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1. Purpose. 'nﬁsdimtimestahlishesﬂmemaﬂ;etfmmj:g
Contrel and Informaticn System (ABACIS) Operations Marmal, incorporates
its contents into the Office of Swrface Mining Reclamation and
Enforcement. (CSMRE) Directives System (Apperdix 1), and informs all
OSMRE amployees of 1ts availability.

2. Summary. HNone.

3. Definitiong. Advanced Budget/Accounting Control and Tnformaticn
System [ABACIS) = An agtomated fund accounting system written by the
Qffice of the Secretary, Dq:;arl:mmtaf.tha Interior and utilized by

CSMRE. ABACTS provides for the recording, processing, and reperting of
finanrjal transactions. Some features of the ABACIS gystem are:

., mff{li Actinpg Deputvy DMrector
—
x,\h

o Certification of fund availability before cbligaticn.

o Ore-time entry of budget and accounting source data frem as close
to the point of origination as practical.

0 Artomatic maintenance of subsidiary ledgers, control ledgers,
detail finangial plans, ard summary financial plans.

©  Autamatic entry of payroll data including the posting of payroll
accruals at the emd of a month.

©  Auntonatic development of payment schedules with the creation of
tapes to be sent to the U.S5. Treaswy for dishursement.

Financial information is provided to ABACIS users by means of:

o Monthly reports provided in hard copy standardized formattad
displays.

©  On-line reports in various format options which can be called up on
remote terminals.
o The QUERY cption which will provide accounting data in any format.

4. BFolicy/Procedures., The RBACTS Operations Mamual was developed to
provide CSMRE's adninistrative offices with quidance an the preparatian
of documents providing comitment, cbligation and payment data for input
to ABACTS, It also pravides administrative and managament personnhel




with descriptions of ABACIS cperating report formats and contents and
furnishes instruction for accessing ABACIS to secure on-line reports.

5. Reporting Requiremegts. None.

6., Effect on Other Documents. Al ABACTS Operational Marals previocusly
issued are hereby rescinded and should be discarded.

7. Referencos. Home.
8. Effective Date. Upon issuance.

9. Contact. Divizien of Financial Management, (303) 236-0331,
FIS 776-0331.

10. Eevwords., ARACTS

11. List of 2ppepdices. Appendix 1, ABACTS Cperation Marual Teble of
Cormtents,
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Division of Financial Management
Organization and Phone Numbers

F.Q. Box 25065, Blgg. 20, Room B2015, Denver, Colorado 80225

Office of the Dlvision Chiet

Boy Momis

Jacqueling TeKrony
William H. Andersen
Headqguartars Liaizon

Roy Morrison

Branch of Financial Systems Operations

Lhiaf (303} 236-0331
Division Sacratary
Systems Accountant

{202) 208-4031

Charles Albracht

Branch Chief {203) 236-0327

Systerns Operations Staff

Charles Hansan
Julie Morton
Jae Reichal
Tina MNguyen
Con Buie

Systems Accountant
Systems Acoountant
Programmar
Programmar
Cperator

{A03) 236-4622

{303) 236-0324

Flnanciat Operations Section

Tod R, Blllings
Caral Hurliman
Al Vialpando

Full Service Office Support Cantar

Elaine Buehler
{enna Amold
Audrey Martinez
Jaryn K. Faterson

East Team

Jdulis Keestan
Vacant

Linda McKinney
Helen Hamby

West/Headquarners Team

Brant Trout
Shalley Hyatt
Pat Fozter
Halen Hamby

Travel Tearn
Ehirley Sallke
John Brooks
Susan Dickey
Bernadetts Herrera

Section Chief
Certifying Cfficer
Stay-in-Schaal

{303] 238-0327

$30:3) 236-0327
Lead Accounting Technician

Mail

Microfiiming

Suppor Services Specialist

{303) 236-0327
Agct Tech {recurring payment purchass ordars)
Acct Tech (GBLs, GTS, imprest funds, fraining, fuel)
Acet Tach {contracts, single paymant, aral POs)
Acet Tach (intergovernmental pymts & agreaments)

(3K3) 236-0327
Acct Tech {contracts, single pymt POs & oral POs)
Acct Tech (recurring payment purhcass ordars)
Acct Tech (GBLs, GTS, imprest funds, training, fuer
Acct Tech {imtargovernmental pymts & agreements)

{303} 236-0327
Acet Tech {permanaent change of station travel)
Acct Tech {temporary duty traval)
Agct Tach (temporary duty travel)
Aect Tech {temporary duty traval)



Branch of Financial Systems Development

Douglas D, Simmons Branch Chisf {303) 235-0324

James 8. Florance Comptiter Pragrammer Analyst

Steve Snydar Compdar Frogrammer Analyst

Chuck Adams Frogrammer

Scoft Sissons Programmaear

Tam Kissell SystemsAccountant {303} 2354622

Scott Berens Systems Accountant

Linda Rasmussen Systams Accountant

Antonella Alquist Syslems Accountant

Stave Lehr Programmer

Don Walker Programmar

Mancy Myers Decumentation Specialist

Karry Famis MNatweark Administrator {UNIX)

Keven Knipe Network Administrator fMovel() {303) 236-0348
Branch of Accounting

Johnny W. Greenslade  Branch Chigf {303} 2960334

¥elley Thomas Branch Secretary

Pragrammatic Accounting Saction

Laslie Peabody Sectian Chiaf (303} 236-0343
Rob Winter Accountant {GranisfAllocations)

Kay Bamer Accounting Technlelan (Accounts receivable)

Jutta E. Partyka Accountant {Payroll costs)

Evan Gonzales Accounting Techniclan (Assistance grants/DDX)
Rebecca Rall Accountant (AR, Payroll, Special Projacts)

MNancy Sindt Accounting Technician (Special Projects, CMIS)

Reports and Analysis Sectlon

Dea Huitt Section Chiel (303) 235-0334

Dennis Dechmerowski  Accountant, GFQ (Financial Stmts, Grily Reparts, etc.)

Dala Coffack Accountant (lnvestments)

Herman Lovell Accourdant (Mgmt & Budget Reports, WastrHO)

Sean G. M. Harnon Accountant {Altarnate Coll o, Budget, Finance,
Accourds, Management Reparts, East)

Rose McKinney Acceunling Technician [Coll Offer, Tash Recon.,
Analyst Distribution Coordinator for MOR's & LDR's)

Lori Wurglar Accounlant {Reconciliations, Rapars)



Branch of AML Fee Collections

JdoAnn F. Hagan Branch Chief

FPamala Cleary Managsment Anakyst

Jay Battista Accountant

John Shouse Co-op Student {Accountant]

AML Operations Sectian

Susan Bell Accounting Technician
Debble Humphrey Accounting Technician
LeAnne Paiva Aceounting Technician
Cindy Mumphy Accounting Technlckan
Cindy Tomrez Aceaunting Teehnietan
Ludesn Leiter Accounting Technician
Sheri Pazzsopane Accounting Clerk

AML Rzports and Analysis Section

Judy Walls Suparvisor
Valerie DaBsll Accountant
Francas Meqgarry Aceounting Clerk

{303} 236-0268



Division of Financial Management
Functional Statement
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and general ledger accounting. The: Division of Financial Management

devaiopsaﬂmﬁohmmingandﬁnamidrepmﬁngmmfmaﬂ
Office of Surface Mining programs,

Branch of Financial Systems and Operation

mmwmhwwmm
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effcient service,

Document Cordrod Linit

receives and tima/fdate stamps ncoming mail.

assigns document mumbears 10 cbigation and payment docurmerns.
microfims cbiigation and payment docusnents,

L T T B

reports the number of invoices recalved to the Section Chief who
monitors document flow and efficiency of processing.

East and West/Headquarters Teams

« process and auxft payment vouchers inchuding contract paymernts,
paymenis to other Govermenent agencies.,

« enter document data into ABACIS.

« research and corect obfigation and payment problems.

+  answer inquinies from vendors and clients,

Travel Team

= audt and process for payment Temporary Duty and Permanent
Change of Station travel vouchers.

= provide a central information contact poirt for all ravelers,

= Permanent Change of Station (PCS) coordinator for the West,

* enter trevel document data into ABACES including Travel
Authorizations, Advance of Funds and Teavel Vouchers.



Syatems Operation
and Development
Section

Certifying Officer, undar the direction of the Section Chief

* reviews the transactions after audit te detarmine # proper for paymant
and if properly entered into the automated accounting system
(ABACIS),

= establishes and maintains the paid scheduls file of documents.

+ provides fesdback to the teams to correct transactions,

= Mmakes recommendations ta correct recurring operaticnal problams,

Thea Systems Cperatlon and Development Section consists of system
accountants, system programmers, and computer operators who raview,
analyze and evaluate the existing computar system and system operation
to identify problems and make improvements that increasa Intemal
efficiency and compliance and the leval of client suppart and service.
The computer system hers refers ta tha ABACIS Service Network, which
includes the following subsystems:

ABACIS - Advanced Budget/Accourting Control information System
AMLFCS - Abandonad Mine Land Fee Callection Systern

GIFTS - Grant Information Financial Tracking System

DDX - DrawDown Express

AFBACS - Audit Fee Billing and Collsction System

When mandated policy and procedures change, the system accountants
and programmers review and [nterpret the changes to determine
necessary modifications 10 tha system, procedures and operations to
meet the new requirements,

In addition, systemn accourtants pedorm Alternatlve Management Contral
Reviews on all automated subsystems determining nacessary comectlons
and developing plans for resclving deficiencies.



Reports and
Analysis Section

A

*id
5 !

o

Programmatic
Accounting
Sectlon

Branch of Accounting

The Reports and Analysis Sectlon maintains the general ledger, fund files
and subsidiary ledgars such as accourts receivable, accounts payabie,
unliquicated obligations, advances, property and other detailed
accounting transaction reports.

In addition to maintenance procedures, the Section

« prepares intemal finaneial management reports and externa financial
reguiatory repoits.

= analyzes financial data generated by the automated financial system
(ABACIS) 10 ensura adequacy of supporting documantation, proper
balancos, and prevent AntiDeficlancy Act violations.

» prapares documentation to designate, change or revake imprest

cashiers and collaction officers.

= monitors and reviews documentation on imprest Audits and
Administrativa Reviews.

« reconciles cash balances between Treasury and ABACIS.

« distributes internal management accounting reporns to OSM offices.

« provides financial guidance and assistance to OSM and other Federal
personnal.

The Programmatic Accounting Section processes and enters accounts
raceivable and raceipt information into ABACIS, This Sectlon also

» examines, analyzes and updates payrcll making necessary corrections.
« monitore and enters reimbursable agreements In ABACIS.
= axacutes refunds and transfers as requested,

This Section is also responsible for debt collaction activity on
cverpayments, Freadom of Information Act requsests and reimbursable
agreements. Debt collection activity includes preparing and issuing bills
for collection, follow-up letters, cradit bureat: referrals, collection agency
refarrals, refarrals for litigation and write-cfffwaiver recommendations.
Additicnally, the Secticn monitors the reconciliation of cash balances
betwean the ABACIS accounting system and the AML Fee and Clvil
Penalty subsystams (AFBACTS and AMLFCS).

The Programmatic Accounting Section calculates the aliocation of grant
funding for States, Tribes, and educational instituticns and records the
awards. Cther grant responsibifiies include verifying draw downs,
monitoring and pasting cost reports, menitaring advances and verfying
that funds are authorized and availatie when requested.

In addition, the Section enters and monitors acgounting information in
Draw Down Express (DDX) and Grants Information Fund Tracking System
[GIFTS), subsystems of ABACIS,



Branch of AML Fee Colloctions

The Oparations Section acts a5 primary kalson with States, the Division of
Dm_mmmmummmmm
smmmmmmmmammmm
production throughout the Unitad States. The Section perfoms the
following clenical duties:

» data eatry of OSM-15, money transactions, coding sheets, refunds and
fund transfers.

» verficabion of data iput for accuracy, foliow up with payers for

completanass of data

= process and resasanch wrilttan and telephone requests from users.

= fim baiches; order, distibute, maintain and file reports; onder reports
microfimed; microfiche and fie documents.

» prepare documents for anchives,

The Aaports and Analysts Section is responsible for analyzing the
accuracy of accounting fransactions and data integrity. To do this they

reconciliation betwaen the AMLFCS and the general ledger.

|
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ABACIS Operations
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and track oblgation and payment data.

Document Gontrol
Finanial Operations Teams

hmmmmmm

Promgt Payment Act - brief escplanation
Treasury Checks - how to read one
General Examining Procedunes
Processing Standards

Docwment Correction

ﬂmmhimmydadouxmmbegimﬂmﬂwnﬁlisnpamdand
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or assigned by the submiting offices. When they are not, obligation and
payment documents are assigned document numbers before

soroll
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requests, efc.) and payment gocuments {travel vouchers, conamercial
Wvoices, etc.) in the HP 3000 compeer. Al the time of microtiming, the
mumﬂmmhmgimedinﬂmmmermmﬂumm
micmﬁlmmllandﬁ‘amenmnberprmﬁdhgmuiwaldmedmmeminaga
fromn microfiim at a later date,

After microfilming, meDomMWWUrimasanobﬁgﬁonm
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Saction.



Finaricial Operations Teams

The Financial Operations Section is divided into three tzams:

» the Wast Team is responsible for Headquarters, the Western Field
Offices and the Westemn Support Center.

» tha East Team is responsibla for the Eastern Field Offices and the
Eastern Support Center.

» the Travel Team is responsitia for parmanent changa of station and
temporary duty travel for both the East and the West. The PCS
coordinator Is responsible for the offices in the Wast,

The work is divided among team members by transaction type (see OFM
Organization for a listing of responsibilitias).

The accounting technicians enter the information on the documents
{vendor name, addrassee code (telephons numbet), dollar amount, objact
class, document date, and cast account) in ABACIS. Data entry is by
means of a terminal interactive with the HP 3000 mini-computer.

The accounting technicians keep the obligation documents after data
entry until the paymant documents {invoices, vouchers and receiving
raports) arive. Hefshe examines the payment documents to ensure that
they provide all the informatlon required to support the disbursement of
Government funds. Any deficiencies ars comected by the actounting
technician through referral to the vandor or the submitting O5M office.
When all required corrections have been made, the payment data is
entered into ABACIS,

Following entry of the payment data, the paymeant docurnsntation
package consisting of the cbligation document, a recaiving report, the
voucher or invoice and all necessary supporting documents, is forwarded
10 the cettifying officer to prepare the paymernt sehedule for Treasury.

10



Prompt Payment The accounting tachnician establishes the payment date In accordance
with the Prompt Payment Act {(see the boxed section for an explanation of
prompt payment due dates).

Prompt Paymert Due Dateg

A payment is due on the date(s) spacified in tha contract or purchase
order. i none ks specified, the Payment is due 30 days after the start
of the payment perlod. The payment period is the iater of {a) or {p).

(@) The date a proper Invoice s received. {if # is not stamped by the
receiving office, use the vendor's invoice date.)

{b) The saventh day after goods or services are actually recsived.
Acceptance of goods or sarvices cannot accur before receipt. {Again,
if the invoice is not date stamped, usa the vendar's invoica date.}

Deviations

Any specifications in the contract will take precedsnce over tha
prompt payment period. If an invoice is in dispute as noted by the
contracting officer, the paymant period will not begih urtil the dispute
is settlad,

Exceptlons

= Payment will be made to utility compariies within tariff terms and
may include Jate charges and express payment terms,

* Advance payments may be made for training ard subscriptions.

* Payments to other Federal Agencies, States, and same non-profit
institutions are not subject to the Prompt Payment Act and their
involces will be paid upon receipt.

* A payment pariod will not begin until a valid obligation is received.

* See the Prompt Payment Act for more information on interest due
and discounts,

Interest Interest must be paid on all payments not made within 30 days after the
stan of the payment period (sublect ta {a) and {b) in tha box above),

Discounts The pertod for taking a ime discount is calculated from the date placed
on the proper inveice by the contractor, The payment must be made
prior to the end of the discount pericd. [f tha vendor fails to place a date
on the invoice, the discount period begins on the date a proper Invoica is
received by the designated billing office.

11




Certifying Officer

Each day th& carlifying officar queries ABACIS to determine what
payments to schedule for Treasury that day, These include all
transactions for which the prompt payment date has arrived and all other
transactions that are to be paid immaediately,

The cartifying officer reviews the adequacy of the supporting
dacumentation for each transaction to support the disbursement of pubic
funds. Tha documemnt data is compared ta the information enterad in
ABACIS and all nacessary corrections are rade. The certifying officer
produces tha final schwedule, certifies it as comract for payment and sends
it to Treasury. The payment documentation packages ara filed under the
Traasury schedule. :

The payment decumantation files must be retainad for 6 yaars and 3
months after the end of fiscal year it was transacted. The files are
maintained at DFM for one year after the end of the transaction fiscal
year, and then they are sent to the Federal Archives and Records Center
for storage until the disposal date.

Obiligation and payment data from ABACIS 1s available 10 you in two
formats:

+ Online reports available on your PC through interaction with tha
ABAGIS computer (see the Reports Section of this manual).

» Oparating repodts in hard copy produced and distributed periodicalty
by OFM [ses the Reports Section of this manual).

12



Treasury Check

Vendor
imvoica
number

The figure below will help you explain codes on Traasury checks sent to
your vendors.

Agency
Schadule Location
number Code (ALC}

g 1581
L ;1||...._|__ur|"_‘ EHM 032,558,986
_.w - Cheex, Ko,
) 07 16 91 71  IAN FRANCISCQ, Ch 3145 s29mqr2

Mz iNTERICK QOoaIve0ss TéTE0001

04 SwasmagiQuy

YO0 RFTER CIE FEAR

|
PEN ENCLOSED MAILIWG WOTICE m

25 Sar' _E_:.uunnunsa.a-. RI90L9729* QD194

SPTOCE 10 CHECK RhCIPOENT HHEEHT-FIMHGHMNHGE!EHT“IHEE TFI FORM 3% B}
INOENAME BLUE MT SPAING WATER lmg
PARTNENT gr INTERION P e CAN PR
ACEXCY WaME FINASEY lct'rltl ANCTISCD :A
e }g r:: xPhsTaRFALE NiNING T T
:Hvea cuLuaAnu ;uzzs 31#5-929n1912 s**f**¢9-su nT 1¢ ?1
2 pEYALTY/DISCOUNT SHOW PERLOD &k X APPLIEC 70 LRYOLCE AVRNCY SLHECLE SLATHER
< 1Pt 530,40 $77535 35500 L IRETT
E I NGESCY TRLEPHONE % WAL
: 303-236-0127
:
2
z
Irvcice Vendor
amount invoice Invoice

number amount
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General Examining Procedures

Veucher examining Is the process of reviewing payment documents to
detarmina if the proposed payment is legal and proper.  Supporting
documents must ba complete and executed In accerdance with existing
administrative and requlatory requirements.

Each cffice is responsible for examining vouchers and supporting
documents before sending them to DFM for payment.

In tha past, many offices certified their own travel voischers, Since January
31, 1591, all centifying has besn porfarmead at DFM.

Proper payment documsntation

Obllgation

Recetving report

Proper Inivalce

The obligating decument must be signed by an official with warranted
procuremernt authodity. The dascription of goods or senvices shoulkd be
the same on the obiigating document and the receiving document.

The receiving document must be signed and dated by an authorized
receiving official, The date must be the actual raceipt date of the goods
or serviceas,

Be sure you have a proper invoice:

» The involce must bear the obligating documesnt numbser (purchase
order number}, If the vendor fails to supply it, the reviewing office
should add it,

» The invoice must be an itemized original or include the following
statement signed by tha vendor: *This is a certified true copy of the
criginal Invoice and payment has not Heen received."

» The invoice must be date stamped by the office recelving the invoice
in ordar to determing if prompt payment interest is due. (See the
section above on prompt paymert.)

» The description, quantities and unit prices of goods and services on
the Involce must agree with the obligation document. If they are
substantially differert, an amendment o tha obligation documeant or a
correction of the Involce will be requested. Procurement offices may
issue an amendment for changes In unit prices o quartities or add
cne of the following statements te the face of the invoice:

Increased quarntity of is approved.
Increased price of 3 is approved.
Confracting Offfcer's

Signature Date

15



if you choose to add the above statemant to the face of the invoice, i
lisu of issuing an amendment, be sure to include the account mamber
to be changed, aspecially if more than ong acoount number was listed
an the original obligating documernt,

If the ahewa statements are not included on the invoice, the voucher
examiner at DFM will request an amendment.

» Al shipmants, deliveries, and over-the-counter purchases made undar
a blanket purchase arrangement must be accompanied by a delivery
ticket or invoice that includes:

complete name and address of supplier.
blanket purchase order number.
date of sale or withdrawal,

iternized list of supplies or services furnished.

quantity, unit price, unit charge, and total charge for each ttem,
less discounts.

actual date of delivery or shipmerit. A recelving repart must be
submittad fogether with the delivery ticket or invoice
immediatedy.

Administrative requirerments

Tralning

The account number muest ba corract.

The cbligation must have been Incurred during the time period for which
the appropriation was available. The Regulations and Technology
approptiation is available to meet bona fide needs of the fisca) year for
which It Is appropriated. The Abandoned Mine Reclamation Fund (AML)
appropriation Is a ne-year appropriation and is available for obligation
without fiscaf year limitations, However, increases in obligations for prios
year AML funds must be charged to currant fiscal year AML accounts.

Some unique obligation requirements are included below:

If registratlon |s required before the end of the fiscal year for training
which begins in the succeeding fiscal year, t becomes a ‘bona fide need
of the current fiscal year and is chargeable to the expiring fiscal year
appropristion. If registration is not required urttil after the start of the new
fiscal yaar, the tralning is chargeable only to the new fiscal yaar

appropriation,
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Blanket
purchase orders

Service contracis

Lagal requiraments

No cbligation will be entered unttil September, Crders placed against a
blartket at the end of the fiscal year which ara not submitted to DFM by
September 15th, must be estimated on a copy of the blanket purchase
order {OF-347), signed by an authorlzed procurement cfficial, and
submitted to DFM by September 20th. Indicate "Final Payment® on the
final invoice, submit the pink receiving report and DFM will de-obligate
any remaining balance,

Service cortracts that are “severable may not crass fiscal year lines for
the Regulations and Technology Appropriation.

Verify that tha payment is not prohibited by current laws, regulations and
directives. Some unlque payment exceptions are included bekow:

Personal Protective Equipment - See OSM Directive, Personaf
Protective Equipment, ADS-4,

Calling or Greeting Cards - Business calfing or greeting cards are
considered parsonal use ltem, Govemment funds cannot be used.

Gifts - Gifts for emplayeas or athers nomally may not be purchassd
with Government funds, The term "gift* includes such tems as
mementos, paper weights, etc,

Membership in Associations - Payment of fees or dues from
2ppropriated funds for the membership of any Government officer or
employeea in any society or association Is generally authorized oniy
under certain conditions:

{2) Mambership is ertered and exsrcised in the name of the
Government and not in the name of cfficer ot employee,

(b} Membership is a prerequisite to obtaining services or materials
needed for construction, operations, or maintenance of Govermment
facilities.

(c} The primary purpose of membership is to obtain publications that
are available only to members or at a lower price to members,

{d) Membership in the organization is of direct benefit to the
Government and necessary 10 cary out the Government's mission.

{e} Membership is directly related to training, i accordance with 5
USC 4108(b).

Refreshments - Purchase of coffse, tea, or other refreshments for

employees or others is prohibited except at recognition or award
ceremonles,
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Correct payment amount

Verify that the quantities, unit prices, and amounts are accurate and
arithmetically correct. If the price on the involce is less than the price on
the obligation document, the lower amount will bo pald without requiring
an amencdment o the cbligating document. The correct amount will be
paid i the difference is due to an arithmetic error.

Cetarmine whether a time discourt can ba taken,
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Flold Office
Requiremants

Servicing Levels
for Processing
Documents

Documant Type

1 Travel Vouchers

Processing Standards

Submit to DFM

within 5 working days of end of trip

Invalces & Receiving Reports

within & days of receipt of Invokce

| Receipt of Goods and Services

within 7 days

Cbligation Docurmants

J_ whan ipmva'd=

—

ivity/Document Type

Date stamp all documents

[sevtengiovs ]

2 p.m, day of receipt

Micrafilm in following sequence:

| Travel Advance

Travel Vouchers

Imprest

Travelers Checks

Contracts

Purchase Orders (obligating docs)
Citicorp (GTS)

day of receipt "

imvoices

1st day after receipt

i8
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Document Entry

Into ABACIS
Servicing Levet

Travel Advance 1st work day after receipt
Travel {cerified temporary duty)
Travel Voucher Sth work day after raceipt
{5 work days auditing standard) '
Travel Voucher {(PCS) 14th work day after receipt
10 work days auditing
Imprest Aeimbuursament Voucher 15t work day after receipt
Travelers Checks - payment to Citicorp .
Contracts Cbligations 3rd work day after receipt
Purchase Orders {Chligations)
Citicorp {GTS} Sth work day after raceipt
Involces

Schedule to

Treasury
Dacument Type Senvicing Lavel
Travel Advance 2nd work day after receipt
Travel (certified temporary duty}
Travel Vouchgr 10th work day after receipt
Traval Youcher (PCS} 15th work day after receipt
Imprest Reimbursement Voucher 2nd work day after receipt
Travelers Chacks - paymartt to Clicorp
Citicorp {GTS) Within prompt payment and
Invoices discount requirermeants.




Document Correction

Pollcy and
Procedure

Remedles

In order t0 make payment in compllance with Federal laws and
regulations, tha information on the accounting documents must be
complete and in conformance with established requirements.

Whan the required information is missing or incomplets, the vouchar
examiner at the Civision of Financial Management must comrect the
information Lefore an obligation can be created or a payment made. It is
critical for both the submitting office and the payment office to understand
the correction procediurs to be followed n each case.

‘The foliowing tabies illustrate the correction procedures for the most
cammon deficiencies on each type of accounting document,

The kiters across the top of the matrix refer te the problam remediss
listed below the table. The numbers in the squarss indlcate the
remedy(ies} available and their pricrty. The voucher exarniner will go to
the remady listed as number 1 first. If that remady Is unavailable, hefshe
will go 10 numbxer 2, and so on,

Travel Advances Femedy

Missing or erronecus Information A B |G (B |E

traved authorization number P |2

travelar's signature 2 |1

approving officar's signatura 2 |1

receipt signature for imprest fund cash or 1
kbl S N W

What vouchaer examiner will de;

Make correction based on information availatjle,

Make corraction after phoning originating office, requesting FAX
dacuments.

Return document to originating office tor corection.

Telaphone traveler to requast a complete raplacemeant travel advance
request via ovemight mail.

Return document ta imprest fund cashier or travelers check cashier.

m o0 TOr
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Travel Authorization Remady

Missing or errensous information AlB[C|D
Social Security numbar 1 ]2 |3
petiod of travel

purpose codsa

astimated cost

account number
approving officer's signatura

ﬂ period of travel

Travel Vouchers

Missing or erroneous information A|B|C|D

signature of traveier 1

signature of approving officer 1
Social Secwrity number 1

2
ﬂ incorrect trave! awthorization numbser 1 2

Remedies What voucher axarminer will do

A Make comections based on information available.

B Make comections after securing Information by phoning originating
office.

C Return docurnent te originating office for corraction.

D Request corrected copy with original signature from oniginating office.



Aemedies

Receiving Reports

Missing or erronsous informatlon B |C
signature of receiving official 2
date received and accepted 2
obligation dogument number 2|3

2

itemization or reference to invoice

unaccaptable accourt nusnber

itemization does not agree with
number

Invoices

Mizsing or erroneous Information

ohiigation document number

temization of deliverablies

service period - where required

instructions to change payee

changs in remittance address only

itemization dees not agree with
recehing report

nat criginal or certified copy

charge exceads unfiquidated
abligation balance

itarization does not agrae with P.O.

What voucher examiner will do;

A
B
G
D
E
E
G

Maka correction based on information available.
Make corection after phoning originating office.
Astum document to originating office for correction.
Hetum d-:::-cument te vendaor for corection,
Comrect documeant after I:ElEP-hOI"IiI"Ig wendor,
Notify originating office of revision required, no document returnad,
Maotify vendor of revision needed, no document retumed.



Obligation Documents Remedy
Misalng or erroneous information AlB |C
documentt number 1
account number 1
objact class code 2 |1
vendor phone nusnbar 2 |1
Signature of procurement authority 1
cettifications (subscriptions,stc) . 1
list of attenders, lodging POs

arithmetic errors in cost data 1

Remediea
What voucher examiner will da;

A Make correction based an information avaliabla,

B Make correctian after phoning originating offica,

C Retum document to originating office for correction.

D Notify originating office of revision required, no document returmad.
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Document Preparation

Assigning a
Document Number

Definiticn of Terms

This saction was written to provide guidance on the preparation of
cdocurnents for input to ABACIS. The information also establishes how
records are maintained and financlal accounting rendered with regard to
the law, regulations ard management policy.

Directives issued through procurement, training, budget, property
management, et¢. imposa and discuss additional raguirements. These
guidelines are primarily concemed with ensuring that documents:

» comply with all other regultions,
» raflect the corract financial account and abject class,
» correctly identify the vendor, contractor, or employee receiving

payment,

Each documaent entered into ABACIS must have a unique document
number to identify it within the system. For 2 complete disgussion of how
document numbers are assigned, see the saction called Document
Number Structure In the chapter called "Documant Codes,”

Commitment
Documents

At the Division of Financlal Management we use the following terms:

commitment docurnents
obligation documents
invoices

receiving reports
advances

correction documents

They are defined in the following paragraphs.

A commitment decument administratively reserves funds in anticipation of
an obligation and reserves funds within a financial plan under account
numbers and object classes. Each commitmant document biears a
Commitmerit Control Number (CCN) pre-printed on the document.

Commitments are established in ABACIHS by Headquanters Division of
Budget, Planning an Management Analysis and the Support Canters.
Becauss tha ABACIS document controf edit will not allow the
astabliahmeant of a commitment untii the docurment has bean microfiimed
and registered in the ABACIS data file, only prefilmed and registerad
commitment documents will be used for this purposs.
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Obligation Documents

The Division of Financial Managament pre{fitms and distributes requisition
forms to establish commitments. The forms stamped *Commitment
Cocument® are the only ones that will be acceptad as commitments in
ABACIS,

The commitment document must be signed by the official authorized to
approve fund obiigations for the particular account(s) invatved. See
*Commitment Docurnent” for more information.

Liquidation of commitments may be accomplished in three ways:

1, Cancellstion before oblligation
Forward a copy of the commitment document to DFM marked
"cancel” across the face. DFM will append the document number
(RO1}, film the document and enter the transaction inte ABACIS to
cancel the commitment record.

2 End of year commitment canceitation
On September 30, alf commitments In ABACIS that have not besn
canceled by an abligation ars purged. if you wish to continue &
commitment into the next year, it must ba re-gstablished in
ABACIS by DFM with a new commitment document.

3 Replacement by an obligation

Commitments are not established for all phiigations. Additicnally,
commitments are not repiaced by obllgations automatically.
However, when purchase orders or contracts for previoushy
registered commitments are entered into ABACIS, the chifigation
created must be coffset by canceling the associated commitmant.
It not, the account will be chargad twice for the action. The
originating cffice must provide expiicit instructions to DFM to
cancel the commitment; it is not automatic. The originating office
must submit a copy of the commitment docurment {marked
‘cancel’), and the obligation {purchase order, contract) must
clearly cita the commitment number on the face of the document.

Onece an obligation has been approved through issuancs of a purchase
order, contract, or other obligation document, the commitment is replaced
with the recording of the obligation in ABACIS.

An obiigation docurment may reference more than one commitrment
document, and a single commitment form may result in mare than one
obligation document. It commits the Govarnment to future expenditures
of funds and resarves the funds so that they are available when invoices
ariive for payment, Currently, commitment documents are raraly used
and do not precede most obligation documsnts.

Once tha obligation document has been approvad, & copy is sent to the

Division of Financial Management in anticipatiort of making payment on
an Invoica,
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Invoices

The Q5M fiekl offices and headguarters are using the following ebdigation
documents:

Miscellanetus Obligation Cocument

Purchasa Order

Traved Authorization

Travel Authorization Amendment

Training Raguast (SF-182)

Award/Contract

Amendment of Solicitation/Modification of Gontract
Qral Purchase Order

Reimbursable Work Authorization

¥ ¥ ¥F *r ¥-r r ¥ ¥ r

For additional information and examples of these types of documants
refer to them alphabetically on subsequert pages.

Vendors raquest payment for goods and services by submiitting involces.
Some invoices are sent directly to DFM, but most invoices are sent to the
procurement office address provided on the procurement form.  Invoicas
receivad by the procurement office should be date stampead when
recelvad and than forwarded promptly to DFM.

Some vandors submit individual involces for each delivery during a billing
period. Yendors should be requested to submit a summary invoice
monthly 1o reduce the administrative costs of progessing payments,

Vendors who continue to submit individual invoicas for blankst purchase
agreements will receive only one check per biing period. The Individual
invoices will be enterad inta ABACIS as recefvad, but tha check issuance
date will ba at the end of the billing pericd (in accordance with FAR '
13.203-1{)7).

DFM raceives tha following types of invoice documents:

» Commercial Invoices and Cradit Memos

Claims for Reimbursement of Expenditurss on Official Buginess
(SF11564)

Miscellznsous Claims and Settlemants

Public Youcher for Advertising

Pubic Voucher for Fees and Mileage of Witness

Transpextation Charges from Travel Services (GTR)

Transpottation Charges from Travel Services (GTS)

Public Voucher for Purchases and Setvices Other than Persanal
(SF1034)

» Public Youchar for Transportaticn {(SF1113)

» Trave! Voucher (SF1012)

L

* ¥ ¥r¥rer

For additicnal infformation and examples of these types of documents
refer 1o them alphabetically on subseguent pages.

7



Advances

Correctlon Documents

Recelving Aeporta

Two types of advance requests are received at DFM:

» Travel Advances
r Grant Advances

The Appfication and Account for Advance of Funds form Is the document
a traveler uses to requaest an advance of money beforz a trip, hawever,
the travel must first be authorized by a trave! authorization, See Travel
Authorization and Travel Youchers for more information.

The second type of advance request is a grant advance. Grant advances
are requasted through the DrawDown Express system (a subsystem of
ABACIS). Sea the chapter called "Gramts’ in this manual for mors
Information.

When erronsous data has been entered into ABACIS {usually wrong
sccount and/or object class code) prepare a correction document to
affiect the desired change.

Carmection documents are normally only used to comect data on
completed transactions. Correct open transactions with modification or
change documents.

DFM uses two correction documents, one for payroll changas and one for
non-payroll changes. The pay cost comrection form Is pre-numbered, but
the non-payroll corraction document acquires the docurnent number of
the original input document with & change Indicator in the 12th posltion of
the document number. See "Corraction Documents* for more information.

Receiving reports are not documents in ABACIS in the same sense as
commitments, obligations, invoices, travel advances or correction
documents. They are nat filmed or registered under a separate
document number in ABACIS. The information they provide is essential
to the payment process. Without the signed certification of receipt and
accaptance of goads or services, payment cannot Tegally ba made,

Recurring Payments

When an order is set up for no variation in the amount paid,
payment period or services pravided each payment period,
receiving reports may be filed in advance with DFM to support
standing recurring payments, Typical axamples are rental
agreements and maintenance cantracts.

Unkder this arrangement, the procursment office should camplate

the receiving report copy (OF 347) as if final delivery had been

made and forward it along with the obligation copy of the order ta

DFM. This receiving repart is retained in the recurring payment

folder during the year and copies are made by the DFM voucher
examiner {o provide support documentation for payments. When

the documentation indicates that the appropriate numbar of

Payments have been made, DFM will close the recurring paymerit order,
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must be supported by a receiving report specifically addressing
that invoice. If the vendor fails te deliver acceptabla sevice during
a billing period, the procuremnent office must tell DFM nat to make
payment.

if the procurement office does not utilize the above option, it must
complete separate recelving repors to support each payment and
send it along with a copy of the obligating document,

For contracts that do not require a "release of claims from contractor,* the
final Involce should be marked *final payment' by the cantracting officer
approving payment. DFM will make the final payment and de-obligate
any remaining obligation balance without requiing a contract
modification. Receiving reports for purchase orders marked *final
deiivery” will suffice as Instructions for DFM 1o de-obligate any funds
remalning after payment of the vendor's final invoice..

The most common forms used as receiving reports are:

» Purchase Order {OF 347}

» Requisition (crel crders)

» Training Request (SF 182}

» Office of Surface Mining Recaiving Reparts (OSM 67)

The document exclusively used as a receiving report is the
Qffice of Surface Mining Receiving Report,

Examples of these may be found alphabetically on subsaquant pages in
this chapter.

An endorsement containing all required elemeants of a receiving repon
wriltert on an invoice may also be considered a recedving report if
accompanled by the signature of a designated receiving official (see
Commercial Invoices).



Amendment of Sollcitation/Modification of Contract

The Amendment of SollcitationModification of Contract form (SF-30) is
used tc modify a contract or purchase order. Modifications must be
numbered In sequential order as thay are issued for sach purchase ordar
Or contract.

The following items required for input to the ABACIS SYSTEM are
numbered to comespond to the sample on the opposite page.

1. Saquerttial number of this modification.

2, Name, address and telephone number, inciuding area code, of
contractar.

3. The five digit documant number of the contract or purchase order
you wish o modify.

4, Account number and object class of amounts added to or
subtracted from amount originaily obligated,

5., Dascription of changes to be made to the contract; deletions,
additions, madifications, Funding changes should be expressad
as dollar amounts to be added or subtracted and the revised total
abligation.

g. Contractor signature {not required for purchase order amendments
or unflateral contract modificaticns).

7. Contracting Officer signature,

30



Amandment of Solicitation/Medification of Contract
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Award/Contract

The Award/Contract Form (SF-26) s the form used to establish contract
obligations.,

The sample form provided Is numbersd to correspond to the following list
of items that are required for input to ABACIS.

1.

2,

Five digit document number assigned by the procuring cffice.

Provide the contractor's name, address, and telephcne number,
including area code. nclude the contractor's status with regard to
Internal Revenue Sarvice reporting requirements specified by the
Tex Equity and Fiscal Responsibifity Act of 1682 (TEFRA). Federal
agencies are required to report 10 IRS, payments exceading $600
int & year, mads to individuals or partnerships. For this reason you
rmust provide the following notations in this block;

a) If a non-corporate contractor {individual or partnership} provide
the vendor's Employer Identification Number {EIN) or Social
Security Nurnbar {SSN).

B) If a comporate contractor, type in "Catporate Vendor,

This information should be requasted from the contractor at the

time the order is placed, # the vendor's status as a corporation

cannot ba otherwise determined.

Accourt number(s) and cbject class{asg).

Description of supplies/services to be deliversd,

Total amount to be obligated.

Contractor's signatura,

Contracting Officer's signature.



Award/Contract
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Claim for Reimbursement for
Expenditures on Official Business

The Claim for Reirnbursement far Expanditures on Official Business {SF-
1184} form is used to document expenditures incurrad by Govarrment
employeas while on official business, This document may be paid
through the Imprest fund and than processed as pan of the
reimbLirsament voucher, or it may be processed by DFM and paid by a
Treasury check.

There i no need for a prior cbiigation document becausse this document
automatically generates it own obligation; however, if the document is

related to a previous obligation, the obligation document number must be
referenced. )

The Claim for Reimbursemant for Expanditures on Official Business (SF-
1164) on the next paga should be used for local travel expenses, It
should net be used to reimburse OSMRE employees for travel expanses
that must be ¢laimad on a travel voucher.

The following data items are required for Input ta ABACIS:

1. Document number assigned by DFM if paid by Traasury chack;
assigned by the imprest fund cashier if paid from the imprast fund.

2 Name of employee claiming reimbursement and address whera
Treasury check should be sant,

3. Tha Sacial Security nember of the employee claiming
reimbursement,

4, ltemization of expenses claimed.
5. The amount requestad 10 b paid.

B. Signature of employee requesting relmbursemertt and type of
paymant dasired.

7. Signature of the autharizing OSM ofiicial.

B. Signature of empluyee, date and amount i paid by imprast
cashler,

9, Accourt number and object class,



Claim for Reimbursement for
Expenditures on Official Business
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Commercial Involces and Credit Memos

Commarcial invoices ara non-standard forms used by vendors to bill for
goods o senvices. Each company has fts own invoice form used as a
valid replacement for the Public Youcher (SF-1034),

All invoicas must refer to an obligation document that authorizes the
axpenditures billad on the invoice. An obligation document may be
referanced by more than one invoice: however, the total of all the involce
amounts cannot excesd the amount abligated by the abligation document
and its amendments,

Credit memos or adjustment invcices are recorded as normal commercial
invoices, except the Invoice amounts are negative,

A typical invoice appears on the epposite page. All invoices must have
the following ftems:

1. Name of the vendor whao provided the goods.
2. Number assigned te the Invoice by the vendor.
3. Cost of goods or services.

4, Address where remittance should be sant.

5 Tha number of the refatad obligation document.

6. Date the invoice was prepared by the vendor.

7. Date when service was performad or goods were delivared.
8. Dascription of goods or services,

a2 Date you raceived tha involce (stamped),

10.  Payment terms {optional).



Commercial Involces and Credit Memos
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Correction Document {payroll)

L A

s

10,

Name of persont submitting the correction.

Name of submitting orgarization.

Name of employee whose pay record is ta be changed,
Scclat Sacurity number of employea.

Pay period.

Account codes to be changad.

Object class codas to be changed.

Dollar amounts to be changed.

Change to ba effected: (+) add dollar amount to account{objoct
class, (-) delete dollar amount from accountfobject class,

Note: Sum of {+) and {-} amounts must equal zera.

Provide an explanation that justifies the proposed changes. This
justification should fully support the change and withstand the
Scrutiny of an audit. Reasons shoukd be as spacific as possible,
for exampile, *Employee transferred and timekeeper failed to
change pre-print T&A" rather than "Wrang account was chargad=,
When this form is reprinted, space will be providad for the
justification statement,



Correction Document (payroll)

1.3. DEPARTMENT OF THE INTERIGAH
Qtfica of Surface Mining
Civislan of Financial Managament

CORRECTION DOCUMENT

DATE:
1 TOFM Use Griy}
Prepund by Date DOCUMENT NO.: 12876
Frwe— e MIGROFILM NO:
2 Input by Duiw

NAME: 3 PAY PERHOD: 5
SEH: 4

ACCOUNT HO. DBJECT CLASS AMCUNT 1=

.6 Y S 8 _

R T O O T A A

BALANCE (MUST BE ZERO}

Wit oy v Obvtakam nd Fliutterigd Misinigumansd
i ey har Griybiaiicn™s mopwwde.



Correction Document {non-payroll)

The entries on this correction document directly affect the Accounting
Transaction Detall Report. See tha "Reparts* chapter for an explanation of
this report. The following entrias are required.

1.

2.

10,

11.

12,

Name of submitting organization.
Name of parson subwmitting the corrections.
Name of person authorized to approve the change,

Number of the document which provided the data which is desired
to be changed. For obligation documents this is the S-digit
number pre-numbered on the applicable form or assigned by the
preparing office from tha block of numbers set asida for that office,
For payment documents thls number is usually assigned by the
Division of Financial Management and is available te field officas in
the Transaction Dstall report.

Either vendor name for commercial transactions or employas
name for Government employes transactions.

Name, date and page number of the financial raparnt which
contains the eroneous data.

Account codes 1o be changed,
Objact class codes to be changed,

Transaction type coda. Code te indicate what typa of transaction
is to ba changed.

Dollar amount to be changed.

Change 1o be affected: (+} add dollar amount to account/object
clags, () delete dollar amount from account/object class,

An explanation that justifies the change must accompany this
request. The |ustificatiors should be sufficiant to support tha
change and withstand the scrutiny of an audit  For example, if an
cbject class or an sceount numoer needs to be changed, explain
why this change s necessary. Leaving the remarks area blank or
an axplanation such as “the wrong account was charged® Is not
sufficient justification and may result in a returned correction
dacument and delayed inpit at DFM, (n the example above, you
sheuld explain why tha wrong accourt or cblect class was
charged.



Correction Document (non-payment)

L3, DEPARTMENT OF THE INTERIOR
Offica of Surface Mining Peclamation and Enforcemant
Diviabon of Financial Managamt

CORAECTION DOCUMENT

INON-PAY ROLL)

OFFIGE: 1 OF 4 LUSE QHLY
PREPARED B‘l’:_z_ DATE: MICROFILMED

APPROYVED BY: 3 DATE:

DOCUMENT NO.
VENOCR/EMPLOYEE NAME: 5

REPORT TITLE: 6 PAGE: DATE:

ACCOUNT HOL QBJECT CLASS Tw. AMOUNT +i=

7 _ 8 9 _10 _11

BALANCE

AZMARKE:

12

C o= COMMITMENTS
9 = OBLIGATIONS

E = EXPENDITURES
[ = DISBURSEMENTS
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Invoices for Transportation Charges

Hecelving Report

Imvoices for transportation charges record the billing for transportation
services provided by a contract travel agency against a Government
Transportation Service {GTS) account with Diners Club, |t Is essantlzl that
these charges be comectly attributed to cost accounts and traval
authorization numbers.

A sample invoice for GTS chargas appears on the opposite paga. The
following data items are required for input to ABACIS:

1,

2.

GTS account number,
Travel authorization and cost account numbers,

Total verified correct for payment.

Recaipt and abcaptanee endorsemant by Contracting Officar,

Date services were received and accepted (not necessarily the
date the invoice was approved for payment),

42



Inveices for Transportation Charges
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Miscellaneous Claims and Settlements

A numbar of ¢lalm types fall outside the ordinary range of purchasa order
and contract invoices. These include Equal Employmant Cppertunity
{EEC} complaint settlements, tort claims, itigation setflements and claims
under the “Milltary Parsonnel and Chvilian Employee’s Claim Act of 1964°,
Documentation and payment approval is different than the usual type of
payment documents, and the information submitted tc the Division of
Financial Management {DFM) Is somatimes incomplete for paymerit

purposes.
In order to provide for the prompt payment of these claims, and ta avold
srcneous payments, an abstract (face shest) will be prepared for sach
claim submitted to DFM for payment. :

A sample abstract is displayed on the opposite page. The following items
are relevart o the ABACIS system;

1. Document number fumished by DFM.
2, Brief descriptlon of claim type.
a OSM cost account te be charged.

4, Name and mailing address of payee, Include telephone number if
availabla,

5, Name and telephone number of OSM cfficial who cart furaish
additional information about the cfaim or settlement.

6. Signatiire of OSM official whose directorate is authorized to
obligats funds in the account identified for payment.



Miscellaneous Clzims and Settlements

Dae. No. 1

Department of the Interior

Offica of Surface Mining
Miscellansouy Cialms and Sattiements
Deacription:
2
Cost account: 3
Payae name and address: 4
For furthar information call; 5 :
Approved for paymant;
Signatura (Asslstart Director) Date
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