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SECTI ON |
GENERAL

A, PURPCSE

Thi s Guide establishes responsibilities and procedures for
posting data in the Integrated Accounts Payable System (| APS).
It is intended to provide Vendor Pay technicians easy access to
i nformation and assist in identifying proper payment
docunmentation. It enphasizes the inportance of inputting
correct information into | APS to ensure tinely and proper
payrments. This Guide is for reference and training only and
does not supersede or replace any written regul atory gui dance.

Thi s Guide provides additional guidance to the Departnment of
Def ense Fi nanci al Managenent Regul ati on (DoDFMR 7000. 14- R)
Vol umre 10, Contract Paynent Policy and Procedures.

B. CANCELLATION The DFAS-DE 7010.2-R, January 31, 1996
(formerly Air Force Regulation 177-102) was rescinded 1 Apri
2003. This guide, plus DoDFMR 7000. 14-R, Vol ume 10 provides
i nformation previously found in DFAS-DE 7010. 2-R

C. APPLICABILITY AND SCOPE. This guide applies to all Air
Force (AF), Air Force Reserve (AFRES), Air National Guard (ANG
and Field Sites posting data in the | APS.

D. RESPONSIBILITY. DFAS-BSSD/DE, 6760 E. Irvington Place,
Denver CO 80279-8000, (303) 676-7774, is the office of primary
responsibility for administering this guide.

E. PROVWPT PAYMENT ACT (PPA). The Pronpt Paynent Act (PPA) (5
CFR 1315) requires federal agencies to make paynments in a tinely
manner. The act has three parts: Pronmpt Pay, Cash Managenent,
and Interest Penalties. These are briefly described bel ow

1. PROWT PAY. Pronpt Pay is defined as paying the
contractor (vendor) within the prescribed period as stated on
the contractual docunent. All docunents supporting the paynent
nmust be proper

2. CASH MANAGEMENT. Cash Managenent ensures that invoices
are paid within the prescribed period, but not earlier than



seven days prior to the end of the net paynent period (31 U S.C
3903(a)(8)).

3. I NTEREST PENALTIES. The PPA requires that interest be
paid on all contracts issued on or after October 1, 1982, if
paynents are nade after the due date. DO NOT wait for a request
fromthe contractor. Interest is paid at the established rate
and i s conpounded every 30 days. The clock for interest stops
upon paynent of principal anpbunt, or when one year has been
reached, or the contractor files a claimunder the Contract
Di sputes Act of 1978. Interest nust be charged to the fisca
year in which it begins to accrue. For exanple: Interest for a
30-day accrual period from Septenber 13, 2002, through Cctober
12, 2002, will be charged to fiscal year 2002 funds for paynent
of interest penalty.

F. STANDARD VENDOR PAY ORGANI ZATI ON STRUCTURE The standard
Vendor Pay Organization Structure in the Attachnents Section
reflects the standard organi zation and functions required to be
performed within each Vendor Pay Branch. The standard structure
satisfies the requirements of the DoDI G Audit while stil
allowing the flexibility for Field Organizati on nanagenent to
utilize assigned personnel. The blocks |isted bel ow each branch
are the functions perfornmed by the branch. The following is a
di scussi on of each organi zational el enment of the structure and
the functional responsibilities assigned.

1. VENDOR PAY SITE MANAGER. The role and function of the
Vendor Pay Site Manager is to act as the manager of the Vendor
Pay Business Product Line within the Field Site.

2. QUALITY ASSURANCE SECTION This organizational el enent
is optional and is intended to recognize and authorize functions
that support all organi zational elenents of the Vendor Pay
Di vision. Exanple: This area covers the assignnment of Staff
Accountants that work special projects and cases. It may al so
fulfill an internal quality assurance function or to work
speci al problem cases that are not otherw se assigned to the
Vendor Pay Branches.

3. SUPPORT CHI EF. The Support Chief has responsibility for
t he Docunent Control/Custoner Service, Certification, and Recons
& Reports Sections.

a. DOCUMENT CONTROL/ CUSTOVER SERVI CE. The functions of
this Branch are Document Control, Custoner Service, and Voucher
Assenbl y.



(1). Docunent Control: The function of Docunent
Control is defined as those controls necessary for the receipt
and control of all vendor pay docunents received in the Field
Site. It includes responsibility for making initial
determ nati on of proper docunents, preparing docunment folders,
and for the control and flow of docunents to and from ot her
Vendor Pay Branches. This function also includes the
responsibility for control and return of inproper docunents.

(2). Custonmer Service: The Custonmer Service
function is the single source for receiving and responding to
tel ephone and witten inquiries received fromthe customer. The
understanding is that custonmer service is the responsibility of
everyone assigned to Vendor Pay and this functiona
responsi bility within Docunent Management is not intended to
prevent inquires fromcom ng into other Vendor Pay Branches.

(3). Voucher Assenbly: The function of Voucher
Assenmbly is assenbly of the conplete payment package for
submi ssion to the Voucher Certification Branch. A conplete
paynment package includes the voucher and all supporting
document s.

(4). Tier 2: For those sites that are on EDM the
Tier 2 function includes scanning, indexing and proper routing
of documents received for the Field Site.

b. CERTIFI CATI ON SECTION. The Certification Section is
responsi ble for determ ning the propriety and accuracy of al
vendor pay vouchers before certification and disbursenent. They
are al so responsible for maintaining the automated paynent
voucher control log and for subnm ssion of all certified vouchers
and voucher control |ogs to Disbursing.

c. RECONS & REPORTS SECTION. The Recons & Reports
Section is responsible for Vendor Pay reporting requirenents and
reconciliation between systens, including MAFR reconciliation.
They are al so responsible for updating all vendor remittance
addresses in | APS. Recons & Reports is responsible for the
control and processing of all returned checks and EFT rejects,
i ncl udi ng preparation and processing of the collection voucher.
They are al so responsible for maintaining the collection voucher
control log, the manual voucher control |og, and other voucher
| ogs supporting vendor pay. Recons & Reports will ensure a copy
of each day’s manual disbursenent voucher |og and coll ection
voucher log is provided to Certification for subm ssion to
Di sbur si ng.



4. ACCOUNTS PAYABLE. The Accounts Payable Branch is
responsi ble for the recording of all proper obligations,
i nvoi ces, and receiving reports. Any docunents deternined to be
i mproper are forwarded to Docunment Managenent for return to the

appropriate activity. The structure of this branch will be
deternmined by each Field Site to best utilize assigned
personnel. Separation of duties of assigned personnel is

controll ed by I APS system access | evels authori zed.

G DOCUMENT FLON  To ensure supporting documents are received
and processed tinmely and not | ost or misplaced, the follow ng
positive controls need to be in place at the Field Sites. For
those sites that are supported by El ectroni c Docunment Managenent
(EDM), follow the control and flow of docunments as defined by
the EDM requirenents.

1. The staging, flow, and processing of supporting
docunents shoul d not exceed 5 workdays fromreceipt within the
Field Site. Supporting docunents should not be outside of
Document Managenent in excess of 72 hours. Loose docunents
shoul d not be sent throughout the office but instead should be
in contract folders.

2. Docunment Managenent will receive the | APS | abel s,
prepare the contract folders. Inventory control should be
mai nt ai ned on the folders in order to ensure their
accountability.

3. Wen Docunent Managenent receives supporting docunents,
they determine the status of the contract folder. If the
contract is in | APS/ El ectroni c Document Access (EDA), they will
take action to get the supporting docunents into the contract
folder. |If the contract is not in |APS/EDA, they will create a
special action folder and take the necessary action to obtain a
contract folder. The folders are forwarded to the Accounts
Payabl e Branch for appropriate action.

4. The Account Payabl e branch is responsible for input of
data into the IAPS. |If a paynent is ready for scheduling, mark
the contract folders and paynment docunents with the schedul ed
paynment date. The contract folders and paynent documents are
then returned to Docunent Management for filing. Folders for
schedul ed paynents are filed according to the schedul ed paynent
dat e.

5. When paynment vouchers are produced they are forwarded to
Document Managenent. The supporting docunents are assenbl ed



with the paynment vouchers for submission to Certification based
on the schedul ed paynent date.

6. Certification reviews and certifies paynents and

forwards to Disbursing. |If Certification determ nes that they
cannot certify a paynent, the paynment package is returned to the
appropriate Accounts Payable team for corrective action. If the

team can take corrective action w thout voiding the voucher, the
paynment package is returned to Certification after correction

If the team voids the voucher, the voided voucher is returned to
Certification, the supporting docunents are utilized to take
corrective action, and the paynent is reschedul ed.

H.  CONTRACTI NG | SSUES. Close working rel ati ons between the
payi ng office and the base contracting office are necessary to
ensure the tinely and accurate handling of financial
transactions in contracting for materiel and services.

1. DI SPOSI TI ON OF CONTRACT COPI ES

a. Contracts with a single site’s funds should be sent

to the paying office supporting the accountable station. |If the
contract cites multiple sites’ funds, the paynent office
responsi ble for the largest anount of the funds will be cited as

the paynment office.

b. Ildentification of the correct paynent office is the
responsibility of the office providing fund certification on the
purchase request or other fund authorization docunent. The
paynment office will be designated at the tine funds are
certified on the Purchase Request or other funding docunent
prior to forwarding to the Contracting Ofice.

2.  TRANSFER OF CONTRACTS

a. Paying offices may transfer an existing contract
with a single fund cite to the paying office supporting the
accountabl e station for the fund cited. Contracts with rmultiple
fund cites will be retained by the current paying office. The
transfer of contracts payable in a foreign currency does not

apply.

b. Contracts disbursed against the followi ng ADSNs wi | |
not be forwarded to the paying office supporting these
accountabl e stations. All existing contracts and new contracts
for these ADSNs will remain at the initiating paying station



ADSN 6799** (OAC 60, SAF/ FMBMB)
ADSN 8527** (OAC 17, SAF/ FMB)
ADSN 846800 ( DFAS-DE/| RAT)
ADSN 843022 (DFAS-DE/| RAI)
ADSN 843055 (DFAS-DE/I| RAI)

c. The follow ng procedures should be followed for
transferring single fund cite contracts:

(1). |If a single funded contract is received citing
your operating location as the paying office and you are not
supporting the accountable station, submt a request to the
i ssuing contracting office for a nodification to change to the
proper office. Do not forward the contract to the new paying
office until the nodification is received.

(2). Contracts under sinplified acquisition
procedures (purchases under $100, 000.00) may be nodified by
usi ng an agency-designed form or the Standard Form 30, Anmendnent
of Solicitation/Mdification of Contract. Contracts over the
sinplified acquisition dollar threshold are required to be
nodi fi ed using the SF 30.

(3). Upon receipt of the nodification, delete the
contract from | APS and transfer the contract file with a copy of
the contract history to the gaining paying office. Transfer al
contract records using a Standard Form 135, Records Transmttal
and Recei pt.

(4). Al outstanding invoices on a contract must be
paid by the transferring paying office prior to transfer. DO
NOT return invoices to vendors.

3. CLASSI FI ED CONTRACTS. When a basic contract is
classified with a very restrictive and limted need to know, the
payi ng of fice may receive a copy containing only the m ni mum
data required for paynment. These contracts are sufficient
support on which to base paynments. Paynment docunentation nust
be processed per DoDFMR 7000.14-R, Volune 5, Disbursing Policy
and Procedures.

4. NOTI CE OF ASSI GNMVENTS

a. An assignnent is a transfer by one party (the
assignor) of rights or interest in property to another party
(the assignee). The assignor is the contractor while the
assignee is the bank or financial institution.



b. The instrunent of assignnent is the witten
agreenment by which the transfer of rights or interest in
property is nmde.

c. The notice of assignhnent is the witten notice of
t he assignnment sent by the assignee to the interested parti es.

d. The surety is the individual or conpany guaranteeing
the performance of the contract (bonding conpany).

e. The nerger of a corporation or a change in the
corporate name is not considered an assignment. A nerger does
not annul existing contracts between the corporation and the
governnent, nor permt a change in the contractor's
responsibility (4 Conp CGen 184).
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SECTI ON 1|
SUPPORTI NG DOCUMENTS

A. GENERAL. A paynent is considered |egal, correct and proper
when supported by a valid obligation, a valid invoice, and a
receiving report or certified invoice.

B. ELECTRONI C FUNDS TRANSFER ( EFT)/ CENTRAL CONTRACTOR
REG STRATI ON ( CCR).

1. GENERAL POLICY

a. The USD (Conptroller) menorandum of December 30,
1999, provides inplenentation guidance for mandatory Centra
Contractor Registration (CCR) and paynment by El ectronic Funds
Transfer (EFT) as required by the Debt Collection |nprovenent
Act of 1996, (Public Law 104-134). Mandatory CCR registration
requi rements and EFT paynents within the Departnment of Defense
(DoD) include paynents for contracts, purchase orders, basic
ordering agreenents and bl anket purchase agreenents resulting
fromsolicitations issued on or after May 31, 1998 and paid in
US dollars within the United States and its territories.

b. Paynments excluded fromthe mandatory EFT requirenent
i ncl ude nonrecurring paynments (one-tinme paynents to a payee
within a cal endar year), paynents on classified contracts,
paynents on contracts awarded by depl oyed contracting officers,
and paynents for purchases to support unusual or conpelling
needs. Current inplenentation also exenpts paynments to Uility
conpani es.

c. Paying offices shall nmake paynent to vendors using
the EFT or remttance address information contained in the CEFT
dat abase. Access to the CEFT database will be by CAGE Code or
DUNS. If the vendor is not |ocated in the CEFT, the paying

office will query the CCRto verify active registration.
I nvoi ces for paynments subject to mandatory EFT/ CCR registration
will be returned to the vendor if the CCR registration cannot be

verified. Use standard format for returning inproper invoices
in the Attachnents Section

d. Vendors that are excluded from mandatory EFT
paynents or have approved waivers are encouraged to register in
t he CCR. If the vendor registers in the CCR, use the renittance
address shown in the CCR for check paynents. |If the vendor is
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not registered in the CCR, see Posting |nvoices guidance under
paragraph G of this section

2. CHECK PAYMENT ADDRESS. For contracts exenpt from EFT,
if the contract does not contain a specific remttance address
or contains the statenent, “Remt Per Invoice”, use the invoice
address. If a specific remttance address is not provided on
the contract or the invoice, remttance will be nade to the
vendor’s contractual address.

C. ALTERED DOCUMENTS

1. Al documents used to support paynment vouchers, including
obligations, invoices, and receiving reports, nust be exanm ned
to detect alteration. |Inproper alterations include, but are not

limted to, obliteration of existing data, use of white out,
taping, or cutting and pasting. Drawing a line (that does not

obliterate the original data) through the incorrect information
and adding the correct information constitutes a proper revision

to a hard copy docunent. Alteration of information on a
docunent is authorized only by the individual responsible for
provi di ng the infornation.

2. Docunents that are inproperly altered are to be further

exam ned for possible fraudulent intent. |If fraud does not
appear to be intended, the docunent is to be returned to the
submitter with an explanation of why it is returned. |If

fraudul ent intent appears to exist, the docunent will be
retai ned, safeguarded, and referred for appropriate
i nvesti gation.

3. Since inproperly altered docunents cannot be accepted,
any supporting docunent found to have incorrect/m ssing data
nmust be returned to the appropriate office where the m ssing
data can be added and resubmitted. |If the supporting docunents
are originally received in the Field Site with the required
information either handwritten or typed, accept the docunent as
proper. It is immterial whether the majority of the docunent
is typed or handwitten so long as the information is present
and no information has been obliterated.

4., Alteration of an invoice is not normally allowed to be
performed by the paying office EXCEPT for medical supply/stock
fund invoices received citing a contract nunmber starting with
SPO, VA, or DLA. These invoices can be changed to the
appl i cabl e base medi cal SRAN ( FMXXXX) contract nunber.
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5. Facsimle docunents are acceptabl e; however, care nust be
taken to ensure that the fax or copy process is not used to
obscure inproper alterations. Scanned docunents can be accepted
in lieu of an original receiving report provided the scanned
document neets all the required el enents of a proper receiving
report. Changes to electronically subnitted docunents are
acconpl i shed via cancellation of the original subm ssion and
subm ssion of the revised docunment. Hard copy docunents
retained at the source nust contain information identical to
what was el ectronically submtted.

D. DATE STAMPI NG DOCUMENTS.

1. Managenment of DFAS paying offices nust ensure that all
i nvoi ces and receiving reports are properly annotated with the
date of receipt in the paying office at the time of receipt.

2. Date stanping of supporting docunents received in the
payi ng office may be acconplished usi ng nechanical or electronic
nmeans to enter the date on the docunent. Manual date stanping
(i.e., handwritten or rubber stanp) is NOT authorized at DFAS
payi ng offices. FAX servers that assign a control nunber and
mai ntain a history record and El ectroni c Docunent Managenent
(EDM are approved net hods for date stanping docunents. Stand-
al one FAX machi nes have not been approved as a net hod of date
stanping. Supporting docunents received on stand-al one FAXES
must be date stanped by the receiving activity.

3. If the contracting docunents specify an invoice be miled
to an office other than the paying office, the date stanmp may be
acconpl i shed manual ly or by using nechanical nmeans. Regardl ess
of the nmethod used, the date stanp should clearly identify the
designated billing office receiving the docunment.

E. SUPPORTI NG DOCUMENTS

1. OBLI GATI ON DOCUMENTS. Onbligation documents nay be
classified as contractual or non-contractual. The
classification determ nes the supporting docunent requirenents.
Supporting docunents for contractual paynents are governed by
the Federal Acquisition Regulation (FAR) and PPA. Supporting
docunents for non-contractual paynents are not governed by the
FAR and PPA.
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a. Contractual Obligation Docunents.

(1). Contractual docunents are valid contracts/
purchase orders/delivery orders witten in accordance with the
FAR/ Def ense Federal Acquisition Regulation (DFAR)

(2). Wth the inplenmentation of EDA, hard copy
contracts are no longer distributed. Hard copy contracting
docunents are no |onger required unless they are unavail abl e
t hrough EDA.

(3). EDA has also elimnated the ability to correct
adm nistrative errors via pen and i nk changes. However
corrections of adnministrative errors can be made by annotating
the contract conment screen in |APS. Errors which may be
corrected adnministratively are linited to:

(a). Corrections of typographical errors
whi ch do not change the terns and conditions of the contract or
do not require contractor acceptance.

(b). Changes in accounting classification
If the paying and accountable offices are the same and the
difference is below the appropriation | evel, annotate the
contract comment screen. |f the discrepancies are in the
appropriation, a formal nodification is required. |If the paying
and accountable offices are different, a formal nodification is
required.

b. Non-Contractual Obligation Docunents. Non-
contractual documents are dependent on the type of claimor
entitlement. The docunentation nust show the basis for the
claimor entitlenent and nust include approval by the
appropriate authority.

2. I NVO CES.
a. Proper Invoice for Contractual Paynents

(1). To be considered a proper invoice, the bill or
written request for payment nmust be received by the office
designated in the contract to receive the invoice. The invoice
must include all information required by the terns of the
contractual docunent. A statenent containing all the
requi renments of an invoice may be considered a proper invoice.

It is not necessary for an invoice to be totally free of defects

14



in order to be proper and to create a valid demand upon the
gover nnent .

(2). A proper invoice nust contain the follow ng:
(a). Name and address of the contractor.

(b). Invoice nunber, account numnber, and/or
any other identifying nunmber agreed to by contract.

(c). Invoice date (date the contractor places
on the invoice). If mssing, use the date received in the
designated billing office. If the designated billing office
fails to date stanp the invoice, use the date of acceptance of
goods or services as provided by the designated billing office.
If the acceptance date is nore than seven days after the receipt
of goods and services date, use a constructed acceptance date as
your invoice date. Ensure that a witten explanation of the
nmet hod used to determ ne the invoice date is annotated
on/attached to the invoice. Do not return invoices to vendors
because of a nmissing invoice date.

(d). Contract nunber or other authorization,
i ncl udi ng order nunber and contract line item nunber if
applicable. Blanket Purchase Agreenment (BPA) call contracts
must contain a call nunmber on the invoice. The contract nunber
on the invoice nmust match the obligating docunent nunber. If it
does not nmatch, the invoice is classified as i nproper and nust
be returned to the vendor. An exception is authorized for
medi cal supply/stock fund (see Altered Docunents in paragraph C
of this Section).

(e). Description, quantity, unit of neasure,
unit price and extended price of supplies delivered or services
perfornmed. For conputation or extension errors, (see paragraph
E.1.b. of this Section).

(f). Shipping and paynent terns (for exanple,
shi pment nunber and date of shipnment, pronpt paynent discount
terms). Bill of I|ading number and wei ght of shipnent will be
shown for shipments on bills of |ading.

(g). Name and address of contractor official
to whom paynent is to be sent (the nanme nust be the same as in
the contract or in a proper Notice of Assignnent).

(h). Any other information or docunentation
required by the contract, such as evidence of shipnent.

15



b. Common Invoice Errors and Action To Be Taken

(1). No Invoice Nunber

(a). For contractual paynents subject to the
FAR, if the invoice isn’'t nunmbered, and has no account numnber or
ot her agreed to identifying nunber, return the invoice as
i mproper using transmttal letter in Attachnents Secti on.

(b). For non-contractual m scell aneous
paynents, if the invoice isn't nunbered, use the date of the
invoice in a YYYYMVDD format unl ess specified otherwi se in
Section IIl Mof this guide. For exanple, April 28, 1999 will
be entered as 19990428. Use al pha suffixes (A B, etc.) ONLY if
you receive different unnunbered invoices fromthe sane vendor
for the same contract with the sanme date. |nvoices received
fromthe same vendor citing duplicate dates and total amounts
shoul d be validated and, if necessary, returned to the vendor as
a possible duplicate billing.

(c). If an account number is present, use the
requi rements for non-contractual invoice nunbering in (b) above
to enter an invoice nunber and enter the account nunber in the
VENDOR- ACCT-NBR field on the Data Entry | nvoi ce Mintenance
screen. |If the invoice isn't dated, use the date the invoice
was received in the office identified in the contract as the
designated billing office. |If the designated billing office did
not date stanp the invoice, use the system add date.

(d). Ensure that a witten explanation of the
met hod used to determ ne the invoice nunber is annotated
on/ attached to the invoice.

(2). Conputation or Extension Errors. Increase the
payrment for conputation or extension errors of $100.00 or 10% of
the invoi ce anount, whichever is |less per invoice, wthout
contacting the vendor. |If the error exceeds $100.00 or 10% of
the invoi ce ambunt, obtain a corrected invoice. Corrections
i nvol ving decreases may be made in any amount (57 Conmp Gen. 298
(1978)). If the invoice needs to be returned, use the standard
format for returning inproper invoices in the Attachnents
Secti on.

(3). Lower Unit Price. |If an invoice was subnitted

for less than the contract unit price, pay the amobunt on the
i nvoi ce. The vendor nust subnmit a new invoice to receive the

16



difference. Coordinate with the funds hol der and nake an upward
adjustnent to the obligation ambunt, not to exceed the origina
contractual anount.

(4). Underbilling on Quantity. If a vendor bills
for less than the quantity received and the contract prohibits
partial paynents, return the invoice as an inproper invoice and
request conplete billing. Use the standard format for returning
i mproper invoices in the Attachnments Section. |If partial
paynments are authorized, pay the amount billed w thout further
action. The vendor nust furnish another invoice for any
addi ti onal anount due.

(5). Overbilling on Line Item Invoices reflecting
an overbill on aline itemw |l not be adjusted. Enter into
| APS as the invoice is presented so that an overbilled amunt is
reflected on the renittance advice, except if the invoice has
extension errors.

3. RECEI VING REPORTS. A receiving report is used to
provide certification of receipt and acceptance of goods or
services. To be considered a proper receiving report for
contractual paynments it must contain the follow ng infornmation

a. Contract number/purchase order nunber. Mist natch
the contractual docunent or the obligating docunent.

b. Adequate description of supplies or services to
ensure identification of receipt and acceptance of goods or
services ordered. For services, the description nust include
the period the services were rendered.

c. Quantities of supplies or services received or
per f or med

d. Receipt date. The receipt date is the date the
goods or services were received or delivered. UWilities and
recurring services are provided throughout the billing period,
therefore, they are considered to be received on the | ast day of
the billing period.

e. Acceptance date. The date supplies or services were
accepted. The acceptance date is the date the goods or services
were inspected and determ ned to conformto the contract. The
acceptance date can not be prior to the end of the service
period or date of receipt of goods. This does not apply for
aut hori zed advance paynents.
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NOTE 1: Receipt and acceptance dates are separate
events but may occur on the sane date. A single date can be
used if it certifies both receipt and acceptance. |If it
certifies only acceptance, receipt is presuned to have occurred
on the same date. Do not return a receiving report for |ack of
a receipt date if it contains an acceptance date.

NOTE 2: Constructive acceptance. Constructive
acceptance applies if the acceptance date is nore than 7
cal endar days after date of receipt, unless the contract
provi des a | onger acceptance period. Enter the constructive
acceptance date in | APS as the acceptance date if constructive
acceptance applies. Ensure that a witten explanation of the
met hod used to determ ne the acceptance date is annotated
on/attached to the receiving report. Constructive acceptance
does not apply if notification is received of contractor
nonconpliance with the terns of the contract.

NOTE 3: Utilities and services are provided throughout
the billing period, therefore they are considered to be received
on the last day of the billing period. Unless a specific
acceptance period is provided in the contract, acceptance is
considered to be the 7'" day after receipt date or earlier if
actual acceptance occurs before the constructive acceptance
dat e.

f. Total dollar anount. Although not required by the
FAR, dollar anmount is required for partial receipts and to
identify the appropriate accounting classification

g. Signature or approved el ectronic equival ent of
government official authorized to accept supplies or services.

h. Printed nane, mailing address, and tel ephone nunber
of designated governnment official accepting goods or services.
Mai | i ng address may be a comrerci al or organi zati onal address.
The state and zip code are required for organi zationa
addresses. The tel ephone nunber nmay be a DSN or conmercia
nunber. An extension is not acceptable.

NOTE: The printed name, mailing address and tel ephone
nunmber will not appear on receiving reports received through
W de Area Workfl ow (WAWF) when they are printed. The
information is inbedded within the automated program but does
not appear in print.

i. The | APS Request for Receiving Report does not neet
the minimumrequirenments for a receiving report. |f the I APS
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Request for Receiving Report is to be used as a receiving
report, the follow ng data nust be added: An adequate
description of the supplies or service accepted, the printed
nane, nailing address, and tel ephone nunber of the governnent
of ficial accepting the goods or service.

F.  RETURNI NG | MPROPER SUPPORTI NG DOCUMENTS. If an invoice or
receiving report is received in the Field Site and contains

m ssing or incorrect data, return the docunents to either the
vendor or the base as appropriate. Logs will be maintained to
identify the docunents returned. The transmttal letters in the
Attachment Section should be used to return inproper docunents.
Docunment Managenent Branch is responsible for |ogging and
returning i nproper docunents.

1. PROCEDURES FOR RETURNI NG | MPROPER | NVO CES

a. Invoices containing inproper information or mssing
required information will be returned to the vendor via the nost
efficient method as required by the Pronpt Paynent Act. A log
will be maintained to identify the followi ng information on

returned invoices: invoice nunber, vendor nanme, contract nunber,
reason(s) for return (deficiency), date received in the
designated billing office, and date returned.

b. Ensure all deficiencies are annotated before
returning the docunment. |If returning a docunent that has nore
t han one deficiency, please nake sure that each deficiency is
included in the log and on the standard transnittal letter for
returning inmproper invoices.

c. Make such notice of defect within 7 cal endar days (3
busi ness days for suppliers of nmeat and neat food products and 5
cal endar days for suppliers of perishable agricultural
comodities, dairy products, edible fats, or oils) after date of
recei pt of inproper invoice.

NOTE 1: A discrepancy in quantity or unit price is not
normal |y a reason to consider an invoice defective or inproper.

NOTE 2: Non-receipt of property or delivery of goods or
service is not a reason for returning an invoice to a vendor as
i nproper, unless the receiving activity notifies the paynent
of fice of non-receipt.
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2. PROCEDURES FOR RETURNI NG | MPROPER RECEI VI NG REPORTS

a. For any Air Force activities, receiving reports
needing to be returned to the base nust be returned to the base
Fi nanci al Services Ofice (FSO. For other than Air Force,
return to the appropriate activity.

b. A standard transmttal letter identifying the reason
for return nmust acconpany the returned docunment(s). Uilize the
transmittal letter in the Attachments Section. The transmtta
| etter and supporting docunents will be faxed to the proper base
FSO for correction and resubm ssion. A log will be maintained
i dentifying docunents returned, contract nunber, reason(s) for
return, and date returned.

c. Wien returning an incorrect receiving report to the
base, utilize the I APS "Contract Conments"” screen to annotate
why the document is being returned. Ensure all deficiencies are
annot at ed before returning the docunent.

3. SPECI AL CASES COVERI NG CERTI FIED I NVO CES Treat a
defective certified invoice in one of two ways: as either a
defective invoice or a defective receipt (certification)
situation. Defects in certified invoices should be detected by
the organi zation receiving the invoice, prior to their
certification process. They should be returned at that tine.
Thi s does not always occur. |If you receive a certified invoice
for processing and there is a defect with the invoice portion,
return to the vendor in accordance with normal invoice return
procedures. |If the certification portion of the certified
invoice is defective, return to the base in accordance with
procedures in 2b above. |In either case, provide the reason(s)
for the return, date received in the designated billing office,
and date returned using the standard transmttal letters for
i mproper invoice or inproper receiving report/certified invoice
letter in the Attachnent Secti on.

G POSTING INVO CES. The entry of accurate data into the | APS
wWill result in tinely paynments to our vendors. The first step
is the receipt of the invoice and pulling the contract folder
fromthe active file. Sonme housekeepi ng nust be done before the
i nvoi ce can be posted into | APS.

1. Verify the contract nunmber on the invoice is the sanme as
the contract/purchase order

2. The first line in block 9 of the contract nust be the
sane as the name of the vendor on the invoice.
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3. Conpare the dollar anobunt of the invoice to the
contract. Input line itens as reflected on the invoice.

4. Recommend prioritizing your docunents in order of
precedence in the follow ng manner:

a. Any invoice over $100, 000.

b. Uilities, to include tel ephone bills.
c. Leases.

d. Any invoice already drawi ng interest.

e. I nvoi ces that were returned fromrenit to or
obl i gati ons sections.

f. Invoices in your day 3 basket.
g. PPA exenpt 5 days.

5. Verify that the invoice nunber was not previously paid
by entering “F5” option key fromthe Data Entry Subnenu. This
will take you to the Data Entry Contract Data Submenu. At this
point, enter option “P” to show the |linked invoices. This wll
identify any invoice nunber previously paid. Review sinilar
i nvoi ce nunbers to ensure paynent has not already been nmade on a
sim lar invoice nunber that nay have been altered to nmake a
paynent .

6. The invoice is posted fromthe Data Entry Submenu by
entering the contract nunber and invoice nunber. Do not add or
subtract any characters and/or enter a space before the invoice
nunber. The invoice nunber nmust be entered in | APS exactly as
it appears on the invoice (see notes below). The programwil|
automatically take you to the Data Entry | nvoi ce Mintenance
screen. There, enter the invoice date, date the invoice was
received, the percent of discount offered if applicable, the
m scel | aneous charges, tax if applicable, freight, vendor
credits, and invoice total

NOTE 1: \When the invoice nunber is |onger than the 13
position invoice nunber field, use the last 13 positions as they
appear on the invoice as the invoice nunber, including al
speci al characters (i.e., dashes, slashes, and spaces). Enter
the entire invoice nunber as it appears on the invoice into the
Vendor Account Nunber field.
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NOTE 2: For TOPS invoices, input the invoice nunber in the
i nvoi ce nunber field without any special characters (i.e.,
dashes). This will allow the invoice nunber to fit in the
i nvoi ce nunber field. Also, enter the entire invoice nunber as
it appears on the invoice (including dashes) into the Vendor
Account Nunber Field on the Invoice Add screen

NOTE 3: For EDM sites, do not enter the foll ow ng special
characters into the invoice nunber wthin | APS:

T~ @S & |\ +={} () <>,
7. The discount will appear as a percentage on the contract

or invoice and the discount is entered in | APS as a deci nal
Some common exanpl es are as foll ows:

| nvoi ce/ contract: . 5% enter in | APS as . 005
| nvoi ce/ contract: 1% enter in | APS as .01
| nvoi ce/ contract: 2% enter in | APS as .02
| nvoi ce/ contract: 1.5% enter in | APS as .015

8. The conputer will display a statenent “Is the REMT to
Correct” (yes/no). For EFT paynents, use the EFT registration
i nformation provided in the CCR/ CEFT. Vendors waived by |aw or
ot herwi se exenpt, use remttance address provided in CCR/ CEFT.
If not registered in CCR/ CEFT, you will use the follow ng
options in this order

a. The remt to address in the body of the
contract/ purchase order, or

b. The remt to address on the invoice, if remt to
address not provided in contract/purchase order, or

c. If thereis not aremt to address on the
contract/purchase order or on the invoice, use the address in
bl ock 9 of the contract/purchase order.
H  PAY METHOD. Ensure that the correct pay nmethod is used when
| oading the obligation or invoice in |APS. The all owed pay
net hod entries are C, D, E, P, and |

C — This code identifies a cash paynent.

D — This code identifies a check paynent.
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E - This code identifies an electronic funds transfer
payment. Wth this code the Remit-To address sel ected nust
i nclude conplete EFT information such as Account Nunber, Routing
Nunber, ADDM METH, and ACCT Type.

P — DO NOT USE FOR | APS PAYMENTS. A future change to
IAPS will allow for this paynment nethod.

| — FOR FIELD SITE USE ONLY. This method is only to be
used in rare instances where the vendor requires nore data than
is shown on the check stub. Wen this paynent nethod is used,
Centralized Disbursing System (CDS) prints the check at the
Field Site location so the additional information can be mail ed
wi th the check.

|. ADDENDUM METHOD  For pay nethod “E’, the addendum net hod

(ADDM METH) field nust be used. The all owabl e addendum net hods
are “1”7, "E’, “X’, and “P’. ADDM METH for paynents in foreign
currency nust be “E’. The followi ng ADDM METH may be utilized:

I — RESERVED FOR FUTURE USE. Represents EFT paynents
made to individuals who require basic check stub data (PPD) with
no special distribution.

E — Represents EFT paynents nmade to ot her payees who
require basic check stub data (CCD+) with no speci al
di stribution.

X — Represents EFT paynents made to payees who require
t he expanded CTX-820 EDI format with distribution to the
financial institution only.

P — Represents EFT paynents nmade to payees who require
t he expanded CTX-820 EDI fornmat with distribution to the
financial institution and the payee's designated val ue added
net wor k ( VAN) .

J. POSTING RECEI VING REPORTS There are separate receipt
processes for services and stock fund type contracts.

1. STOCK FUND RECEI PTS. Receipts for stock fund shoul d
only be used to add records that were not passed through the
Supply or Medical interfaces. This would normally be because an
interface file could not be recovered.
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2. SERVI CES RECEI PTS.

a. Verify the contract nunber on the receiving report
is the same as the contract/purchase order

b. Enter a pay period ONLY when | oading nultiple
receiving reports for one contract. The pay period used for the
recei pt nust match the pay period used for the invoice.

c. Input receipt for line items as reflected on the
receiving report. It is possible to have nore than one Docunent
Summary Record (DSR) |inked. Ensure that the receipt
i nformati on being added is for the correct DSR

K.  EFT REJECTS, REPLACEMENT CHECKS, AND SUPPLEMENTAL

PAYMENTS., The first ten positions of the invoice nunber will be
the original invoice nunber. |f the original invoice nunber
exceeds ten positions, truncate fromthe begi nning of the

i nvoi ce nunber. The last three positions of the invoice nunmber
will be “EFT” for EFT rejects, “REP" for replacenent checks, and
“SUP” for suppl enmental paynents.
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SECTION | I']
M SCELLANEQUS PAYMENTS

A.  GENERAL. This section provides gui dance and standardi zes
i nput requirements into | APS for both contractual (subject to
FAR requi renments) and non-contractual m scell aneous paynents.

1. CONTRACT NUMBER. On niscell aneous obligation docunents
the structure for a contract nunber is as foll ows:

Positions 1-6: | dentifies Docunent Type, such
as ( OSMORD)

Positions 7-8: Site ID

Position 9: M scel | aneous obligation
cat egory code

Position 10: Last digit of the fiscal year

Positions 11-13: Identify the type of paynent or
document number.

a. This contract nunber structure is used ONLY when a
contract nunmber has not been assigned. |If a contract nunber has
been assi gned, use the assigned contract nunber

b. For those sites where the |APS site ID is al pha,
positions 7 and 8 of the contract nunber will be the fiscal year
and position 10 and 11 will be the site ID.

2. VENDOR CODE. The vendor code is a standard 8-position
field. The systemw | zero fill fromthe left. |If a Field
Site wants to ensure that the site id is in a certain position,
they may determ ne where to zero fill.

B. REI MBURSEMENT OF PROFESSI ONAL LI ABILITY | NSURANCE. Section
636 of the Treasury, Postal Service and Ceneral Governnent
Appropriations Act for Fiscal Year 1997, Public Law 104-208, as
anended by Section 642 of the Treasury and General Government
Appropriations Act for Fiscal Year 2000, requires agencies to
rei mburse qualified enployees up to one-half of the cost
incurred for Professional Liability Insurance out of funds
appropriated for salaries and expenses.

1. Enployees eligible to receive reinbursenent for
Prof essional Liability Insurance are | aw enforcenent officers as
defined in Section 636(b) of the 1997 Act, and supervisors and
managenent officials as defined by 5 U.S.C. Section 7103(a).
DoD wi Il reinburse covered enpl oyees up to one-half the cost of
a covered premum not to exceed $150 per year. Non-
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appropriated fund (NAF) enpl oyees and mlitary personnel are not
covered by the | aw.

2. Enpl oyees nust submit a conpleted SF 1164, Claimfor
Rei nbur senent for Expenditures on O ficial Business, an invoice
fromthe insurance carrier to verify the cost of the prem um
the policy nunber, the name of the insurance conpany, and proof
of paynent to the Human Resource O fice/Civilian Personne
Ofice (HROCPO. The HRO CPO will approve the paynent and
forward the conpleted SF 1164 and supporting docunentation to
t he supporting paying office.

C. EXPENSES OF BORDER CLEARANCE | NSPECTI ONS \When additiona

i nspectors are required to supplenent the regularly assigned

i nspection staff, the Air Force pays for their overtine, travel,
and subsistence. |If an Air Force plane | ands at other than an

Air Force base, the hone station of the plane pays the charges.

VWen an Air Force aircraft lands at an Air Force base, the base
providi ng the cl earance service bears the expense of the border

cl earance inspection. These instructions apply to the services
of any border cl earance agency (AFlI 24-401-404).

D. MEDI CAL SERVI CES PROVI DED BY CI VI LI AN SOURCES.

1. GENERAL. On October 1, 1999, paynent responsibility for
suppl enental health care was transferred to the Managed Care
Support (MCS) contractor for civilian health care received
within the 50 United States and the District of Colunbia.

Suppl enental health care refers to care received fromcivilian
sources by active duty service nenbers and ot her desi gnated
patients, subject to Mlitary Treatnment Facility (MIF) referra
and non- MTF referred care under the Tricare Prine Renote

Pr ogr am

2.  FUNDI NG FOR SUPPLEMENTAL HEALTH CARE

a. Funding for MIF referred care in Tricare Regions 1
2, and 5, will be authorized by issuing an annual AF Form 616
Fund Cite Authorization, to the |ocal MIF under a single
RCCC/ EElI C such as XX5861/572. The AF Form 616 shoul d be issued
for the entire fiscal year, but nmay be quarterly funded.

b. The MIF will issue an AF Form 676, Authorization for
Suppl emental Civilian Health Services and cite the applicable AF
Form 616. Individually funded AF Form 676’ s shoul d be avoi ded
because of the possibility nultiple bills may be received
agai nst the AF Form 676. The date of receipt of the bill by the
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MCS contractor will be used to deternmne the fiscal year to be
charged for the care provided.

c. Supplenmental health care provided in other Tricare
regions within the 50 United States and for all non-MIF
referrals will be funded and rei mbursed by the Tricare
Managenent Activity, Denver Col orado.

3. PROVI DER REI MBURSEMENT FOR SUPPLEMENTAL HEALTH CARE
CLAI M5

a. Health care providers are reinbursed by subm ssion
of a claimto the MCS contractor. Reinbursenment will be based
on Tricare reinbursenent nethodol ogy applicable to the services
reflected on the claim

b. Services authorized but not ordinarily covered by
Tricare and/or services rendered by a provider who cannot be a
Tricare provider shall be reinbursed at the amount bill ed.

4. MANAGED CARE SUPPORT CONTRACTOR ( MCS) REI MBURSEMENT FOR
SUPPLEMENTAL HEALTH CARE PAI D

a. The MCS contractor will initially pay the health
care provider for health care provided in the 50 United States
and the District of Columnbia.

b. The MCS contractor will be reinmbursed for anopunt
paid by subnmitting nonthly billings to the authorizing MIF for
all care provided in Tricare Regions 1, 2, and 5.

(1). Region 1 includes the northern portion of
Virginia, eastern portion of Wst Virginia, Rhode Island,
Massachusetts, New Hanpshire, Vernont, and Mai ne.

(2). Region 2 includes southern Virginia and all of
North Carolina.

(3). Region 5 includes Illinois, Indiana, Kentucky,
M chi gan, Chio, West Virginia (other than eastern portion in
Region 1), Wsconsin, and the St. Louis area of M ssouri (63000-
63399) .

(4) For care provided in all other regions, the MCS

contract will submt their bill to the Central Tricare
Managenment Activity in Denver Col orado.
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5. M LITARY TREATMENT FACI LI TY PROCESSI NG OF MCS CONTRACTCR
Bl LLS.

a. The MIF nust annotate the MCS contractor’s bill with
the date of receipt in the MIF. Cognizant officials in the MF
will prepare a SF 1034, Public Voucher for Services Other Than
Personal , and approve the paynent for all care authorized. The
MIF official will submt the approved SF 1034 with the MCS
contractor’s bill attached to the supporting paying office.

b. The AF Form 616 bal ance will be reduced by the
anount of the approved paynent.

c. To avoid any interest penalty paynents, the approved
SF 1034 and bill should be subnmitted to arrive at the paying
office not later than 15 days following receipt of the bill in
t he MIF.

6. PAYI NG OFFI CE PROCESSI NG OF MCS CONTRACTOR APPROVED
PAYMENTS. The paying office will record an obligation for the
approved paynment anmount and deconmit the anmount of the paynment
fromthe applicable AF Form 616 bei ng charged.

E. SUPPLI ES AND SERVI CES ACQUI RED BY AF FORM 15, U.S. AIR FORCE
| N\VO CE. Authorized personnel use AF Form 15, and AF Form 15A,

I nvoi ce Envel ope, to obtain supplies and services in direct
support of aircraft (other than aviation fuel), notor vehicles,
and boats. For correct use of AF Form 15, see AFI 23-202.

Avi ation fuel is obtained using AF Form 315, United States Air
Force AVFUELS | nvoice, per AFl 23-202.

F. PAYMENTS OF CIVIL AIR PATROL (CAP) EXPENSES CAP nenbers and
CAP wi ngs may be rei nbursed or paid for funds expended for

avi ation fuel, autonotive fuel, |ubricants, comrerci al
communi cati ons, and taxes thereon. In accordance with CAPR 173-
3(e), CAP nenbers or units nmay be paid aircraft nmintenance
expenses per rates, schedules, and procedures established by
CAP- USAF when used in the performance of Air Force authorized

nm ssions.

G ORGANI ZATI ONAL CLOTHI NG | SSUES

1. Commanders will not authorize, nor will the Financia
Service Ofice certify the use of Operations and Mi ntenance
(OC&M funds for purchase and | ater issue of Mlitary Cl othing
Sales Store (MCSS) itens, unless specifically approved as an
exception by the Air Force Clothing and Textile Ofice (see
AFMAN 23-110CD). Commanders may use O&M funds for the
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alteration of organi zational clothing itenms (not MCSS itens)
(see AFMAN 23-110CD). Unit funds may be used to sew rank

i nsignia and accouternments onto enlisted personnel’s woodl and
battle dress uniform (BDU) shirts at tinme of promotion or when
new uniforms are purchased (See AFMAN 23-110CD)

2. To be reinmbursed, nenbers nust sign their receipts and
submt themto the unit commander. Menbers nmay subnmit an SF
1164 for unit approval. |If no SF 1164 is submitted, the unit
prepares an SF 1034, attaches the nmenbers' receipts and the unit
commander, or designee (no | ower than resource advisor) signs
the SF 1034, conpleting the "approved for", "by" and "title"
bl ocks. A bl anket purchase agreenent nay al so be used to procure
t hese servi ces.

H  CASH AWARDS TO MEMBERS

1. Upon approval of an Idea Award, the authorizing official
prepares, certifies, and submt the Paynment of |dea menorandum
to the FSO for initiation of award paynent action.

2. The Paynent of |dea Menorandumis used to support an SF
1034 and nust contain the foll ow ng:

a. Nane, Social Security Account Nunmber, and address of
the individual to receive the paynent.

b. The fund cite to be charged.
c. The anpunt to be paid.

d. The original signature and office of the official
who has approved the paynent to the individual

e. |dea Nunber.

3. The federal tax withholding rate is 27.5 percent of the
gross award.

|. DEMJRRAGE AND OTHER M SCELLANEQUS CHARGES. Paynent is made
for straight denurrage charges and ot her m scell aneous charges
such as icing, salting, swtching, reweighing, and storage,
accrued on shipnents under prepaid bills of |ading or where no
bill of lading or actual transportation novenment is involved.
Payment may be made from local O&M funds citing EEIC 469 w thout
obtai ning a purchase order or other contractual instrunent. The
carrier's bill for performance of service, certified by the
Transportation O ficer or other authorized official of the
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government, nmmy be accepted instead of purchase order or other
contractual instrunent.

J.  PREM UM TRANSPORTATI ON FOR MEDI CAL/ DENTAL WORKI NG CAPI TAL
FUNDS. Prem umtransportation for the medical dental stock fund
is paid from O&M funds. The vendor may be rei nmbursed for the
added cost of premumtransportation provided the Decentralized
Bl anket Purchase Agreenent (DPBA) expressly authorizes the
addition of premumtransportation at a specific cost when
supplies are needed on a priority basis.

K. NON- TEMPORARY STORAGE AND HANDLI NG | N OQUT CHARCES.

1. Cost of contract commercial storage of mlitary nmenbers'
or civilian enployees’ household goods on a nontenporary basis
is charged to the appropriation current at the time service is
rendered (DFAS-DE 7000. 4-R)

2. Civilian accounts are funded each fiscal year. By
Sept ember 1st of each year, the appropriate civilian personne
of ficer furnishes the Transportation Managenent O fice with the
current year fund citation to be charged.

3. For handling in/out service (novenment of property to and
fromthe warehouse platform), use the appropriation current at
the time the services are performed. For mlitary nmenbers, cite
the applicable project or subproject in the Permanent Change of
Station (PCS) orders authorizing the nontenporary storage. For
civilian enpl oyees, cite the accounting classification provided
by the civilian personnel officer.

4. For drayage-out and unpacki ng services, use the
accounting classification cited in the PCS orders.

L. FI RST DESTI NATI ON TRANSPORTATI ON (FDT). FDT is the
transportation required to effect the delivery of materiel from
t he procurenent source outside the DoD supply systemto the
first point at which the Air Force takes possession or
owner shi p.

1. F.OB ORIG@N

a. FDT costs for purchases of equi pnment and systens are
charged as foll ows:
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Appropriation Which Appropriation Which

Fi nances Purchase Fi nances FDT
57 * 3010 57 * 3080
57 * 3020 57 * 3080
57 * 3080 57 * 3080
57 * 3600 57 * 3600
57 * 3400 57 * 3400

b. FDT costs for less than major end itens are charged
to the appropriation that financed the acquisition of the item

c. FDT costs for governnent furnished equi prent and
government furnished materiel prior to installation in a major
end itemare charged to the appropriation financing the end
item s acquisition.

2. F.O B. DESTINATION. FDT transportation is an integra
part of the delivered cost of the item The delivered price of

the itemis charged to the appropriation financing the purchase.

M M SCELLANECUS NON- CONTRACTUAL PAYMENTS

1. M scellaneous non-contractual paynents are not required
to conply with the FAR requirenents for a proper invoice and
receiving report.

2. For niscell aneous, non-contractual paynments, |APS input
requi rements are as follows:

a. LEGAL CLAI M5

VENDOR CODE: Site ID + LEGAL
CONTRACT NUMBER: OSMORD + site ID + J + one digit fiscal
year + LEGAL
EXAMPLE: OSMORD67JO0LEGAL
INVO CE NUMBER: Claim# + the clainmant’s |ast nane.
Exanpl e: 00-0276Smith. The clai m nunber
shoul d be entered exactly as assigned by
| egal .
I N\vVO CE DATE: Approving Authority Date.
R/'R DATE: Approving Authority Date.
I NVO CE RECEI VED DATE: Date invoice received in the
Field Site.
AFO DATE: Date Invoice received in the Field
Site.
PPA: O NET: 5
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b. LEGAL CLAI M5 SUPPLEMENTAL PAYMENTS

CONTRACT NUMBER: Sanme as original claim

| N\VO CE NUMBER: Same as original claimbut add “A”
between | egal claim# and |ast nane.
EXAMPLE: 00-0276ASmi t h.

I N\vVO CE DATE: Approving Authority Date.

R/'R DATE: Approving Authority Date.

I NVO CE RECEI VED DATE: Date invoice received in the

Field Site.
AFO DATE: Date invoice received in the Field
Site.
PPA: O NET: 5

c. BILLETI NG (NON- CONTRACTUAL, ON BASE ONLY)

VENDOR CODE: Site |ID + BILLET

CONTRACT NUMBER: OSMORD + site ID + 1 + one digit
fiscal year + BILLET

I NVO CE NUMBER: Bill/invoice nunber.

| N\VO CE DATE: Date on bill/invoice.

R/ R DATE: Dat e approved for paynent.

| NVO CE RECEI VED DATE: Date bill/invoice received in the

Field Site.
AFO DATE: Date bill/invoice received in the Field
Site.
PPA: E NET: 5

NOTE: Do not use the dates on a SF 1034 if the base
attaches one as a cover sheet.

d. | DEA AWARDS

VENDOR CODE: First 8 digits of SSAN

CONTRACT NUMBER: “I A" + Last four of payee’s SSAN or |og
Number assigned by the I DEA Ofice +

site ID+ 9 + one digit fiscal year +

| DEA

I N\VO CE NUMBER The number assigned to the | DEA Award
Menmor andum

I NVO CE DATE Date of |DEA Award Menorandum

R/'R DATE: Date of |DEA Award Menorandum

I N\VO CE RECEI VED DATE: Date | DEA Award Menorandumi s

received at Field Site.
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AFO DATE: N A
PPA. O NET: 5

NOTE These paynents should ONLY be processed on the automated
manual screen in |APS. The fund cite is provided on the
| dea Award Menorandum

e. AF FORM 656

VENDOR CODE: Site |ID + AAFES
CONTRACT NUMBER: OSMORD + site ID + O+ one digit fiscal
year + AAFES
| N\VO CE NUMBER: I nvoi ce nunber as shown on the bill
recei ved from AAFES.
| N\VO CE DATE: Date of the invoice as reflected on the
bill received from AAFES.
R'R DATE: Date of the invoice as reflected on the bill
recei ved from AAFES.
| NVO CE RECEI VED DATE: Date invoice received in the
Field Site.
AFO DATE: Date invoice received in the Field
Site.
PPA: E Days: 5

f. AF FORM 659
VENDOR CODE: SITE ID + AF659

CONTRACT NUMBER: OSMORD + site ID + 9 + one digit fiscal
year + AF659

I N\vVO CE NUMBER: Approval date (YYMVDD) + payee’s | ast
name.

| N\VO CE DATE: Date on the form

R/'R DATE: Date approved by the Base Conmander or

desi ghated representative.
| N\VO CE RECEI VED DATE: Date invoice received in the
Field Site.
AFO DATE: Date invoice received in the Field Site.
PPA: O Days: 5

g. AF FORM 1227 (PAYMENT TO SCHOQL)

VENDOR CODE: Site ID + School Narme
CONTRACT NUMBER: AF1227 + site ID + B + one digit fiscal
year + school nanme
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I NVO CE NUMBER: School ' s invoi ce nunber.

I N\VO CE DATE: Date on invoice.

R/'R DATE: Date of approval by Education O fice.

| NVO CE RECEI VED DATE: Date invoice was stanp received
by the education office. |If the
invoice isn't date stanped, the
i nvoi ce date will be used.

AFO DATE: Date received at Field Site.

PPA: O NET: 5

h. AF FORM 1227 ( STUDENT RElI MBURSEMENT)

VENDOR CODE: Site ID + TAREIM

CONTRACT NUMBER: AF1227 + site ID+ 9 + one digit fiscal
year + TAREIM

I N\vVO CE NUMBER: Approval Date (YYMVDD) + payee’s | ast
name.

| N\VO CE DATE Date of nenprandum letter, or SF 1034.

R/'R DATE: Date of approval.

| N\VO CE RECEI VED DATE: Date nenprandum |letter, or SF

1034 received at Field Site.
AFO DATE: Date received at Field Site.
PPA: O Net: 5

i. DD FORM 448-2 (REI MBURSABLE M PR)

VENDOR CODE: Site |ID + Payee Nane

CONTRACT NUMBER: Docunent nunber of the formwth
Position 9 “F"

I N\VO CE NUMBER: SF 1080 bill nunber.

I NVO CE DATE: Date on SF 1080.

R/'R DATE: Date certified on SF 1080.

| NVO CE RECEI VED DATE: Date SF 1080 received at Field

Site.
AFO DATE: Date SF 1080 received at Field Site.
PPA: O NET: 5

j . POSTAGE/ STAMPS

VENDOR CCDE: Site | D + POSTAL

CONTRACT NUMBER: OSMORD + site ID + Z + one digit fiscal
year + POSTAL

I N\VO CE NUMBER: Date on SF 1034 authori zi ng paynent.

I N\VO CE DATE: Date on SF 1034.

R/'R DATE: Date on SF 1034 approved for paynent.
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I N\VO CE RECEI VED DATE: Date invoice received at Field
Site.

AFO DATE: Date invoice received at Field Site.

PPA: (@] NET: 5

k. BACKGROUND CHECK

VENDOR CODE: Site |ID + BACKGR
CONTRACT NUMBER: OSMORD + site ID + 4 + one digit fiscal
year + BACKGR
I N\VO CE NUMBER: Date of request (YYMVDD) + |ast nane.
| NvO CE DATE: Date on SF 1034 or nenorandum
R/'R DATE: Date approved.
| NVO CE RECEI VED DATE: Date received at the Field
Site.
AFO DATE: Date invoice received at Field Site.
PPA: E NET: 5

NOTE  For a second paynent for the same enpl oyee, add
‘A after the date.

| . STATE PERM TS/ LI CENSES/ M SCELLANEOUS FEES:

VENDOR CODE: Site ID + PERMT

CONTRACT NUMBER: OSMORD + site ID + 4 + one digit fiscal
year + PERM T

| N\vVO CE NUMBER: I nvoice, license, or permt nunber. If
none, use the date of the state demand

letter. |If none, the date of the letter
fromthe base, approving or authorizing
t he paynent.

I N\VO CE DATE: Date on invoice, SF 1080 or letter.

R/'R DATE: Date of approval.

| N\VO CE RECEI VED DATE: Date stanp as received on invoice
or if letter used as invoice use
Field Site receipt date.

AFO DATE: Date invoice received at Field Site.

PPA: E NET: 5

m CIVILIAN CLOTH NG ALLOMANCES

VENDOR CCDE: Site |ID + CVvCLOT
CONTRACT NUMBER: OSMORD + site ID+ 9 + one digit fiscal
year + CVCLOT
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I N\VO CE NUMBER Date of request (YYMMDD) + payee’s |ast
namne.

| N\VO CE DATE: Date on SF 1034 or letter

R/'R DATE: Date of approval.

I N\VO CE RECEI VED DATE Date Field Site received SF 1034

or letter.
AFO DATE: Date received at Field Site.
PPA: O NET: 5

n. UTILITY BILLS (SUBJECT TO TARI FF)

VENDOR CODE: Site ID + Vendor Nane OR Site ID + UTILIT

CONTRACT NUMBER: OSMORD + site ID + U + one digit fiscal
year + MORD nunber or contract numnber
provi ded by base with position 9 “U’.

I NVO CE NUMBER: Use invoice nunber if provided. |If no
i nvoi ce nunber, use |last ten positions
of the account number + three position
month. |If no invoice nunber or account
nunmber, use YYYYMVDD. For overseas
| ocations follow the requirenents of
| ocal agreenents.

| N\VO CE DATE Date on invoice. If date is mssing, use

the invoice received date in the

designated billing office. |If the

designated billing office failed to date-

stanp the invoice, invoice date wll

be the end of service period.

| N\VO CE RECEI VED DATE: Date designated billing office

date stanped invoice. If no date
stanp, use the invoice date as
the invoice received date. If no
date stanp or invoice date, use
the end of service period.

R/'R DATE: Date approved.

AFO DATE: Date received at Field Site.

PPA. E NET: 5

0. TELEPHONE BILLS (SUBJECT TO TARI FF)

VENDOR CODE: Site ID + PHONE or Site I D + Vendor Name
CONTRACT NUMBER: OSMORD + site ID+ T + one digit fiscal
year + PHONE or as assigned by base
with position 9 “T”
I N\VO CE NUMBER: Use invoice nunber if provided. |If no
i nvoi ce nunber, use |last ten positions of
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the account nunber/phone nunber + three
position nonth. For overseas |ocations
follow the requirenments of |oca
agreenents.

I N\VO CE DATE: Date on invoice. |If date is mssing, use
the invoice received date in the
designated billing office. If the
designated billing office failed to date-
stanp the invoice, the invoice date wll
be the end of service period.

I N\VO CE RECEI VED DATE: Date designated billing office
date stanped invoice. If no date
stanp, use the invoice date as
the invoice received date. If no
date stanp or invoice date, use
the end of service period.

R/'R DATE: Date approved.

AFO DATE: Date received at the Field Site.

PPA: E NET: 5

p. TELEPHONE/ CABLE RECONNECTI ON

VENDOR CODE: Site | D + RECONN
CONTRACT NUMBER: OSMORD + site ID+ 9 + one digit fiscal
year + RECONN
I N\VO CE NUMBER: Date approved (YYMVDD) + payee’s | ast
name
| N\VO CE DATE: Date on SF 1034 or letter
| N\VO CE RECEI VED DATE: Date received in the Field Site
R/'R DATE: Date approved.
AFO DATE: Date received at Field Site.
PPA: E NET: 5 for paynments to tel ephone or cable
conpani es.
PPA: O NET: 5 for payments to individuals.

g. AF FORM 185 PROQJECT ORDER

VENDOR CODE: Site ID + AF185

CONTRACT NUMBER: OAF185 + site ID + F + one digit fisca
year + last 8 characters of the project
order nunber

I N\VO CE NUMBER: SF 1080 bill number.

I N\VO CE DATE: Date on SF 1080.

I NVO CE RECEI VED DATE: Date received in the Field Site

R/'R DATE: Date approved.
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AFO DATE: Date received at Field Site.
PPA: O NET: 5

r. CAP
VENDOR CODE: Site ID + 2 position state abbreviation +
CAP
CONTRACT NUMBER: OSMORD + site ID + 5 + one digit fiscal
year + 2-position state abbreviation +

CAP
I N\VO CE NUMBER: M ssion authorization nunber. |f using
CAP Form 4, use invoice nunmber. |If

using a SF 1034, use voucher nunber.
I N\VO CE DATE: Date approved by certifying official.
| NVOI CE RECEI VED DATE: Date the invoice was received at
the Field Site.
R/'R DATE: Date approved by governnent officials.
AFO DATE: Date received at Field Site.
PPA: E NET: 5

s. SF 1164

VENDOR CODE: Site ID + SF1164

CONTRACT NUMBER: OSMORD + site ID+ 9 + one digit fiscal
year + SF1164

| N\vVO CE NUMBER: Date approved (YYMVDD) + payee’s | ast
name.

| N\VO CE DATE: Date signed by clai mant.

I N\VO CE RECEI VED DATE: Date received at Field Site.

R/'R DATE: Date approved.

AFO DATE: Date received at Field Site.

PPA: O NET: 5

t. | MPREST PAYMENT

VENDOR CODE: Site ID + | MPRES

CONTRACT NUMBER: OSMORD + site ID + O + one digit fiscal
year + | MPRES or nunber as assigned by
the base with position 9 *O

I N\vVO CE NUMBER: Date of request.

I N\vVO CE DATE: Date of request.

I N\VO CE RECEI VED DATE Date received at the Field Site.

R/'R DATE: Date approved.

AFO DATE: Date received at Field Site.

PPA: O NET: 5
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u. EEO SETTLEMENTS

VENDOR CODE: Site ID + EEO

CONTRACT NUMBER: OSMORD + site ID + J + one digit fiscal
year + EEO or number as assigned by
base with position 9 “J”

| N\VO CE NUMBER:  Court Docket Number

I N\vVO CE DATE: Date of request.

I NVO CE RECEI VED DATE: Date received in the Field

Site.

R/'R DATE: Date approved.

AFO DATE: Date received at Field Site.

PPA: O NET: 5

v. | NTERGOVERNMENTAL PERSONNEL AGREEMENTS (1 PA)

VENDOR CODE: Site ID + I PA + Number or School Nane

CONTRACT NUMBER: OSMORD + site ID + 4 + one digit fiscal
year + | PA + nunber or school nane or
nunmber as assigned by base with
position 9 “4”

I N\VO CE NUMBER: | nvoi ce number.

I N\VO CE DATE: Date of request.

I N\VO CE RECEI VED DATE: Date received in the designated

billing office.

R/'R DATE: Date of approval

AFO DATE: Date received in the Field Site.

PPA: E NET: 5

W. GRANTS

VENDOR CODE: Site | D + GRANTS

CONTRACT NUMBER: OSMORD + site ID + 7 + one digit fiscal
year + GRANTS or nunber as assigned by
base

| N\VO CE NUMBER: The nunber in Block 5 of the SF 270.

I N\vVO CE DATE: Date of request.

I N\VO CE RECEI VED DATE: Date received in the designated

billing office.

R/' R DATE: Date of approval

AFO DATE: Date received in the Field Site.

PPA: E NET: 5
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N. M SCELLANEQUS CONTRACTUAL PAYMENT

1. M scellaneous contractual paynents are required to
comply with the FAR requirenments for a proper invoice and
receiving report.

2. M scell aneous contractual paynents | APS input
requirements are as foll ows:

a. | NDI VI DUAL MEDI CAL SERVI CES

VENDOR CODE: Site ID + last 6 positions of the contract
nunber

CONTRACT NUMBER: First 6 positions of the contract
nunmber provided by MIF + site ID + H +
one digit fiscal year + sequenti al
nunmber provi ded by MIF

I N\VO CE NUMBER: I nvoi ce number.

| NVO CE DATE: Date on invoice.

R'R DATE: Date MIF approves.

I N\VO CE RECEI VED DATE: Date MIF date stanps.

AFO DATE: Date received at Field Site.

PPA: C NET: 30

PPA: E NET: 5 If paying VA

b. DD FORM 1556

VENDOR CODE: Site ID + School Nane
CONTRACT NUMBER: DD1556 + site ID + B + one digit fiscal
year + school nane or the contract
nunber if provided by the base
I N\VO CE NUMBER School invoice nunber.
| N\VO CE DATE: Date on invoice.
R/'R DATE: Date training was conpl eted
| N\vO CE RECEI VED DATE: When bl ock 37 of the DD Form 1556
states the Field Site, the
i nvoi ce received date is the date
stanp of the Field Site. Wen
bl ock 37 of the DD Form 1556
states the base, the invoice
received date is the date stanmp of
the base. A date stanp nust be

used. If the invoice received
date is mssing, the invoice date
will be used as the invoice

recei ved date.
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AFO DATE: Date received at Field Site.
PPA: C NET: 30

NOTE 1. Advance Paynments: Request section G on the DD
1556 be conpleted. Use the date the training was

approved (bl ock 33 of the DD 1556) as the invoice date,

i nvoi ce date received and date of delivery. [If no invoice
attached use date in block 33 as your invoice nunber

NOTE 20 |If the DD 1556 is used for supplies and books,
use the normal requirements for contractual receiving
reports.

c. SF 44

VENDOR CODE: Site ID + Vendor Nane

CONTRACT NUMBER: Order nunber on the form

I N\VO CE NUMBER: The order nunber on the SF 44.

| N\VO CE DATE: The invoice date will be the date the
vendor (seller) signs and dates the SF44.

R/'R DATE: Date the purchaser signed received by.

I N\VO CE RECEI VED DATE: Date received in the designated

billing office.
AFO DATE: Date received at Field Site.
PPA: C NET: 30

Note: Do not pay off of the vendor’s invoice. The SF 44
nmust be attached to vendor’s invoice.

d. AF FORM 15 OR AF FORM 315 FOR OVERSEAS
LOCATI ONS

VENDOR CODE: Site |ID + Vendor Nane

CONTRACT NUMBER: Use the nunber assigned by the base

| N\VO CE NUMBER: The control nunber printed on the form

I NVO CE DATE: Date on top of AF Form 15 or AF Form 315

(Block 1).

R/'R DATE: Date of the validating official’s

certification.

I N\VO CE RECEI VED DATE: Date AF Form 15 or AF Form 315
received in the designated
billing office. If not date
stanped in the designated billing
of fice, use the AF Form 15 or AF
Form 315 date.
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AFO DATE: Date AF Form 15 or AF Form 315 received in the
Field Site.
PPA: E NET: 5
PPA: C NET: 30 If not paid within 30 days from date
of receiving report date.

e. REAL ESTATE LEASE PAYMENTS

For overseas locations follow the requirenments of the
| ocal agreenents.

VENDOR CODE: Site ID + Lease Nunber
CONTRACT NUMBER: Lease Number with position 9 “L”
I N\VO CE NUMBER: Three position nonth plus YYYY.
| N\VO CE DATE: Use the earlier of the authorization
letter date or the due date stipulated in
t he | ease.
| NVO CE RECEI VED DATE: Use the earlier of the
aut hori zation letter date or the
due date stipulated in the |ease.
R/'R DATE: Use the earlier of the authorization letter
date or the due date stipulated in the |ease.
AFO DATE: Date authorization letter received at Field
Site.
PPA: C NET: Terns as stated in | ease

f. SMALL PACKAGE DELIVERY (FedEx, UPS, RPS,
DHL )

VENDOR CODE: Site I D + Vendor Name or Cage Code + BCO ID (=
Site 1D

CONTRACT NUMBER: OSMORD + site ID + X + one digit fiscal

year + vendor nane

I N\VO CE NUMBER: I nvoice nunber, exactly as the nunber

appears.

I N\VO CE DATE Date on invoice.

I N\VO CE RECEI VED DATE: Date designated billing office
date stanps. |If designated
billing office doesn't date
stanp, use invoice date.

R/'R DATE: Date approved, but not nore than seven days

after the last day of the billing period.

AFO DATE: Date received at Field Site.

PPA: C NET: 30
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g. AVCARD (AVI ATI ON FUEL)

VENDOR CODE: Cage Code + BCO ID (= Site ID)

CONTRACT NUMBER: OSMORD + site ID + O + one digit fiscal
year + AVCARD or as assigned by the
base with position 9 “CO

I N\VO CE NUMBER: | nvoi ce nunber.

I N\vVO CE DATE: Date on invoice.

I N\VO CE RECEI VED DATE: Date original invoice received in

the Field Site.

R/'R DATE: Date on invoice.

AFO DATE: Date received at Field Site.

PPA: C NET: 30

h. VOYAGER (GROUND FUEL)

VENDOR CODE: Site |ID + VOYAGE
CONTRACT NUMBER: Base assigned nunmber with position 9
“
I N\VO CE NUMBER: | nvoi ce number.
| N\vO CE DATE: Date on invoice.
I N\VO CE RECEI VED DATE: Date received in the designated
billing office. |If the

designated billing office does
not date stanp, use the invoice
dat e.

R/'R DATE: Last day of the billing period.
AFO DATE: Date received at Field Site.
PPA: C NET: 30

i. COVMANDER S CONTI NGENCY/ REPRESENTATI ON
FUND PAYMENTS

VENDOR CODE: Site |ID + CONTIN
CONTRACT NUMBER: OSMORD + site ID + O + one digit fiscal
year + CONTI N

I N\VO CE NUMBER: | nvoice nunber for commercial/
contractual vendors; for non-contractual
use the date on the invoice or paynent
aut hori zation letter.

I NVO CE DATE: Date on invoice or letter.

I N\VO CE RECEI VED DATE: Date received in the designated

billing office.
R/'R DATE: Date approved.
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AFO DATE: Date received at Field Site.
PPA: E NET: 5 | f payi ng NAF
PPA: C NET: 30 If paying comercial vendors

j - BRAC PAYMENTS (BASE REALI GNMENT AND
CLOSURE

VENDOR CODE: Site ID + Nane of Closing Base

CONTRACT NUMBER: OSMORD + site ID + O+ one digit fiscal
year + nane of closing base or nunber
assigned by the base with position 9
“

I N\VO CE NUMBER: I nvoi ce nunmber or authorization number.

| N\VO CE DATE: Date on authorization/letter.

I NVO CE RECEI VED DATE: Date received in the Field

Organi zat i on.

R/'R DATE: Date approved.

AFO DATE: Date received at Field Site.

PPA: C NET: 30 i f paying commercial vendor

PPA: O NET: 5 i f payi ng anot her government agency

k. GOVERNMENT CARD SERVI CE ( CORPORATE CARD)

VENDOR CODE: Cage Code + BCO ID (= Site ID)

CONTRACT NUMBER: OSMORD + site ID + O + one digit fiscal
year + BOFA or as assigned by base with
position 9 “CO

I N\VO CE NUMBER: Last ten of the account nunmber + three

position nonth.

| N\VO CE DATE: Date on invoice.

I N\VO CE RECEI VED DATE: Date received in the designated

billing office. |If not date
st anped by designated billing
of fice, use the invoice date.

R/'R DATE: Last date of the billing cycle.

AFO DATE: Date received at Field Site.

PPA: B NET: 30

| . ROTC EDUCATI ON PAYMENTS

VENDOR CODE: Site ID + AFROTC

CONTRACT NUMBER: OSMORD + site ID + B + one digit fiscal
year + school nane or the contract
number if provided by the base

I N\VO CE NUMBER: The payee’s account nunber |isted on the
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SF 1034.

| NvO CE DATE: Date on invoice.

| N\VO CE RECEI VED DATE: The date the invoice was received
by HQ AFOATS. If the invoice is
not date stanped by HQ AFOATS, the
invoice date will be used as the
i nvoi ce received date.

R/'R DATE: The end of the course/term

AFO DATE: Date received at Field Site.

PPA:. C NET: 30

NOTE This process is only for paynments where the end of
the course/term has passed.

m ROTC ADVANCE EDUCATI ON PAYMENTS

VENDOR CODE: Site ID + AFROTC

CONTRACT NUMBER: OSMORD + site ID + B + one digit fiscal
year + school nane or the contract
nunmber if provided by the base

I N\VO CE NUMBER: The payee’s account nunber listed on the

SF 1034.

I N\VO CE DATE: Date on invoice.

I N\VO CE RECEI VED DATE: The date the invoice was received
by HQ AFOATS. If the invoice is
not date stanped by HQ AFOATS,
the invoice date will be used as
the invoice received date.

R/'R DATE: Date of approval.

AFO DATE: Date received at Field Site.

PPA: E NET: 5

NOTE: This process is only for payments that are being

pai d before the end of the term (Advance Paynents).

n. PURCHASE CARD/ C. A . R E. (NON-EDI)

VENDOR CODE: 01E5G900 (BCO ID = 00)

CONTRACT NUMBER: 16-digit Master Account Nunber + two digit
fiscal year + two-digit cycle nunber (sane
as fiscal nonth. If this is Oct end-of-
fiscal-year billing cycle,, use "13")

I N\VO CE NUMBER Position 10-16 of Master Account Number + siXx
digit invoice date (YYMVDD)

I NVO CE DATE Day follow ng cycle date/statenent closing

dat e.
I N\vVO CE RECEI VED DATE: The day follow ng the cycle/ statenent
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cl osi ng date.
R/'R Date: Cycle date/statenment closing date.
AFO Date: Date received in the Field Site.
PPA: B NET: 5

NOTE: This nmethod structures non-EDI contracts to | ook |ike
an EDI -generated contract, but will not include any EDI
rel ated data on the contract or invoice records.

o. COVWMERCI AL TRAVEL OFFI CE (CTO

VENDOR CODE: Cage Code + BCO ID (= Site ID)
CONTRACT NUMBER: FCBABA + site ID + O + one digit fiscal
year + nonth and year of statenent OR
OSMORD + site ID + O+ one digit fiscal
year + BOFA
I N\VO CE NUMBER: Last ten of the account nunber + three
position nonth or invoice nunber if
provi ded.
I NVO CE DATE: Billing statenment date.
I N\VO CE RECEI VED DATE: Date the designated billing
of fice received.
R/'R DATE: Cycle date/statenent closing date.
AFO DATE: Date received in the Field Site.
PPA: B NET: 5

p. PONERTRACK

VENDOR CODE: Cage Code + BCOID (= Site ID)
CONTRACT NUMBER: PWRTRK + site ID + 6 + one digit fiscal
year + nonth and year of statenent
I N\VO CE NUMBER Last five digits of the account nunber +
mmddyy (i nvoice cycle date)
I NVO CE DATE: Billing statenent date.
I NvVO CE RECEVI ED DATE: Date the designated billing
of fice received.
R/'R DATE: Cycle date/statenent closing date.
AFO DATE: Date received in the Field Site.
PPA: C NET: 15

qg. OTHER M SCELLANEQUS PAYMENTS

For one-time paynents not covered under any type of paynent
Identified above

VENDOR CODE: Site ID + M SC



CONTRACT NUMBER: OSMORD + site ID + O+ one digit fiscal
year + M SC

I N\vO CE NUMBER I nvoi ce nunber on the bill, if any, or
Date of letter authorizing paynment; if
none, date SF 1034 prepared.

| NVO CE DATE: Date on invoice, letter or SF 1034.

I N\VO CE RECEI VED DATE: Date received in the designated

billing office.

R'R DATE: Date approved.

AFO DATE: Date received at Field Site.

PPA and NET depends on the payee
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SECTION |V
PROVPT PAYMENT ACT ( PPA)

A GENERAL

1. The Pronmpt Paynent Act (PPA), 5 C.F.R 1315, requires
federal agencies to nake paynents in a tinely manner. The act
has three parts: Pronpt Pay, Cash Managenent, and Interest
Penal ti es.

2. The Act applies to the acquisition of property or
services, including contracts for the rental of real or persona
property, from a business concern. A business concern neans any
person or organization engaged in a profession, trade, or
busi ness, and nonprofit entities (including state and | oca
governnments but excluding federal entities) operating as
contractors.

3. Contracts with foreign governnents or foreign
corporations which are owned by foreign governnents (bilatera
agreements and menorandum of understandi ng) are excl uded from
provi sions of the PPA

B. VENDOR PREPAI D TRANSPORTATI ON

1. Freight charges on the invoice nmust be authorized in the
contract either as a line itemor a separate authorization. |If
freight is billed and authorized, pay the freight charges.
Payments for vendor prepaid transportation are subject to the
PPA.

2. Freight charges which exceed $100 and F.O. B. terns ot her
t han destination, the vendor’s invoice nust be acconpani ed by
proof of pre-paid freight charges (prepaid freight bills
conpri se the nost common proof). |If a copy of the prepaid
freight bill (or other acceptable docunentation attesting to the
paynment) does not acconpany the invoice, pay the face amount of
the invoice less freight. Do NOT return the invoice. The
responsibility for furnishing the freight verification rests
with the vendor. Make paynent on the freight portion as soon as
t he vendor provides the necessary docunentation.

C. LOST DI SCOUNTS REASON CODES Pay invoices in the gross
anount if not paid within the discount period. The |APS
automatically determ nes the reason code for |ost discounts.
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1. “R’ - Late Receipt of Receiving Report. Used when a
cost-effective discount is |ost because the receiving report was
received too late to pay within the di scount period.

2. “1” - Late Receipt of Invoice. Used when an invoice
offering a discount is received too late to pay within the
di scount period. Also used if an invoice offering a discount is
received within the discount period, but the nunber of days
remaining in the discount period does not allow adequate tinme to
adm ni stratively process the voucher.

3. "N - Not Cost Effective. Used when an invoice offering
a discount is received within the discount period, but the
di scount is conputed to be not cost effective based on the
percent offered and the number of days remmining in the discount
peri od.

4. "“P" - Accounting and Finance O fice Delay. Used when
the invoice was received in tinme to take advantage of the
di scount but the accounting and finance office del ayed
processing the invoice.

5 *“0 - Oher. Used when reason codes “I”, “R', “N', or
“P*" are not applicable.

D. APPROPRI ATI ONS CHARGEABLE FOR | NTEREST. If a proper invoice
is paid after the due date and interest is not specifically
excl uded, pay interest penalties.

1. NON-FOREIGN M LITARY SALES Normelly, interest penalty
paynments and additional interest penalty paynents will be
financed by the operating funds supporting the host base
operations without regard to who caused the | ate paynent to be
made or the fund cite on the voucher.

a. For Field Sites and the payment offices under USAFE
and PACAF, charge interest penalty paynments and additiona
i nterest penalty paynents to the operating funds of the site
base bei ng supported by the particular contract/purchase order
bei ng pai d.

b. For paynents citing other service/base funds, charge
the host base operating funds of the issuing contracting office
wi t hout regard to who caused the | ate paynment. Exceptions are
Dobbi ns AFB which will charge interest penalties to 57*3740 and
the Air National Guard (ANG for which interest penalties should
be charged to the funds supporting the ANG paynent office.
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c. A case-by-case exception to the above procedures nmay
be approved to charge interest to an Air Force tenant or
separately funded organi zation's O&M funds (for exanple, base
hospital), or an Air Force activity funded by the Defense
Busi ness Operations Fund. The agreenent to charge the
organi zation's O&M funds can only be nmade where evidence clearly
exi sts that the organization is directly responsible for the
i ncurrence of the interest penalty. 1In no instance will the
organi zation's O&M funds be charged for the sol e purpose of
conserving host O&M funds. The agreenent to charge the
organi zati on O&M funds nust be in witing and approved by the
host conmptroller and the commander of the organization to be
charged. Both parties must agree to the charge before the
organi zation's O&M funds are charged.

d. Where contracts or agreenents exist requiring that
the di sbursing station be reinbursed for expenses incurred in
provi di ng assistance to the funded station or agency, late
paynment interest (unless specifically excluded) will be
consi dered an ordinary expense subject to rei mbursenent (see
Comp Gen. B-219474, August 18, 1986). In these instances, the
i nterest payments will be initially charged to the rei nbursable
budget authority of the O&M appropriation of the paying station
and rei nbursed by the funded station or agency.

2. FOREIGN M LI TARY SALES (FMS). All Pronpt Payment Act
interest for FMS will be charged to 97-11X8242. 0002 4F 8467
NPO*39 00* 843055. The first * should be replaced with the
fiscal year (i.e., NP0239). The second * should be repl aced
with the reason code. Manual procedures nust be used to track
interest costs and the reason codes for the interest for PPA
reporting.

E. |INTEREST PENALTY REASON CODES

1. Interest and additional interest penalties are charged
to the 682XX EEIC series. The fourth position of the EEIC
identifies the reason interest penalty paynent was due. The
fifth position of the EEIC identifies the appropriation or fund
on the contract or voucher being paid. If nore than one
appropriation or fund is affected, record interest to the code
for the appropriation having the |argest dollar anpbunt on the
contract. For interest paynents made in foreign currency to
forei gn banks, use EEI C 682X9.

2. The following EEICs will be used for identifying the
fourth position interest reason codes:
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a. 6820*, All Oher Reasons.

b. 6821*, Contract Not Avail able - Purchase
Order/ Contracts, including anendnents, were not available in the
payi ng office.

c. 6822*, Receiving Docunent - Receiving docunentation
del ay by receiving activity.

d. 6823*, Certification Delay - Delayed to obtain the
required certification of invoice.

e. 6824*, Paying Ofice Del ay.
f. 6825*, MIlitary Exercise.
g. 6826*, Discount Taken in Error

h. 6827*, Failed to Notify Vendor of Defective Invoice
- Failure to return a defective invoice to the vendor in
statutory tine linits, or an invoice incorrectly returned for
| ack of receiving docunment, accounting or prevalidation
probl ens.

i. 6828*, Automated Data Processing System (ADP) Del ay
- Any del ay caused by ADP failure, including system conversion.

j. 6829*, Postal Service Delays - Delay caused by
postal service delivery of docunents, as substantiated by
post mar ks and dated receipt.

k. 682R*, Accounting Problenms - Included but not
limted to obligation not recorded, closed M accounts, blocked
appropriations, faulty line of accounting data, and unli qui dated
obl i gati ons.

|. 682S*, Accounting Problens/Pre-Validation - Del ay
caused by failure to pre-validate an obligation in a tinely
manner. |ncludes, but not limted to, obligations not recorded,
cl osed accounts, bl ocked appropriations (stop pay), faulty line
of accounting data, and unliqui dated obligations (except for
cancel ed funds).

m  682T*, Additional Penalty Interest - Additiona

interest was paid to the vendor when there was a failure to pay
a correctly owed underlying interest.

51



n. 682U*, Foreign Mlitary Sales (FMS) Funding Delay -
Del ay caused by problens with FMS funding or trust accounts.

0. 682v*, Cl osed Accounts (Cancel ed Funds) - Del ay
caused by fund manager’'s failure to provide current year funds
to pay closed accounts obligations.

p. 682W, Debt Collection Ofset Delay - Delay caused
by debt collection or offset action required by the Debt
Col I ection Inprovenent Act of 1996.

g. 682X*, Consolidation - Delay caused by Field Site
consolidation, including only paynent nissed because of
docunents or information delayed or lost in transfer. (The
fourth position is an al pha “X'.)

F. PROVPT PAYMENT ACT REPORT

1. REQUIREMENT. This report is required to provide Pronpt
Payment Act data for the Departnment of the Air Force.

2. PERIOD OF REPORT. Fiscal Quarter.

3. DUE DATE Reports are due to DFAS-DE/ ADRG not |ater
than COB on the 14'" workday of the nonth fol |l owing the end of
the reporting period.

4. PREPARATI ON

a. Report early paynents, interest paid, and |ost
di scount s.

b. Al Pronpt Paynent Act interest paid nust be
reported. Paynents requiring manual interest conputations, such
as FMS interest, are to be included in the report.

c. Obtain required informati on fromthe automated
system nmanual |ogs, or fromthe vouchers.

d. Reasons for early paynent should be short, concise,
bul | et-type statenents

e. Reasons for |ost discounts should be clear and
conci se.

f. Footnote any unusual entries (i.e., changes from
prior quarters or |large interest paynments).
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FORIVAT.
a. Disbursements Subject to PPA:

(1). Dollar Value (Notes 1 & 3)
(2). Number (Note 1)

b. Disbursenments Not Subject to PPA:

(1). Dollar Value (Notes 2 & 3)
(2). Nunber (Note 2)

c. Total Disbursenents (a + b)

(1). Dollar Value (Note 4)
(2). Nunber (Note 4)

d. Reason for Early Paynent

(1). Dollar Value (Note 3 & 5)
(2). Nunber (Note 5)

e. Reason | nvoices Paid Late

(1). Dollar Value (Note 7)
(2). Nunber (Note 6)

f. Reason for Interest Paynents (Note 8)

(1). Dollar Value of Interest Paid (Note 10)
(2). Nunber (Note 9)

g. Interest Penalties Due but Not Paid (Note 11)
(1). Total

(a). Dollar Value
(b). Nunber

(2). Because Anpbunt Less Than $1

(a). Dollar Vvalue
(b). Nunber

(3). For O her Reasons

(a). Dollar Value
(b). Nunber
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h. Cash Discounts (Note 12)
(1). Total Discounts Offered

(a). Dollar Value
(b). Nunber

(2). Discounts Taken

(a). Dollar Value
(b). Nunber

(3). Reason Discounts Lost

(a). Dollar Value
(b). Nunber

i. Additional |Interest Penalties

(1). Dollar Value
(2). Number

j . Nanme and Tel ephone Nunber of Point of Contact.

NOTES:

1. Do not include contract financing paynents (with the
exception of interimcost reimbursement contracts for services),
any SF 1080 paynents, or other paynents not subject to the PPA
Do not include interest or additional interest penalties paid.

2. Include all contract financing paynments (with the
exception of interimcost reinmbursement contracts for services),
ot her paynents made to vendors not subject to PPA such as
utility paynents covered under tariffs and advance paynments. Do
not include SF 1080 paynents or noncontractual paynents to
i ndi vidual s, such as suggestion awards and | egal cl ai ms.

3. Round anmounts to the nearest dollar.

4. The figure for total vendor paynents is the total of al
paynments subject to and not subject to the Pronpt Paynment Act.

5. Paynents made nore than 7 days before the due date. Do
not include contract financing payments, SF 1080 payments, and
advance paynents.
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6. Late paynents are defined as those vendor paynents,

subj ect to PPA, nmde after the due date. |I|nclude paynents nade
|ate but not requiring interest penalty because interest is |ess

t han $1.

7. Dollar value of |ate paynents excluding the amunt of
interest penalty or additional interest penalty paid.

8. Code fromfourth position of Elenent of Expense/
I nvest nent Code (EEIC) 682XX seri es.

9. The nunber of interest penalties can be |less than the
nunmber of |ate payments if a paynent is nade |ate but does not
require interest penalty because:

(a) Interest accrued is less than $1; or
(b) The vendor waived the interest paynent.

10. Round amounts to the nearest dollar. Do not include
addi tional penalties paid.

11. Include in the total, any penalties which were due but
not pai d because they were under $1 and any that were not paid
for other reasons. Provide each category separately.

Adequately explain any reason other than interest |ess than $1.

12. Report reasons for |ost discounts by reason code
identified in Section |V, paragraph C.
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SECTI ON V
CERTI FI CATI ON

A GENERAL.

1. Certifying officials are responsible for ensuring al
paynents are valid and conply with applicable | aws and
regul ations. Certifying officials are not allowed to make
changes to vouchers or supporting docunents. |If changes are
required they nust be nmade by the party responsible for
providing the information. Certifiers must verify all voucher
i nformati on agai nst the supporting docunents.

2. Although quality control measures should be exercised
duri ng each phase of the paynent process, all individuals nust
exerci se “conmon sense”. Shoul d typographical errors occur
during the paynent and certification processes, a degree of
flexibility nust be exercised. Generally, typographical errors
in data i nput can be excused as long as the errors do not affect
the entitlenent determ nation and all dates match the supporting
docunents. Decisions as to validity or non-validity of a
paynent should be nmade on a case-by-case basis.

B. VOUCHER REVI EW CRI TERI A.

1. CONTRACT DOCUMENTATION. Wth the inplenentation of
El ectroni c Docunent Access (EDA), hard copy contracts are no
| onger distributed. |If the contract folder is stanped EDA, the
contract folder will not contain a hard copy docunent and
i nformati on nmust be validated in EDA

a. Ensure the contract nunmber on the contract nmatches
the contract nunber listed on the invoice, receiving report, and
t he voucher.

b. Any changes made to a contract nust be confirnmed
with a nodification to the original contract. Ensure that a
copy of the nodification order is on file or available in EDA

C. Ensure the contract contains EFT cl auses or a
wai ver.

d. Check the paynent terns agai nst the contract.
Ensure that discount rates listed in the contract or on the
i nvoi ce have been properly input and appear on the voucher. |If
the discount rate in the contract differs fromthe rate |isted
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on the invoice, APS will conpare and pay the rate nost
favorable to the governnent.

e. Verify that the accounting classification on the
voucher matches the obligating docunment. Check the Accountabl e
Di sbursing Station Nunmber (ADSN) of the appropriation to verify
if the paynment is “for self” or “for others.” If the paynent
i ncl udes “for others” appropriations, a copy is required to be
forwarded to Accounting for proper distribution. Al so, “for
ot hers” paynents need to include a copy of the pre-validation
aut hori zati on, where required.

2. I NvO CE DOCUMENTATI ON

a. See Section Il, Supporting Docunents, for invoice
nunber requirenents.

b. See Section Il, Supporting Documents, for invoice
date requirenents.

c. See Section Il, Supporting Docunments, for invoice
recei ved date requirenents.

d. Ensure that the anount billed by the contractor, if
correct, nmatches the anount on the voucher, not including

interest. |If other itens appear on the voucher, such as
freight, taxes, billed-not-received, vendor price reduction
overbill, or debt, determine if the charge or code is legitimte

and not an input error.

e. |If interest has been added to the paynment by | APS,
verify that the invoice date and invoice date received have been
correctly input. |f the payment is being nmade nore than 30 days
after the date of delivery/ acceptance or receipt of invoice
(whichever is later), and no interest appears on the voucher
ensure that the paynment is exenpt fromthe PPA or that the
interest due is less than $1.00. The Certifier can verify
amount s under $1.00 by viewi ng Option P, LINKED | NVO CES & DOV' S
VI EW from t he DATA ENTRY CONTRACT DATA SUBMENU and the actua
Iine nunber that equals the paynent being certified. |If the
PPA-IND is incorrect, the voucher must be voided, correction
made in | APS and the paynent reschedul ed by | APS.

f. The anmobunt to be disbursed is normally conputed by
addi ng the gross amount due plus interest or mnus discounts.

3. RECEI VI NG REPORT DOCUMENTATI ON. The | APS has only one
date that may be input for acceptance of goods/services, so it’s

57



not possible to input both a delivery date and acceptance date.
See Section Il, Supporting Docunents for receiving report date
or constructive acceptance requirenents.

C. PAYMENTS MADE UNDER C.A R E. Wth the inplenentation of
C.ARE for Purchase Card Paynments, the paynents will be based
on invoices that have been certified for paynent by the
designated billing office. Wthin the Air Force, this is
normally the FSO. The I APS will produce a SF 1034 for those
C. A RE invoices received via an electronic data interchange
(EDI') transaction. Field Site certification personnel are
normally not required to certify the I APS generated SF 1034. |f
a C.A RE. voucher requires Field Site intervention (i.e., PPA
interest), then the Field Site certification personnel would be
required to certify the I APS SF 1034.

D.  MANUAL PAYMENT VOUCHERS.

1. Manual paynents should only be made as a | ast resort.
There are two types of manual paynments. The first type of
manual paynment is where the SF 1034 is typed or handwitten by

an individual. The second type of manual paynment is where the
information is entered into the | APS manual voucher process and
| APS generates the SF 1034. | APS generated manual vouchers are

identified on the Manual Voucher Control Log prepared by | APS.

2. Both types of manual vouchers need to be reviewed and
approved by the Vendor Pay Site Manager or the person acting in
hi s/ her absence prior to the voucher being forwarded to
Certification.

3. If local circumstances warrant that a person who has the
authority to certify a voucher nust prepare a nmanual voucher, a
separate certifying official nust certify the voucher as being
correct and proper for paynent.
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SECTI ON Vi
SPECI AL APPLI CATI ONS

A.  BILLINGS REQUI RI NG DEFENSE CONTRACT AUDI T AGENCY ( DCAA)
APPROVAL. Cost-rei mbursement contracts establish an estimte of
total cost for the purpose of obligating funds and establishing
a ceiling that the contractor may not exceed (except at its own
ri sk) without the approval of the contracting officer.

1. Paynment vouchers are normally submitted by the
contractor to DCAA for approval. After DCAA approval, DCAA
forwards the first and | ast paynent voucher to the
adm ni strative contracting officer (ACO for approval prior to
subm ssion to the paying office. DCAA may forward approved
i nterimvouchers directly to the paying office for paynent.
Certification of the voucher for paynment may be nade based on
t he DCAA approval .

2. Sone contractors may be authorized in the contract to
bypass DCAA and the ACO and submit all but the final paynent
voucher directly to the paying office for paynent. The |ast
voucher MJST go through DCAA and the ACO. Contractors
aut hori zed direct submission must subnit the SF 1034 with the
foll owi ng supporting docunentati on:

a. The DCAA aut horization menorandum

b. The signature notation on the voucher, “Direct
Subm ssi on Aut horized”.

c. The contractor’s subnission of the comrercial and
governnent entity (CAGE) code. This code is used by vendor pay
to keep track of all contractors who have been authorized direct
subni ssi on.

B. Royalty and Cooperative Research Devel opnent Agreement
(CRDA) Incone. AFl 61-302, Research and Devel opnent, Donestic
Technol ogy Transfer, lists valid uses of these funds. The
following are procedures for processing receipts, obligations,
and payments concerning royalty and CRDA i ncone.

1. Al royalty inconme is received by the Patents Divisions,
O fice of the Judge Advocate Ceneral, HQ USAF/ JACP. The check
is sent to Bolling AFB, Washington, DC, with a cover letter
stating names of the recipients and the dollar amunts to be
paid to each. Bolling AFB deposits the check in suspense
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account 57F3875. ROY*. The asterisk in the fourth position of
the limt would be replaced with the year in which the income
was received by HQ USAF/ JACP. Bolling AFB should establish this
suspense accounting per DFAS-DE 7077.2-M  This account is set
up for the sole purpose of collecting and di sbursing royalty

i ncome, per AFl 61-301. Bolling AFB will use MAFR code "T" for
col |l ecti ons and MAFR code "B" for disbursenent. Docunent
sunmary records (DSR) should be set up using the patent nunber
provi ded by HA USAF/ JACP as part of the docunment ID. The patent
number will be the key to determine which DSRis to be used for
di sbursing funds to the appropriate recipient activities. A
check will be sent to the paying office servicing each Air Force
recipient as instructed in the HQ USAF/ JACP letter.

2. CRDA incone, other than royalty income froma CRDA, is
to be deposited under the servicing paying office's ADSN, into
suspense accounting 57F3875. CDA*. The receiving paying office
will establish |ocal suspense accounts 57F3875. ROY* and
57F3875. CDA* in their database as fund type "K' records.

(Repl ace the asterisks in the fourth position of the linmts with
the FY in which the noney was received by Air Force). Al

checks for nonroyalty CRDA income should be sent directly to the
servicing paying office by the payer. The agreenment should not
direct the payer to send checks to the agreenment participant.

3. The receiving paying office will collect the funds into
the appropriate suspense account using MAFR code "T" and
identify the activity for whomthe incone is intended in the DSR
docurment field. Include on the collection voucher: recipient
organi zation/office synbol and year noney received by Air Force.
Send a copy of this collection voucher to the budget office
servicing the recipient and a copy for the recipient
organi zati on.

4. To use or obligate funds fromthese suspense accounts,
the anpbunt of the conmmitnment or obligation, fromthe appropriate
docunments, will be transferred using an SF 1081, Voucher and
Schedul e of Wthdrawals and Credits, to the proper appropriation
for the activities' usage. This nay be research, devel oprment,
testing, and evaluation (RDT&E), operation and nai ntenance
(OC&MV), one of the procurement accounts, or industrial funds.

Di sbursenments will be through rei nbursabl e procedures, using
MAFR code "B". When the disbursement will be to an inventor
(individual), transfer the royalty inconme using an SF 1081 from
57F3875. ROY* to 57X6875. ROY*. Disbursenments to individua
inventors will be made using 57X6875. ROY*. Replace the fourth
position of the limt with the year in which the incone was
recei ved by HQ USAF/ JACP
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5. The budget officer of the activity receiving royalty or
CRDA inconme will be responsible for providing the paying office
with address requests for the establishment of the rei nbursenment
and rei mbursabl e undel i vered orders outstanding (UOCO records to
set up BQ addresses. The budget officers with oversight wll
determine if any specific targets are required. They wll
request additional reinbursable budget authority, if necessary.

6. The follow ng energency and special program (ESP) codes
and their titles have been assigned and will be used for
tracki ng rei nbursenents and expendi tures, and nust be used in
both the reinbursenment and di shursenment records:

a. ESP Code "6C', Royalty Incone.
b. ESP Code "7C', CRDA Incone.
C. LI QU DATED DAMAGE. Liqui dated damages nmay be paid to the

government for delay in performance or other breach of the
contract terns.

1. |If a contract contains a liquidated damage cl ause based
on price and al so contains an offer of discount for pronpt
paynment, the |iquidated damages shoul d be deducted wi t hout
regard to the discount. Conpute the discount on the gross
contract price without regard to the anount of the |iquidated
damages (18 Conp Gen. 784).

2. |If a contract contains a |liquidated damages cl ause based
on a price that is nodified and al so contains an offer of
di scount for pronpt payment, conpute both the |iquidated damages
and the di scount based on the nodified price (18 Conp Gen. 784).

3. |If a contract contains a |liquidated damges cl ause based
on price and also contains clauses providing for price reduction
and for penalties, conmpute the |iquidated danages based on the
revised price without regard to penalties (18 Conp Gen. 784).

4. |If a contractor abandons the contract, necessitating
termnation and reletting the unconpl eted portion to another
contractor, no liquidated damages accrue after the date of
term nation unless the contract specifically provides that
i qui dated danmages will not cease to accrue at term nation (7
Conmp Gen. 409; 11 Conp Gen. 81; 15 Conp Gen. 903; 17 Conp Gen.
503).

61



D. DI SPOSITION OF AMOUNTS W THHELD AS PENALTI ES. Anounts
collected froma contractor as a penalty for violation of the
Work Hours Act of 1962 (28 U.S.C. 1499) are for the use of the
United States. However, such ampunts remain obligated agai nst
the contract until the contractor's appeal rights have expired
(60 days) or until final action is taken on the appeal. If an
appeal is not filed within 60 days, transfer anopunts wi thheld to
Ceneral Fund Recei pt Account 571030 (31 U.S.C. 3302, and 10 Conp
Gen. 504). This procedure also applies when final action on an
appeal results in affirmation of the penalty.

E. DI SPCSI TI ON OF AMOUNTS W THHELD AS WAGE UNDERPAYMENTS

1. DAVI S-BACON ACT W THHOLDI NG. Transmt wage
under paynents wi thhel d under the Davis Bacon Act, 40 U. S.C
276a, to Clainms Division, GAO Washington DC 20548. Use SF
1093, Schedul e of W thhol di ngs Under the Davis Bacon Act. Act
only after the contractor refuses to pay enployees the hourly
rates shown in the contract. The paying office receives the
properly conpleted SF 1093 in original and two copies fromthe
ACO. The attachnents in 4 GAO, Policy and Procedures Manual for
Gui dance of Federal Agencies, nust acconpany the SF 1093. The
payi ng of fice deducts the anpunt of underpaynments due the
contractor's enpl oyees from anmobunts due the contractor. Draw
one check in favor of the contractor after deduction of the wage
under paynents. Draw another check in favor of the Treasurer of
the United States for the total anpbunt of wage under paynents.
Send the check in favor of the Treasurer of the United States to
the Clainms Division, GAO Washington DC 20548, with the origina
and one copy of SF 1093. One copy of SF 1093 nust support the
original paynment voucher.

2. WORK HOURS ACT W THHOLDI NG. Wage under paynents
wi t hhol di ng, under the Work Hours Act, is caused by contractor's
refusal to pay overtinme as shown in the contract. Subnmit
amounts withheld to the C ains Division, GAO

3. SERVI CE CONTRACT ACT OF 1965 W THHOLDI NG. Any vi ol ation
of the contract stipulations required under either FAR 52.222 40
or 52.222-41(a) and (c) renders the party responsible for a sum
equal to the amount of any deductions, rebates, or under paynent
of conpensation due to any enpl oyee engaged in the performnce
of such contract. Upon the witten request of the Departnent of
Labor, at a level no |lower than Assistant Regi ona
Admini strator, a portion of the accrued paynent due the
contractor is withheld (concurrence of CO required) as necessary
to pay such enpl oyees. Prepare a SF 1034 paynent to the
contractor and reflect the SF 1096, Schedul e of Voucher
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Deducti ons, voucher deduction anmount in the differences bl ock.
Process a SF 1096 voucher deduction simultaneously, with the SF
1034 and deposit in suspense account 57X6875. \When the proper
docunentation is received fromthe various government agencies
(Departnment of Labor, Internal Revenue Service, CO, a

di sbursenent (SF 1049, Public Voucher Refunds) nmay be nmade from
t he suspense account.

F. DI SPOSI TI ON OF AMOUNTS W THHELD FOR TAX LEVIES OF THE I RS

If IRS | evies are being honored, disposition of the anopunt

wi thheld for the IRS should be as follows: After receipt of
proper docunentation to support a paynent, prepare an SF 1034
paynent to the contractor and reflect a voucher deduction in the
di fferences block for the ampunt of the tax |evy, not to exceed
t he amount due the contractor. Prepare and process a collection
voucher deduction simultaneously with the SF 1034 and deposit in
suspense account 57X6875. Prepare a paynment voucher (SF 1049)
to the IRS and di sburse the anmount fromthe suspense account.

G PROCUREMENT FROM NONAPPROPRI ATED FUND | NSTRUVENTALI TI ES
(NAFI). NAFls differ fromregular federal government activities
in that they are not subject to the technical requirenents
applicable to appropriated funds. Paynents to NAFlIs for goods
or services nmust be processed as if they were procurenments nade
from nongover nmental sources. They nust be supported by
appropriated fund contracts. Sales between appropriated fund
and nonappropriated fund organi zati ons, while not subject to
paynent of interest penalties, are paid according to terms of
contracts or other agreenents, using the usual 30-day cash
managenent .

H. | NTERGOVERNVENTAL PERSONNEL ACT (I PA). The purpose of the
programis to facilitate cooperation between the Federa
Governnent and the non-federal entity through the tenporary
assi gnnment of skilled personnel (5 U S.C. 3371 through 3375 and
5 CFR 334).

1. Both entities nmust enter into a witten assignnent
agreement which records the obligations and responsibilities of
the parties. The agreenent specifies provisions for
rei mbursenment of the enployee s salary, supervision, paynent of
travel and transportati on expenses, supplenental pay,
entitlenment to | eave and holidays, and the method of
rei mbursenment. A paynent schedul e should be provided in the
agreenent .
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2. An invoice detailing the ambunts to be reinbursed is

subnmitted to the Federal entity for approval and certification.

The approved invoice is subnmitted with a copy of the |IPA
agreenent for paynments. |PA paynents are not subject to the
Prompt Paynent Act (PPA) and shoul d be schedul ed for paynent
within 5 days of receipt of the approved paynment request and
supporting docunents.
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SECTI ON VI |
ATTACHVENTS

ATTACHMVENT 1. TRANSM TTAL LETTER, STANDARD FORMAT FOR
RETURNI NG | MPROPER RECEI VI NG REPORTS/ CERTI FI ED | NVO CES.

ATTACHVENT 2. TRANSM TTAL LETTER, STANDARD FORVAT FOR
RETURNI NG | MPROPER | NVOl CES.

ATTACHVENT 3. STANDARD VENDOR PAY ORGANI ZATI ON STRUCTURE.
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STANDARD FORMAT FOR RETURNING
IMPROPER RECEIVING REPORTS/CERTIFIED INVOICES

DFAS-XX/XXX Date:

Memorandum for

Subject: Improper Receiving Report/Certified Invoice

The attached receiving report/certified invoice for purchase order number isreturned due to lack
of one or more of the following items required by the FAR 32.905(F), andDoDFMR Volume 10:

a. Contract number/purchase order number/call number missing or invalid.

b. Description of goods received or servicesperformed inadequate or missing. (For services the description
must include the period the services were rendered)

¢. Quantities of goods received or services performed missing or inadequate.

d. Date goods received or services performed missing or invalid.

e. Date of acceptance of goods or services by the designated Government official missing or invalid.

f. Signature or approved electronic equivalent of the accepting Government official missing.

g. Printed name, mailing address, and telephone number of accepting Government official missing.

h. If the contract provides for the use of Government certified invoicesin lieu of a separate receiving report,
the Government certified invoice must contain the information described above.

i. Statement or mark to indicated acceptance of goods or services missing.
j. Dollar value of goods or services accepted missing. (Required for partial acceptance only.)
k. Improper ateration of document affecting the required information.

|. Other:

Y our point of contact is Ms. Jane Doe at extension (614) 555-5469. Please return your corrected receiving
report/certified invoice to the following address:

DFAS-XX/XXX

3800 Y our Street
Century, OH 43287-1500

/Isigned//
John Doe
Title

ATTACHMENT 1
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STANDARD FORMAT FOR RETURNING IMPROPER INVOICES

DFAS-XX/XXX Date

Memorandum for

Subject: Return of Improper Invoice Number

The attached invoice is returned without payment because it does not meet the requirements of a proper invoice as defined in
Federal Acquisition Regulations (FAR) 52-232. Thefollowing is an explanation of the reason(s) your invoice is being returned:

a. The Contract Number/Purchase Order Number/Call Number is missing, incomplete, or invalid. Please ensure that you
arereferencing the correct Contract Number/Purchase Order Number /Call Number when you resubmit your invoice.

b. The Vendor Name on your invoice differs from the Vendor Name reflected on the Contract/Purchase Order or Central
Contracting Registration (CCR). Please contact the issuing contracting office to obtain aVendor Name change modification.

c. Itemization of supplies or services, unit price, and total amount claimed and invoiced for do not match the detail line
items on the Contract/Purchase Order. Please verify against your contract and re-invoice.

d. According to the terms of your Contract/Purchase Order, thisinvoice must be submitted to the office referenced on
your Contract/Purchase Order for certification. In the future to expedite payment, submit al invoices to the appropriate address.

e. Thisinvoicewas paid on Voucher Number , dated .or was charged to a Government
Purchase Card.

f. The Contract/Purchase Order has been paid in full. Charges previoudy billed on your invoice number

g. Electronic Funds Transfer (EFT) registration in the CCR database is missing, incorrect, or not current. Please ensure
your CCR registration is correct and resubmit your invoice

h. Invoice containsimproper aterations. Improper aterationsinclude use of white out, taping, and cutting or pasting. A
proper alteration is made by drawing a single line (that does not obliterate the original data), and adding the correct information.

i. A receipt reflecting the freight charge claimed must accompany transportation charges over $100.
j. Invoiceis missing invoice number, account number, and/or other identifying number agreed to by contract.

k Other:

If you have any questions or need additional information, please contact our Customer Service at 1-(XXX) XXX-XXXX. Please
return your corrected invoice to the address below or to the office designated in your contract.

DFAS-XX/XXX
3800 Your Street
Century, OH 43287-1500

lIsigned//
John Doe
Title

Attachmen2
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VENDOR PAY
ORGANI ZATI ON STRUCTURE

VENDOR

PAY SITE MANAGER

SECRETARY

QUALITY ASSURANCE
SECTION

ACCOUNTS PAYABLE

BRANCH

C/D CONTRACT
SFECTION

MISCELLANEOUS
SECTION

M/P/W

BPA’'S SECTION

SUPPORT CHIEF

[ 1
DOCUMENT CERTIFICATION RECON &
CONTROL/CUSTOMER SECTION REPORTS
SERVICE SECTION SECTION
REMIT TO

TEAM

ATTACHVENT 3
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