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Loan Guaranty Invoice Processing Procedures



	1.  Purpose.  This circular provides revised policies and procedures for Loan Guaranty Finance activities and was developed through the joint efforts of Loan Guaranty Service and Finance Service.



	2.  Background



a.  Mortgage Loan Accounting Center.  On June 2, 1999, the Under Secretary for Benefits approved the initiative to consolidate Mortgage Loan Accounting functions and related financial operations (including voucher audit) to one centralized location.  This centralized office, known as the Mortgage Loan Accounting Center (MLAC), is collocated with the Austin Automation Center and Financial Services Center in Austin, Texas.  The consolidation of Finance activities to the MLAC began in August 1999 and is scheduled for completion by the end of Fiscal Year 2001.  The MLAC directly handles Loan Guaranty Accounting and provides the following services:



Voucher processing

Sale closing processing

Redeemed or withdrawn (reconveyed) property processing

Bills of Collection



	b.  Financial Management System.  On October 1, 1999, Finance completed the transfer of its standard payment processing system from the Automated Voucher And Payment System (AVAPS) to the Financial Management System (FMS).  The decision to switch to FMS was based on a GAO mandate that VA comply with Standard General Ledger (SGL) requirements.  Payments processed through FMS go directly to the U.S. Treasury for disbursement by either Direct Deposit Electronic Funds Transfer (DDEFT) or paper check if the payee has not yet enrolled in the DDEFT program.  All payments made by Loan Guaranty are now processed via FMS.  The MLAC in Austin, TX is responsible for paying VA invoices for all consolidated stations.  Non consolidated stations will continue to process their invoices through their finance activity.  All invoices are processed via FMS, either by MLAC staff for consolidated sites, or by regional office Finance staff for non-consolidated sites.
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c.  MLAC Consolidation.  As of November 30, 1999, Loan Guaranty accounting for the following sites has been consolidated to the MLAC: 



Albuquerque�Manchester ��Anchorage �New Orleans ��Baltimore �New York ��Boise�Philadelphia ��Buffalo �Portland ��Denver �Salt Lake City ��Fort Harrison �Seattle ��Honolulu �Washington ��Houston �Wichita ��Little Rock���

A schedule of future consolidations will be provided by Finance when established and stations will receive advance notice and training. 



	d. Agent Cashiers.  Agent Cashiers will continue to handle all Loan Guaranty collections whether the station is consolidated to the MLAC or not.  Money will not be sent to the MLAC.  Payments c/o the Agent Cashier will no longer be made because payments in FMS are restricted to the vendor’s address(s) of record.  Stations may consider using convenience checks for payment of certain services as discussed in paragraph 7.



	3.  Implementation



	a.  Stations Not Consolidated to the MLAC.  Stations that have not been consolidated to the MLAC will continue to forward all Finance actions to their on-site Finance activity.  However, since non-consolidated stations are required to process Loan Guaranty invoices via FMS, these stations must complete vendorizing activities and process invoices as described in this circular.  Non-consolidated stations will also continue to forward all closing, redemptions, withdrawal, and similar actions to their on-site Finance activity.



	b.  Stations Consolidated to the MLAC.  All Finance transactions for stations that have been consolidated to the MLAC will be forwarded to the MLAC, with the exception of deposits which will be forwarded to the on-site Agent Cashier.
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	c.  Vendor Records



	(1)  Before an invoice can be processed for payment in FMS, the payee must be “vendorized,” that is, a record of the vendor must be established in FMS.  Loan Guaranty Personnel are responsible for collecting the necessary vendor/DDEFT information and forwarding the completed vendorizing sheet to the MLAC for establishment of the vendor record in FMS.  Loan Guaranty personnel involved in this process must have on-line “Read Only” access to FMS via their Austin timesharing account to determine whether a vendor is on file and for checking payment status.  Requests for FMS access must be made via VA Form 9957, Timesharing User Access Request, and processed by station IRM staff. 



	(2)  Initial Vendor File Upload.  An initial vendor file upload from PLAN to FMS was attempted prior to switching over to FMS.  As a result of that effort, we learned that not all stations had established a complete vendor file in PLAN and a substantial number of vendors were not established in FMS.  Loan Guaranty Service is coordinating another PLAN to FMS upload with Finance Service and will provide instructions and an upload schedule shortly.  This upload will only capture new vendor files not already existing in FMS.  Stations with invoices pending payment should not wait for the next upload to establish the vendor.  Consolidated stations should fax the completed vendorizing sheet and invoice to the MLAC vendorizing unit so that payment will not be delayed.  Non- consolidated stations should fax the vendorizing sheet to the vendorizing unit in Austin (512-460-5432) and forward the invoice to their Finance activity for processing.



	(3)  New and Changed Vendor Records.  Following the upload of vendor data to FMS, stations will be responsible for collecting “new” and “changed” vendor data sheets, and for forwarding all data sheets to the vendorizing unit.  Stations should create/update vendors’ information in PLAN as usual prior to forwarding to the vendorizing unit.  If after 7 workdays the vendor record does not appear in FMS, stations should call the MLAC Help Desk (512-460-5049).  The help desk will ask for the fax number that was used to transmit the vendorizing sheet to them and the date faxed.  The MLAC will then search the pending vendorizing sheets and advise the station of the status and what can be done to complete the vendorizing process.



(4)  Vendor Record Not Established.  When an invoice is submitted for payment (either to Austin or Finance) for a vendor that is not in FMS, the payment will be delayed until the vendor is vendorized.  If the invoice was sent 
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to Austin for payment, a notice of the delay will be faxed to the station that submitted the invoice.  The Finance activity at non consolidated stations will notify Loan Guaranty of the reason for payment delay and the corrective action needed.  To minimize the occurrence of this situation, stations should check the FMS vendor file prior to forwarding the invoice for payment.



	(5)  Vendors with Multiple Locations.  When an invoice is received for a vendor whose data matches an existing record but has a different address, an Alternate Address Indicator (AAI) will be issued and the invoice paid.  The AAI is a two-digit code that is added to the main vendor code (the tax identification or social security number) which identifies alternate addresses the vendor uses.  When an invoice is received containing an address other than the one already associated with the vendor code, the vendor will be contacted by Austin to verify whether the vendor intends to establish an alternate address or a change of address.  In either case, MLAC will take the appropriate action to update the vendor’s record and pay the invoice.



	d.  Direct Deposit Electronic Funds Transfer.  VBA is in the process of establishing a deadline for enrollment of Loan Guaranty vendors for Direct Deposit Electronic Funds Transfer (DDEFT) (tentatively March 1, 2000).  VACO Loan Guaranty and Finance will arrange a mass notice to all vendors and an on-going campaign through the enrollment deadline to encourage Loan Guaranty vendors to enroll.  In addition, an enrollment form will be included with each paper check to encourage enrollment and payment via direct deposit.  All DDEFT enrollment forms should be faxed to the MLAC (512-460-5221) for processing.  Detailed procedures on processing invoices for vendors that do not enroll will be provided prior to the enrollment deadline. 



	4.  Invoice Processing.  If an invoice cannot be processed by Austin, the submitting station will be notified via faxed notice.  The notice will include the reason(s) why the invoice was not paid.  Regional offices are responsible for resolving the issues noted, and resubmitting the invoice to Austin.  Faxed resubmissions to Austin should include the original notice received from Austin to prevent processing delays.



	a.  Prompt Payment.  The previous agreement between Finance and Loan Guaranty to pay PM invoices within 15 calendar days, rather than Treasury’s requirement of 30 calendar days, remains in place.  This 15 day period is automatically shown on the Management Broker consolidated invoice as a part of the system generated certification statement.  It is not automatically shown on 

individual invoices.  Stations must ensure that each invoice contains the 15-day
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payment period.  The date of receipt must be hand or machine stamped on all invoices submitted for payment.



b.  Payment Processing Times.  To ensure that payments can be made within the 15 day timeline, PM should process all invoices within 7 calendar days and forward to the MLAC so they are received by the 9th calendar day after initial receipt by VA.  The MLAC will have up to 6 calendar days to process payments.  Once the invoice is processed by the MLAC, vendors should receive payment within 3 business days if paid via EFT and within 7 to 10 business days if paid by check.  Interest will be included if the invoice is not paid within 30 days of receipt as stipulated in the Prompt Payment Act.  See “Sales Commission Payments” in subparagraph h below for information on those processing times.



	c.  Required Invoice Elements.  In addition to the information usually provided on invoices, other information necessary for processing in FMS must be provided.  Required elements are:



Element�Description �Exhibit��Station Number�(self explanatory)���12-Digit Loan Number�(self explanatory)���Cohort Year�The year in which the loan was originated�B��Fund�The appropriation to be charged�B��Budget Object Code (BOC)�Type of expense�C��Date invoice Received�(self explanatory)���Payment Amount�(self explanatory)���Tax ID or SS Number�(self explanatory)���Date Authorized�(self explanatory)���Authorizing Signature/Title�(self explanatory)���

	d.  Reason for Payment.  When invoices are processed for payment, a standard “reason for payment” will be associated with the payment and shown on the insert or EFT notice which describes the reason for the payment.  This information is entered into FMS by the user in the “vendor invoice field.”  The following “reasons for payment” will be used:



	Individual Invoices:		PM account number

	MB Consolidated Invoices:	The month and year for the period billed

	Utility Companies	:		The company’s account number

	Homeowner Associations:	The association’s account number
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Payments made via EFT will also include a description of the reason for the payment which will be transmitted to the financial institution.  Vendors using EFT are responsible for arranging to receive this description information from their financial institution.



e.  Individual Invoices.  All individual invoices must include all of the above required elements.  Individual invoices may be submitted to the MLAC on:



VA Form 26-6724, Invitation, Bid, and/or Acceptance or Authorization

SF 1034, Public Voucher for Refunds 

SF 1047, Public Voucher for Purchases and Services

Vendor Invoice Form with all required invoice elements



Stations should not hold and batch invoices to the MLAC.  Invoices should be mailed on a daily basis.  Invoices may be sent via regular or express mail depending on the payment time frame involved.  Special or expedited payment invoices may be faxed to the MLAC but stations should call the MLAC help desk prior to faxing these invoices so the MLAC will be aware they are coming and can give the station specific instructions for these special cases.



	f.  Management Broker (MB) Consolidated Invoices



	(1)  VA Form 26-8974, Property Management Consolidated Invoice, (commonly known as MB Consolidated Invoice) has been revised to include the Cohort Year and Fund for each property included on the form when generated by Austin.  A request has also been made to include the BOCs for the four expense columns on the form.  Until all of these revisions are completed, the information must be added to the form prior to submission to Austin or local Finance for payment.



	(2)  MB Consolidated Invoices must be reconciled by Loan Guaranty personnel prior to forwarding to either MLAC or Finance for payment.  When reconciling invoices stations must ensure that the amounts in the “Expense” columns are actual charges to be paid by VA, rather than notes provided to support the MB’s supervision fees.  Also, stations are reminded to not use a “highlighter” on invoices as highlighting obscures the image when invoices are electronically scanned by the MLAC and may result in payment delays.



	(3)  Consolidated stations will mail only the MB consolidated invoice to Austin for payment.  All backup documentation will be retained by the station.  Consolidated invoices should not be faxed.  Non-consolidated stations will continue forwarding their invoices to Finance in the manner agreed upon locally.  



8�December 10, 1999						Circular 20-99-7



	g.  Miscellaneous Consolidated Invoices.  A form is being developed to accommodate vendors’ submission of a single service invoice for multiple properties (i.e., a single invoice for multiple lawn services or winterizing.  See exhibit F for a sample of this form.)  All vendors must use this form for “miscellaneous” consolidated invoices and all required information must be included for prompt processing.  Stations will discontinue the use of VA Form 

26-6724 for this type of service as this form is intended to be used as an individual invoice on an individual property.



	h.  Sales Commission Payments.  To ensure sales commissions are paid timely, stations should make sure the vendor record has been established in FMS or that the required vendorizing information has been faxed to the MLAC as soon as the purchase offer has been accepted for processing.  This should give the vendorizing unit ample time to establish the vendor record prior to sale closing and submission of the sales commission invoice.  Arrangements have been made with the MLAC and Finance for special handling of these payment invoices on a priority basis.  Once stations verify that the sale has closed, consolidated stations should fax the commission invoice directly to the MLAC at 512-460-5599 for processing.  They will be processed on the same business day to expedite payments to the Broker.  Non consolidated stations should forward the commission invoice to their Finance activity for expedited processing.  If the vendor is using DDEFT, the payment should be in their bank account within 3 business days of processing.  Vendors not using DDEFT can expect to receive their check within 7 to 10 business days.



	i.  Acquisition and Claim Payments



	(1)  The New Orleans Regional Office has agreed to handle all vendorizing activities for Servicers.  New Orleans will obtain and transmit to the MLAC any new Servicer vendor information as well as changes to existing Servicer vendor records.  Stations should contact the New Orleans office with any questions concerning Servicer files.



	(2)  Claims Processed through LCS.  Payments for property acquisition and claims processed through the LCS batch system will continue to be handled as in the past.  Loan Guaranty will approve and authorize payments, then forward invoices (VA Form 26-8903, Notice for Election to Convey and/or Invoice for Transfer of Property, for acquisitions, and system generated claim analysis or compromise claim form).  Consolidated stations will forward invoices to Austin for processing.  Non consolidated stations will forward invoices to their local Finance for processing.
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	(3)  Claims Processed through LS&C.  The payment of an invoice for property acquisition or claim in LS&C is approved and certified by Loan Guaranty in the system.  LS&C then electronically transfers the payment information for processing in FMS without further station involvement.  Payments for refunded loans will also be approved and certified in LS&C and paid through FMS.



	j.  Other Loan Guaranty Payments.  The guidelines outlined above also apply to all Loan Guaranty payments not specifically mentioned in this circular.  All payees must be vendorized and all invoices must contain the required elements.



	k.  Bills of Collection.  Loan Guaranty will prepare and send to the vendor the initial collection letter and request for reimbursement arising from overpayments, erroneous payments, and reconveyances.  Non-consolidated stations will forward a copy of the letter to their Finance activity.  Consolidated stations will forward to the MLAC.  The notice must provide all the necessary information for establishing the receivable; i.e., vendor name and identification number, amount, Loan Guaranty account number, etc.  The Finance activity will establish a receivable in FMS.  If payment is not received within the time specified in the collection letter, Loan Guaranty should coordinate with Finance to initiate off-set collection actions.



	l.  Tracer Actions.  Check tracer requests should be submitted to the MLAC by mail or fax.  The mailing address for check tracers is Dept. of Veterans Affairs, Financial Services Center, Payment Resolution Section 0473C1, P.O. Box 149970, Austin, TX  78714.  The fax number is 512-46-5431.  Tracer requests should include the reason for the tracer action; i.e., non-receipt, lost, stolen, destroyed, etc., vendor name, amount, check number, and name and phone number of person requesting tracer.  If the check has been negotiated, a copy will be forwarded to the requester within approximately 4 weeks.  If the check has not been negotiated and is less than 1 year old, Treasury will issue an unavailable check cancellation and the payment will be canceled and reissued by the MLAC if requested.  This generally takes 7 to 10 days.  Before submitting a tracer request, ample time should be allowed for postal service delivery.  If a wrong address was used, additional time should be allowed for the check to be returned before submitting a trace.  The MLAC will only process tracers on checks paid through FMS.



	m.  Canceled/Returned Checks.  In the event a payment (either check or EFT) is returned by Treasury, a FMS CX transaction will be processed by the FMS system.  This transaction will appear on the accounting records of the 
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financial activity that made the payment.  The finance activity will notify the appropriate department in Loan Guaranty for disposition instructions.

Non-consolidated stations will reissue returned/canceled checks for payments processed by the station.  The MLAC will reissue for payments processed by them and they will fax an information copy of the returned check to the submitting field station for necessary action.  The return reason can be found in FMS on the CHKH table in the “Reason Code” field.  A complete listing of the reason codes is found on the CXRC table in FMS.  If a check is returned for a better address, the station should contact the vendor to determine the correct address.  The station will complete a corrected vendorizing sheet and send it to Austin.  Once the address has been corrected, the issuing office should reissue the payment.



	5.  Sales Closing and Redemption Statements.  Consolidated stations send closing documents directly to the MLAC by either mail or fax.  The only closing document MLAC requires is the HUD-1 or the PLAN generated “closing worksheet.”  Closing funds will be deposited by the Agent Cashier and never sent to the MLAC.  Non consolidated stations will forward closing documents to their Finance activity who will then forward a copy to the MLAC.  Sale closing funds will not be sent to the MLAC but will continue to be deposited by the Agent Cashier.  Redemptions will be processed in the same manner.



	6.  Refunds and Native American Direct Loan (NADL) Invoices.  Refunds will be handled by the MLAC for all stations.  Refund vouchers should be prepared on SF-1034, Public Voucher for Refunds, for forwarding to the MLAC for processing.  The MLAC will also process all invoices for the NADL program.  Stations should contact the MLAC with any questions regarding refunds or NADL invoice payments.



	7.  Convenience Checks.  The use of convenience checks should be limited to only those instances where it is a non-taxable payment (one that would not result in a 1099 being generated) that requires payment at the time of service request; i.e., loan sale document recordings.  The station’s cost for using a convenience check is being considered and instructions for reimbursement of those costs will be transmitted later.  If a station opts to issue a convenience check for any other reason, they must include the PM Number and the payee’s tax identification number if the payment is taxable.
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	8.  Records Maintenance.  Records will be maintained as follows:



	a.  Individual Invoices.  If the original invoice is submitted, the MLAC will maintain their copy as the official record.  If the invoice is faxed to the MLAC, the station will maintain the original in the property file as the official record.



	b.  Consolidated Invoices.  FSC will image all MB consolidated invoices and will maintain their copy as the official record.  Stations must retain a copy of the consolidated invoice and all backup documentation for a period of two years in accordance with Records Control Schedule VB-1, item 12-l73.500.



	9.  Training.  An FMS “Quick Guide” is attached as exhibit D as an immediate but temporary tool.  As soon as possible, stations will coordinate FMS training through their local Finance activity to ensure that Loan Guaranty users are able to utilize the system efficiently.



	10.  Release.  Stations may prepare local releases to program participants providing them with a copy of the Vendorizing/DDEFT Data Sheet for completion to assist in the establishment of vendor files.  Copies of these releases need not be submitted to Central Office.



	11.  Contact.  Inquiries concerning this circular should be directed to Richard Lewis (263), Central Office Property Management staff at (202) 273-7361, or via e-mail.  Also, an e-mailbox (VBA MLAC) has been established for stations to submit comments and questions.  Loan Guaranty and Finance will coordinate responses to ensure that questions are fully answered.  Questions and responses will be distributed to all stations.



	12.  Rescission.  This circular is rescinded October 1, 2000.









Joseph Thompson

Under Secretary for Benefits



Distribution:	CO:  2025

SS(26A1B)     FLD:  VBAFS, 1 each (Reproduce and distribute based on RPC 2025)
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 Exhibit A



MLAC MAILING ADDRESSES AND TELEPHONE DIRECTORY



MLAC Help Desk:��512-460-5568������MLAC Mailing Address:

(Regular & Express Mail)��Department of Veterans Affairs

MLAC, 241M

1615 Woodward St.

Austin, TX  78772

��MLAC Fax Number��512-460-5432

��Sales Commission Invoice Fax Number



MLAC E-Mail Address��

512-460-5599



VBA MLAC������Invoice Mailing Address:��FSC Mail Prep

MLAC Payments

P.O. Box 149971

Austin, TX  78714

��Invoice Express Mail Address:��FSC Mail Prep

MLAC Payments

1615 Woodward St.

Austin, TX  78772

��Vendorizing & Invoice Fax Number:



DDEFT Enrollment Forms:



Check Tracer Fax Number:

��

512-460-5432





512-460-5221





512-460-5431��Vendor Payment Inquiry:��512-460-5380��
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Exhibit B









COHORT YEAR AND FUND DETERMINATION CHART��LOAN TYPE�DATE OF LOAN ORIGINATION�COHORT YEAR�FUND��1�< 10/1/91�1973�4025��1�10/1/91 OR >�1992-1999�4130��2�<10/1/91�1973�4025��3�<10/1/91�1973�4025��3�10/1/91 OR >�1992-1999�4127��4�<10/1/91�1973�4025��4�10/1/91 OR >�1992-1999�4127��5�<10/1/91�1973�4025��5�10/1/91 OR >�1992-1999�4127��6�<10/1/91�1973�4025��6�10/1/91 OR >�1992-1999�4129��7�10/1/91 OR >�1992-1999�4127��8�10/1/91 OR >�1992-1999�4127��

Note:  Advertising and miscellaneous invoices not associated with a specific property will use Cohort Year 1973 and Fund 4025.
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											Exhibit C













BOC DETERMINATION CHART������Invoice Type�BOC��Acquisition�3256��Advertising�2557��Appraisals - Portfolio Liquidation�2558��Claim���…..Compromise�3323��…..Debt�3321��…..No Debt (For Use with new LS&C Program Only)�4266��Legal Fees Related to Foreclosure/Eviction�3258��Management Broker Consolidated���…..Monthly Fee & Supervision Commission�2534��…..Initial Repair�3257��…..Maintenance�2539��…..Misc.�2555��Miscellaneous PM�2555��Property Taxes�2545��Refunds�NO BOC��Repairs���…..Capital Imp (60)�3257��…..Maintenance (30)�2539��Repurchase of Guaranteed Loans�3322��Sales Commission�2556��Utilities, HOA, & Other Community Fees�2555��
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Exhibit D



FAX TRANSMITTAL				Station 105 PLAN/MLAC

TO�FROM��Vendorizing Unit 0473A1

FAX FTS # (512) 460-5239�Station Contact Pt:   _______________________________________________

FAX FTS:  _________________________ PHONE: ______________________��

FMS VENDORIZING DATA SHEET



Date:___________________________  Print Name: _________________________________



						Signature:  __________________________________

	   					(Will not process if both blocks not filled)



ACTION:	ADD  ____      CHANGE  ____              VENDOR TYPE  =  L/LGY)



CURRENT VENDOR ID:  ______________________________



TAX ID:  _____________________  or	SSN: __________________________



VENDOR/INDIVIDUAL NAME (Maximum of 30 Characters)

�������������������������������

FIRST ADDRESS LINE (Maximum of 30 Characters)

�������������������������������

SECOND ADDRESS LINE (Maximum of 30 Characters)

�������������������������������

			CITY					STATE			ZIP

����

		VENDOR PHONE #			VENDOR CONTACT NAME

(        )���

COMMENTS:



��

FINANCIAL INSTITUTION INFORMATION��NAME

��ADDRESS

��

��ACH COORDINATOR NAME:

�TELEPHONE NUMBER��NINE-DIGIT ROUTING TRANSIT NUMBER:

                                                     ___ ___ ___ ___ ___ ___ ___ ___ ___��DEPOSITOR ACCOUNT TITLE:

��DEPOSITOR ACCOUNT NUMBER:

��TYPE OF ACCOUNT

                               (     ) Checking               (     )  Savings��SIGNATURE OF EMPLOYEE

�TELEPHONE NUMBER:

(                                          )��Note:  FOR NEW VENDORS, IF ANY OF THE ABOVE INFORMATION IS NOT FURNISHED, THE INPUT OF THE NEW VENDOR WILL BE DELAYED UNTIL THE INFORMATION IS PROVIDED.  ALL REQUEST MUST CONTAIN THE STATION #, PHONE #, AND STATION CONTACT.	
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			 Exhibit E



FMS User Quick Reference Guide



REFERENCE TABLES

Vendor Tables�VNAM�Vendor Name Cross Reference���VEND�Vendor Reference Data Screen���VEN2�Custom Vendor Reference Data Screen 2���VTYP�Vendor Type (should always be an “L” for LS&C)���VXRF�Vendor Cross Reference���VZIP�Zip Code/Vendor Name��Payment Tables�PVHT�Voucher Header���PVLT�Voucher Line���UPVT�Unpaid Vouchers���IVCH�Invoice - Voucher - Check Cross Reference ���VXRF�Vendor Document Cross Reference Data Screen���VPYA�Vendor Prior Year 1099 Amounts���DXRF�Vendor Document Cross Reference Inquiry Screen���SUSF�Suspense Index (Rejects/Pending)���SUSA�Suspense Index (Accepted)��Disbursement Tables�TSCH�Treasury Schedule Header���TSCL�Treasury Schedule Line���VCHK�Voucher/Check Cross Reference���VXDD�Voucher Disbursement Document Cross Reference���CHKH�Check Header Inquiry Screen���CHKL�Check Detail Inquiry Screen���EFTH�EFT Header Inquiry Screen���EFTL�EFT Detail Inquiry Screen���CXLT�Check/EFT Cancellation Line Reference Data Screen��

NAVIGATION COMMANDS

Scan Document�Command “S”��Refill Table�Command “R”��Refill Backward�<��Move Between Tables�Command “L” (leaf forward) - enter new table name ���Command “B” (leaf backward) -���Command “N” (move to new table) -���Command “Z” (zoom) - ��Grab Vendor ID, Return to Doc�Command “K”��End Pause, End Zoom, Exit Tables�Command “E”�����
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Exhibit E (Cont.)



FMS Frequently Asked Questions



QUESTION	TABLE



1.  Vendor Information:



a.  Where can I find an address of a vendor?	VEN2

b.  Where can I find the vendor’s ID number?	VNAM/VEND

c.  Where can I find the vendor by zip code?	VZIP



2.  Document History



Where can I find a list of all transactions input for my station?	SUSF (rejects)

	SUSA (accepted)



3.  Payments:



a.  The status of a payment document?	SUSF/PVHT



b.  Whether the payment voucher has been disbursed?	PVHT/PVLT



c.  The treasury schedule number?	VXDD



d.  Whether the payment voucher has been disbursed,

     confirmed, or backed out?	VXDD



e.  A check number?	IVCH/TSCL



f.  What vouchers appeared on a check?	CHKH/CHKL



g.  An EFT tracer transfer?	IVCH/EFTH



h.  The tracer number that appeared on the EFT transfer?	EFTH/EFTL



i.  The status of a canceled check or EFT payment?	CXLT



j.  The amount being paid on a specific schedule?	TSCH



k.  Payments waiting to be disbursed?	UPVT



l.  The total disbursed for a 1099 vendor for the calendar year?	VPYA



The payment history for a particular vendor?	VXRF
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Department of Veterans Affairs�Property Management Consolidated Maintenance/Service Invoice��1. Contractor Name and Address:





�2.Tax ID Number:�3. VA Office:

�4. Type of Service:





4a.  BOC:��5. Itemization of Services Performed��PM Number

Fund Cohort Year

Property Address�Date Service(s)

Performed�

Authorization No.

(as required)�



Expense�



Property Total��



��



��



��



��



��



��



��



��



��



��



��



��



��



��



��
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��



��



��



��



��



��



��



��



��



��



��Contractor Certification:

I certify that all services billed for herein have been completed in accordance with VA requirements.�Amount Billed:



$�Contractor Signature:�Date Billed:��Management Broker Certification:

I certify that all services billed for herein have been completed in accordance with VA requirements.�Management Broker Signature:�Date Signed:��(FOR VA USE ONLY - APPROVAL OF PAYMENT)��Amount Approved:

$�Signature of Approving Official:�Date Approved:��
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STATION POINT OF CONTACT



STATION�CONTACT�PHONE�FAX�������Albuquerque (340)�Robert Whyel�505-248-6680�505-248-6680��Anchorage (463)�Edward Hull�907-257-4743�907-257-6792��Atlanta (316)�Rod Locke�888-768-2132

Ext. 3071�404-347-3488��Baltimore (313)�Susan Karasinski�410-962-7874

Ext. 153�410-962-7706��Boise (347)�Kim Blackburn�208-334-1900�208-334-1902��Buffalo (307)�Michael Meyer�716-551-5295�716-551-3477��Chicago (328)�Alice Marsh�312-353-9441�312-353-9688��Cleveland (325)�John Diez�800-729-5772

Ext. 3972�216-522-2558��Columbia (319)�Gerald Redmond�803-255-4264 or

803-255-4265�803-255-4268��Denver (339)�Kelly Russo�303-914-5631�303-914-5604��Des Moines (333)�Shery Ehm�515-284-4940�515-284-4208��Detroit (329)�Delores Brown�313-226-4200

Ext. 3539�313-226-7701��Honolulu (459)�Sandy Luke�808-566-1475�808-433-0482��Houston (362)�Gary Cheney�713-383-3100�713-794-3784��Indianapolis (326)�William Hanson�317-226-7813�317-226-5041��Jackson (323)�Jane Denson�601-364-7112�601-364-7116��Los Angeles (344)�Rowena Gilbert�310-235-6450�310-235-7843��Lincoln (334)�Carol Swan�402-420-4020�402-420-4066��Little Rock (350)�Beverly Howard�501-370-3769�501-370-3892��Louisville (327)�Russell Smith�502-582-5866

Ext. 212�502-625-7454��Manchester (373)�Bruce Keller�603-666-7484�603-666-7486��Milwaukee (330)�Susan Lofton�414-382-5051�414-382-5083��Montgomery (322)�Steve Langford�334-213-3414�334-213-3380��Muskogee (351)�Judy Wolfe�918-687-2161�918-687-2111��Nashville (320)�Greg Portwood�6715-736-7808�615-736-7090��New Orleans (321)�Darryl Crum�504-619-4567�504-589-4835��New York (306)�Robert Rudolph�212-807-7229

Ext. 3003�212-807-4054 or

212-807-4063��
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Newark (309)�Linda Tolentino�973-645-3404�973-622-7151��Oakland (343)�Howard Kelmenson�510-637-1050�510-637-4663��Philadelphia (310)�Rita Ziemba�215-842-2000

Ext. 4546�215-381-3529��Phoenix (345)�Kathy Johnson�602-640-4952�602-640-4777��Portland (348)�Teena Gilbert�503-326-2458�503-326-2372��Pittsburgh (311)�Robert Schutte�412-395-6666�412-395-5912��Roanoke (314)�Jean Blevins�800-933-5499

Ext. 3197�540-857-2036��Salt Lake City (341)�David Eaton�801-524-4518�801-524-3162��San Diego (377)�Jeff Wilson�619-400-5370�619-400-5376��San Juan (355)�Juan Arnaldi�787-772-7317�787-772-7459��Seattle (346)�Cheryle Day�206-220-6167�206-220-6114��St. Louis (331)�George Marvin�314-589-9865�314-589-9863��St. Paul (335)�Denny Johnson�612-970-5554�612-970-5498��St. Petersburg (317)�John Acosta�727-319-7566�727-319-7766��Waco (349)�David Walker�254-299-9605�254-299-9611��Washington (372)�Carla Gillespie�202-691-3336�202-418-8010��Wichita (452)�Reggie Banks�316-688-6730�316-688-6760��Winston-Salem (318)�Ralph Jones�336-631-5200

Ext. 2646�336-631-5080��































22


