty folder.





	(3)  Any attachments to the supplemental statement of account, such as receipted bills for taxes or for title expenses, will be filed in the Loan Guaranty folder.





	b.  Vouchers for Payment of Tax Bills.  The following will be attached to the original voucher forwarded to the Finance activity:





	(1)  The tax bill (original or copy as required by the tax collector).  The bill will bear the PM loan number in order to facilitate identification of the property.
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	(2)  A franked envelope addressed to the regional office for return of the receipted bill.





	The receipted tax bill, when returned by the tax collector, will be placed in the Loan Guaranty folder.  The term "taxes" includes special improvement assessments and other similar items, such as water charges, if they constitute or may cause a lien to be placed against the property.  Available discounts, penalties, or accrued interest will be computed as of a date sufficiently in advance to allow time for receipt of the check by the payee.





	c.  Vouchers in Payment of Services and Equipment.  Service and equipment vouchers may include bills for personal services, repairs, purchase of equipment or supplies, fuel, attorney's fees, title searches, brokers' sale and management commissions, electricity and other public utilities, refundable deposits with the utility company, etc.  These bills will be obtained in an original and one copy, or two copies if it is proposed to return one copy to the payee for use in identifying the purpose of the check.  The payee's copy of the bill will not be necessary if checks carry identifying legends.  The original bill, and a copy of the bill if the payee had given VA two copies and requested that a copy be returned to him/her by the Finance activity, will be attached to the original voucher for this type of expenditure.  A copy of the bill will be attached to the memorandum copy of the voucher filed in the Loan Guaranty folder unless it is in payment to a public utility company which does not customarily issue copies of bills.  (See par. 5.07d(l) and (2).)





	(1)  Essential Elements of Bills.  All bills, invoices, or statements will identify the property by address, PM number, and name and address of the payee.  They will sufficiently describe and itemize the nature of the services or materials to permit VA to identify the transaction, to enable verification of mathematical accuracy, and to show the expense category.  (See pars. 7.06a and 8.03d(5).)





	(2)  Certification of Bills.  Bills, invoices, or statements ordinarily are not required to be certified.  It is recognized, however, that the circumstances in a particular case may indicate the advisability of obtaining a certification for the proper protection of the Government's interests.  Therefore, in such cases, the designated Loan Guaranty employee may direct that a certification in suitable form and in sufficient detail, according to the circumstances, be obtained before the bill or invoice is processed for payment.





	d.  Vouchers Covering Advance Payment of Fees, Charges, and Expenses to Public Officials.  When fees, charges, and expenses are payable to public officials in advance of the receipt of the services, the payments will be made by one of the following methods:





	(1)  Payment by Voucher.  The fees, charges, of expenses in any amount will be paid on SF 1034.  The public official will be shown as the payee.  These vouchers will direct that checks issued will be forwarded for delivery by the station with appropriate instructions as
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to the services desired and a request for the return of an official receipt for the amount paid.  Since the services have not been performed, invoices will not be required.  There will be shown on the vouchers the usual description of the services, citations to local law, ordinances, etc., requiring advance payments, and the following statement:





	"The amount to be paid pursuant to this voucher is or will be supported by properly executed receipts and/or other documents issued in relation to the service involved, which are or will be in the custody of the Veterans Administration Regional Office."





	Vouchers for the services performed for or incident to the operations of the office of the District Counsel will be approved by that office.  The receipts supplied by the public official will be filed by VA.





	(2)  Payment of-Fees, Charges, or Expenses of $50 or Less from Cash Advance by the Agent Cashier.  Fees, charges, or expenses of $50 or less may be paid to public officials in cash.  If the services are being performed for or incident to the operations of the office of the District Counsel, a cash advance may be utilized for the same purpose.  The agent cashier will be provided with the receipts, the PM number, and an explanation of the purpose of the expense, and will be requested to include this information on the SF 1129, Reimbursement Voucher, and to provide copies to the Loan Guaranty Division and maintained in accordance with RCS VB-1, part 1, item No. 12-170.320.





7.10  DISBURSEMENTS WITHOUT USE OF VOUCHERS





	The references to vouchers and memorandum copies of vouchers mean SF 1034 and SF 1034a.  The Loan Guaranty Division will determine in which cases, if any, these forms will be used.  Use of these forms, however, is required to obtain advance payment to public officials unless the petty cash fund is used.





	a.  Scope.  Normally, obligations incurred pursuant to M26-5 can be processed for payment more expeditiously by using VA Form 26-6724, Invitation,, Bid and/or Acceptance or Authorization.  When the "Contractor's Invoice" section of VA Form �26-6724 is properly completed, payment may be processed without a separate commercial invoice.  When appropriate, bills can be classified as including "capital" items or the restoration of loss due to hazards covered or normally covered by hazard insurance.  (See par. 7.07e, f, and g.)





	b.  Required Legends.  When SF 1034 is not used, the certification by the designated Loan Guaranty employee as to the propriety of the payment required by paragraph 7.03 will be shown on the original of the payee's bill, invoice, or statement.  The original or copies will show all information which would otherwise be shown on SF 1034 or �SF 1034a, respectively, or on the attachments to these forms, in accordance with the provisions of this chapter.  Any required statements will be appropriately changed to delete references to vouchers.
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[7.11  PROMPT PAYMENT





a.  Applicability.  The Prompt Payment Act, Public Law 97-177, requires that Federal agencies pay their bills on time or pay interest penalties when payments are made late.  All contracts for services and materials associated with the management, repair and sale of acquired properties are subject to the provisions of the Act.  Regulations implementing the Prompt Payment Act may be found in FAR (Federal Acquisition Regulation) Part 32.  These FAR provisions will govern in the event of any conflict between the regulation and the following subparagraphs.





	b.  Terms and Definitions.  For purposes of the Act, the following definitions apply:





	(1)  Due Date.  The date on which Federal payment should be made.  Unless otherwise specified, the payment due date is either (1) the date specified in the contract or (2) if a payment due date is not specified in the contract, 30 days after acceptance of supplies delivered or services performed by the contractor, whichever is later.  Stations should specify such earlier due dates in applicable contracts when payment earlier than 30 days is in the best interest of the Government.





	(2)  Technical Acceptance Inspection.  The review of necessary documents of inspection of completed repairs and/or inspection of property or services to determine the acceptability of the property or services.





	(3)  Proper Invoice.  A bill or written request for payment provided by a business concern for property or services provided.  A proper invoice must include the name of the business concern; invoice date; contract number or other authorization for property delivered or services provided; description, price and quantity of property or services to be delivered or provided; payment terms; name (when practicable), title, phone number, and complete mailing address of the responsible official to whom payment is to be sent; name (when practicable), title, phone number, and mailing address of person to be notified in the event of a defective invoice; and any other information or documentation required by the contract.  If the invoice does not comply with these requirements, the contractor must be notified within 7 days after receipt of the invoice at. the designated billing office.  The reasons that the invoice is not a proper invoice must be specified.





	(4)  Receipt of Invoice.  The later of (1) the date a proper invoice is actually received in the designated payment office, or (2) the date on which the property or service is accepted.  It is important that the date of receipt of the invoice be stamped or annotated immediately upon receipt of the invoice at VA.  If the receipt date is not recorded, the contractor's date of invoice will be used for timing of payment.
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	(5)  Receiving Report.  Written evidence of acceptance of property or services by the contracting officer.





	(6)  Payment Date.  The date on which a check for payment is dated or a wire transfer is made.





	c.  Establishment of Payment Due Dates.  The provisions of the Prompt Payment Act do not preclude establishment of payment due dates earlier than 30 days from the date of receipt of a proper invoice.  However, in order to pay earlier than 30 days, it is necessary to specify such earlier due dates in applicable contracts.





	d.  Interest Penalties.  The Act authorizes the payment of interest penalties to contractors under defined circumstances.  It provides that an interest penalty will be automatically paid when the following conditions are met:





	(1)  Government acceptance of property or services has occurred, and there is no disagreement over quantity, quality or other contract provisions





	(2)  A proper invoice has been received (except where no invoice is required; e.g., some periodic lease payments)





	(3)  Payment is made to the contractor after the due date





	(4)  An interest penalty will also be paid for improperly taken discounts for prompt payment.  Interest penalties are not required when payment is delayed because of a disagreement between the Government and the contractor over the amount of the payment or other issues concerning compliance with the terms of the contract, nor are they required for a period when amounts are withheld temporarily in accordance with the terms of the contract.





	e.  Interest Penalty Funding  Any interest penalties incurred and payable under the Act may not be charged against the Loan Guaranty Revolving Fund.  With respect to interest penalties incurred as a result of the late payment of real estate taxes on VA-owned properties, the General Counsel has advised that if a State or local real estate tax penalty is not "part of the tax," VA is not obligated to pay such penalty when the Secretary is in title.  Tax payments affected are those for properties in inventory as well as those sold under installment contracts with the Secretary retaining title.  Installment contract loans sold under 38 CFR 36.4600 are not affected unless they are repurchased by VA.  Stations should obtain an opinion from the District Counsel as to whether or not penalties and interest are part of the tax.  If the District Counsel finds that the penalties are not part of the tax, stations will provide the State and local tax authorities with ample notice that VA will not pay such penalties on properties owned by the Secretary.]
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