Oral Purchase Order

Aecelving Report

Oral purchase orders are documented using an authorized OSM
requisition form. Cross out the word REQUISITION and write-in Oral
Purchase Ordar, The cral purchase order may be used subject to the
following canditions:

0 tems arg ordered orajly and no purchase document is provided to
the vendor.

o Partial paymerits or partial deliveries are not alfowac.

o The obligating copy of the order, (Accounting copy (2)), the
vendor’s invoice and the recahdng raport are sent forward together

ta the Division of Financlal Management for payment.

a The order must agrea exactly with the invoice as to items,
quantities, unit price and total amaount,

Tha following items are required for input to the ABAC|S system. The
numbers refer to the example on the opposite page.

1. Five digit documant number assigned by the procuring office.
2 Date the oral order s issued.
Account, object class and associated dollar amounts.

Vandar name, mailing address, and telephone number including
area code.

5. Description of goods or services to be delivered,
6. Quantlties and unit price of goods or services to be deliverad.

7. Signature of warranted contracting officer or purchasing agent.

a Date goods or services were received gnd accaepted {not
necessarily the date the receiving report s signed).

9. Signature of deslignated recaiving official.
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Oral Purchasa Crder
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Public Voucher for Advertising

The Public Vouchaer for Advertising form may be used by publishers when
submitting an invokce and certification of publication for acvartisements
placed by the Govarnment. This voucher is on the reverse side of the
Advertising Order form. The peblisher need not use this form when billing
for advertisement publication; a separate invoice, accompanled by tha
requlred affidavit of publication, may be used. o

The follewing ttems are required for input to ABACIS {rafer 10 the exampie
on the ocpposite page),

1.

2

The five digit document number assigned 1o the advertising order,
Vendor's Inveice number,

Total amount bilied.

Publishers signed statement that advertisement was provided,
Stgnature certifying that service has been received and accapted.

Account to be charged,
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Public Voucher for Advertising
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Public Voucher for Fees and
Mileage of Witness (SF-1156)

This form Is used 10 document claims submitted by witnesses in court
proceadings for reimbursement of mileage and other expensas under the
prowision of 28 U.S.C. 1821, The procedwes for preparation of this claim
and the expenses authorized are 10 be found in OSM Directive TAV-1,
"Comestic Temparary Duty Travel Policies and Procedures®.

The form Is to be accompanied by reimbursement claims filed by the
withess.

The fcliowing items are required for input 1o ABACIS.

1.
2.

Document number assignad by DFM.
Infermation identifying the court appearance.

This form may be used as a summary of payments due several
witnesses in the same court proceeding, This space is used to
summarize the claims attached.

Ta be signed by the Administrative Officer who Is knowledgeable
about the circumstances of the court appearance and authorized
to approve the obligaticn of funds from the cost acoount identified
to fund tha reimbursement.

Cost account I¢ which the reimbursement will be charged.



Public Youcher for Fees and
Mileage of Witness (SF-1156)
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Public Youcher for Purchases and Servicas
Other Than Pergonal (SF-1034 and SF-1035)

Tha Public Voucher for Purchases and Services Cther Than Personal (SF-
1034) is a standard government farm used by commercial vendors to bill
for goods and services. The Public Vouchar for Purchasas and Setvices
other than Personal Cominuation Sheet form {SF-1035) is used by
vendors to continue the SF-1034 or to present a mora detailad
explanation of the billed items. Companies may elsct to use these forms
instead of thelr own commerclal invoices. '

SF-1034s must refer to an obligation document that authorizes the
expenditures billed on the voucher. The obligation document may ba
reterencad by more than cne voucher; however, the total of all the
voucher amounts cannot exceed the amount obligated by tha obligation
document and its amendments. The obligation documert most frequenthy
referred to by the SF-1034 is the Award/Contract form (SF-26),

When the 8F-1034 is received by OSM, the authorized receiver or
Gentracting Officer certiflas that the goods wers received in the aroper
Quarttity and condition. A receiving report may replace this certification,
A Public Voucher for Purchases and Services Other Than Personal {SF-
1034) appears o the opposite page. The following data items are
required for input to ABACIS:

1. Numbser assigned to the voucher by the vendor.

2. Date the voucher was prepared by the vendor.

3. The obligation document (contract number and date).

4. Name and address of the vendor.

5. Stanting and ending dates for the period the voucher covers.

8. Description of the goods and services being billed on the voucher,
7. Cost of the goods or services.

a, Signature of the contracting officer or contracting officer's technical
representative authorizing the payment of the voucher,

9, Accourt number and object class. Entered by procurng office.



Public Vouchear for Purchases and Services
other than Personal {SF-1034 and SF-1035)
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Public Voucher for Transportation Charges (SF-1113)

The Public Voucher for Transportation Gharges {(SF-1113) is used for the
transportation of housshold goods or other governmant shipmant or

transpertation charges over $100,

A sample SF-1113 appears on the oppostte pags,
Thase itorns must be completed for input to ABACIS:
1. Document number assigned by DFM

2. Cepartment or agency to charge bill to,

a. Name of the trgnspﬂ-rtatinn COMPENY.

4, Carrier's bill number,

5. Tha shipping rate is dependent on the total net weight of the
shipment.

6. Document date.
7 Signature of carrer's authorized agent.

B. Total amount to be paid.
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. (L
PUBLIC YOUCHER Tf TR R 2 1
FOR TRANSPORTATION CHA i St Sy | Lanm T
OPAFTRARMT T AR, i FPUALL (Y SRPPVICE, Abal 4 Col TR R i
wh  DEMARTHENT OF INTERIOR rae i
SUEFACE MININC-MIN-L1%—0TR e
13tk & © GIMEETS, HW
WASEIRUTCN, DC 20240
THIE UMHTED STATIEL O, TOR {fayury sy wol yoinbuam) TARRANE L AR PAKD BT =
o2 a2
CURET TRANSTER & STORAGK 13603 o RS V)
P. 0. BX &35k 189932 - = -%’
Ml’l.'mi W 13354 3 B ] %3‘ :‘L '1:\
| ALLY CORC
IR AT AL il B (i et ':1._ {ﬂ'i?'l
Senvonr  Dloassewoan | & 5 x
£ MOT il QI e GTH chvargow oo (er saves Fovmm Far Dy mapnt 04 JHFacea 32
LM FREFE L BEMIAL M. CF S RECHHEA ALINT i3 wvm i By AHachd Jubigpchaas, 0
gmy _ R-0, 6340, 83) _'E-J.
O B
preca NIHGSTORT, T PAYEE'S CEATIFICATE
™ CHARLEETON, WV 1 coprtliy Rh N BEEOUM SAREIG hmepon, a5 wviciinced By e ok athed
ramen RO&DD NULTCUCE Y, |8 Qoemeat and Jusl; 1hal serrican s Desn rendamd o
wr._ 11_4B0 i T MK HurMisrinch & iNclICMHBCR TH (Mol Dol (] el il
I...H- . hnd Thal ik chames s nod in gucsas o ihose apolicasly o
i wischier {13 barfHhi Taartulty @ Hie el mny Feceral or Stabs: rankpostalion
TG UEICy S OF [T DL Mk I SR R puf b
ACTEARCALAL SRR 1o seation 2 af ik IFseatale Commeeon A0 A% JmARoed, oF ather
i et Ty o HTRE R TS ¢ v,
Lot day of Stg. B1.25 cwt 11,580 143 oo
8% additfonal daye 8,11 cwt LI, 484 11234 a9
h urg_ Ma¥ch 12, 1951 6_
VALOATI(R - HOT DISCMRITED 43) oh
5 poreat_ 0Ty Tranefar & Storage
WHSE BANDLING #3.32 ewe 11,450 A4TS 3k E
2 L]
Telivar to Basldwncae !I.IrFlm'lm
11,580 #8.31% owi: 954, -
Fuel Surchacge 2,53 2|
* T A 8 EHIC A IRE AT B § COMPY B S iDomi i,
that tne o 1y pAFSON WNISNG [ME COMEANY O COMDFALE Mg, a8
b b DN ERDASHY A weich TR QEROY BGRE M O, Mo
axampta: A AG. Peiramy Co., anr Jobin Dox. Gonbrmller," o " dadinen,™
LEGS I8% DISCOUNT (~745] pgy[ "M
CAFFEREMCES. . AMCLINT
Thla desumszat ©5Y re-p pzitavfsd ond
et b L args
approved for prymant taf n
i ) dem3 |l
Slgn ot
Tranaperntion Services AMOUNT vIRFIED — CORAEST Jor [
) LN
_8 e ]
PaID BT
ToTAL CLaMED [ 19521 18 |checene
ACCOUMTHG AR ATHIN

AL GTHIg M7-md

ST A MO Pl FOFS 1013 R 3 P
[E T L ST LT BT



a6



Purchase Order

The procuring office issues a purchase order after it receives a requisition
approved by the officlal authorized to expand allocated funds.

Payment may not exceed the amount of the purchase order unkass an
amendmert document for additional furding has been approved by the
pracuring authority. For increases in doffar amourtt and/or quanthies only,
add the foliowing statement to the face of the Invoice:

Iricreased quantity of is approved.
Incraased price of is approved,
Contracting Officer: {clate).

The signer must be an authorized procurement official.

An amendment to the purchase order must be issued if the description of
the item on the invoice is different from the one on the purchsase order.
An amendment may be Issued in lisu of the statemants shown above,

Tern purchiase orders and blanket purchase agreements issued at the
baginning of the fiscal year, when the agency is operating under a
centinuing reselution for funding, must bear the following statement:

Execution of the senvices or delivery of the goods it the full amount of
this order is subject to the avallability of funds.

All purchase orders that authorize advance payment for subscriptions to
newspapars, magazines, or other periodicals must bear the following
statement;

The coniractor’s invoices must be submitted before payment can be
made. The coniractor will be paid on tha basis of tha invoice, which
must state: {a} the starting and ending date of the subscription
defivery, and, (b) eithar that ordars have been placed in effact for the
addresseas required, or that the ordars wilf be placed in effect upon

receipt of paymeni.
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Purchase Order

All of the numbered ftems correspond ta the example of a purchase order
and must be completed for entry inta ABACIS.

1.

2

10.
",

12,

Data the document was created by the procuring office.

GSA contract number i the #em was ordered from a GSA Supply
Schadule contractor, .

Number assigned to the document by the procuring office.

Pre-numbered document {optional) for the requisition that
committed the funds. May be more than ona requisition.

Address of office issuing purchase order,
Addrass where supplies or services are delivered,

Provide requested information including telephona number with
arga code. ldantify the vendor's status with regard to Jnternal
Revenue Sarvice reporting requirements specified by the Tax
Equity and Fiscal Responsibiiity Act of 1582 (TEFRA). Federal
agencies are required to report to IRS payments exceeding $600
mads in a year to individuals or partnetships. For this reason, you
must provide the following notations in this block;

4) I a non-corporate vendor {individual or partnarship) provide
the vendor's Employer {dentification Number {EIN) or Social
Sacurity Nurnber {SSN),

b) If a corporate vendor, type in "Corporate Vendor.

Requested kformatlon from the vendor at the time the order is
placed, if the vendor's status cannct be otharwise determined.

Account numbers and object classas.

Provide F.O.B. (free on board) destination if freight Is pra-paid by
the vendor; provida F.Q.B. origin i frelght is paid by the ordering
office.

Usually the same as "ship to” point.

Office submitting requisition (optional).

ldantified by observation, vendor statement or GSA schedule
Identification,



Purchase QOrder

13

14,

15

16.
17.
i8.

13,

Effective date of onetime delivery. Perled covered by termn order
or bianket purchase agreement

Usually stated In terms of parcent discount for payment eariar
than number of specified days.

Description of the articles or services to be prmidﬂd by the vendor
{time pericd for tha purchase ordey).

Amount of each tem or service orderad.
Usually samea as issuing office, but may specify payment offica,
Total amcurt of the purchasa ordet.

Signatura of the Contracting Officer or Purchasing Agert
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Purchase Order
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Purchase Order - Receiving Report

Use the pink copy of the purchase order {OF 347) as the recehiving report
and complete as Indicated below:

20.  Quantity of ftems received and accepted {on the front side).
Back Side

21,  Check all boxes # received and accepted.

22, Check for partial or final delivary.

23.  Date goods or services were raceived and accepted.

24.  Slgnature of designated receiving official.

25,  Data recelving report is signad, Not necessarily the sama date
that goods or services were received and accepted.



Purchase Order - Receiving Report
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Recelving Reports

The receiving repor for a purchase order, oral purchase order and
"Request, Autharization, Agreement and Certification of Training" are
locared with the Instructions for the document's preparation.

Some decuments ars endorsed on the contractor's Irvolee as received,
See "Invoices for Transportation Charges* for an exarmnple,

The only document that stands alone as a recaiving report is the Office of
Surface Mining Raceiving Report on the oppoesita page. The Instructions
below commespond to the numbers fisted on the sample documant,

1. Date gocds o servicas ware recaived dnd acceptad. Not
nacessarily the data form is signed.

2 Appiicable purchase order documant number,

3. Check for final or partial defivery.

4, Listing of goods or services received and accepted. |f the
receiving report is to accompany an invoice sent to DFM, #ems
raceived can be referenced ta thase listed on involce: “ems listed
ot invaice #X3421B attached."

5, Signature of designated receiving official.



Receaiving Reports
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Relmbursahle Work Authorization

The Reimbursabla Wark Authorization form (GSA 2857) is an authortzation
to the General Services Administration tc expend CSM funds to
accomplish specified work on GSA owned or controlled space cccupied
by OSM.

A sample Reimbursable Work Authorization form is ghown on the
OppOsite page with items required for nput ta ABACIS numbered 10
comespond to the following descriptions: :

1,

2

The five digit document number assignad by the ordering office
from the block of document numbers for the office,

The cost account to be charged with the GSA reimbursement {ten
digit ABACIS account number follawed by a four digit object cass
cods, see chapter on "Document Codss® for the structure of tha
ABACIS account number),

The estimated cost from GSA for the services to be provided, This
ig the amount that will be obligatad.

Signature of the cfficial authorized to approve obligations against
the account(s) to be charged.



Reimbursable Work Authorization
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Training Request (SF-1 82)

Recelving Report

The Requast, Authorization, Agreomemt, and Cartificatlon of Training form
(BF-182) is the basic approval document For official training expenses.
Although this form reflects all costs for the tralning axcept payroll costs,
only those costs to be paid under the procurement decument should ba
listed as direct costs under item 21. Costs to be Raict by othar means
(imprest fund, travel voucher, SF-1184, purchase order, efc.) should ba
listad under item 22,

The Request, Authorization, Agreement, and Certification of Training form
{SF-182) appears on the next page.

1. Name of person to be trained,
2 The trafnea’s Social Security number.

3 Name, address and talephona numbey, including araa cocle, of the
vendor wha is supplying the tradning,

4. Beginning and ending date of the tralning.
5. Training costs to be pald under this procuremant document.
. Actount number and object class.

7 Training costs to be paid by other means {Imprest fund, travel
voucher, SF-1164, purchase order, etc)

8. Skgnature of the tralnee’s immediate suparvisor,

.+ Signature of the trainee's second-ling supearvisor,

10.  Signature of the training officer

1. Signature of the authorizing official.

12.  Signature of persan in OSM servicing persanne! office authorized
to certify that training has baen completed.

13.  Date that the training was received (completed) and accepted,

Not necessarlly the date when "Cenification of Trairing
Completion® ig signed.



Training Regquest (SF-182)
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Travel Advances

The Application and Account far Advance of Funds form is the document
a traveler uses to request an advance of money bafore a fip. The travei
must first be authorized by a Travel Authorization,

A sample Application and Account for Advance of Funds form appears on
the oppasite page. The following data items are required for Input to
ABACIS:

1.

2.

10.

11,

Sacial Securlty number of the traveler,
Name of the traveler.
Five digit document number of the Travel Authorization.

Beginning and ending dates of trave! for which advance js
requested.

Indicate payment method: Treasury check, cash (mprast fund),
or travelers checks {notate "T.C.%.

Address where a travel advance check is to be delivered (inciude
zip code).

Tatal amount of all outstanding travel advances issued under the
Identified travel authorization,

Amount spplled for in this advance,
Signature of employee and date.
Approving officer's signature.

if payrment of the advance is received from the imprest fund or with
travelers chacks, traveler must sign for the payment.
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Travel Advance

UNITED STATES

DEPARTMENT OF THE INTERICA
Office of Surface Mining

&
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DISTRIUTION — SEE REVERSE
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Travel Authorization

The Travel Authorization form is the basic appreval documert for travel
while on official duty or for a permanant change of station, Traved and
transportation are govemed by Federal Travel Ragulations {FTR).

The Travel Authorization obfigates the funds that ara subsequently pald
out against Trave! Vouchers, Govermnment Transportation Requests
{GTR's}, some Bils of Lading, and Public Vouchers for Transportation
(SF-1113),

There are thres types of Travel Authorizations:
o General Travel Authorlzations

Limitad to the Director and the Deputy Directors and issued for one
fiscal year. Only one person may ba autharized to traval on each
autharizatlon, and the estimated travel casts must be shown on tha
authorization.

o Area Authorizatlona

Issued to individuals required to perform frequent travel within a
defined geographic area and for a specific purpose. Limited opan
authorizations may be issued for a year. Only ane person may be
autherlzed to travel on each authorization, and the estimated travel
costs must be shown on the authorzation,

a Trip Authorlzationa

Issued for a spscific trip. The purpose and estimated travel costs
must be shown on the authorization.

Use the Travel Purpose Codes listed in the box on the next page to
indicate the reason for the travel,

The following items, which are numbered to corraspond to the example,
are required for input to the ABACIS system;

1. Document number pre-printed on the form.

2 Travel Purpose Codes - see box on next page.
(Check the type of travel )

Traveler's name and Sacial Sacurity number.
Date prepared by the issuing office.

Where travel begins and will be conducted.,
Reason for travel.

Effective date and expiration date,

Cost estimates for appropriate categories.
Account number and amount assigned by tha issuing
Gr{janization,

D W N DM
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10.  Signaturs of traveter.
1. Signature of the autherizing officer.

Be sure to check the box indicating the appropriate mode of travel. n
addition, tems authorized for reimbursement must be specifled.

Travel Purpose Codes

CO Conference - Attendance at a convention, conference, or
saminar for the purpose of chservation or education, with no
formal participstion in the procesdings.

EN Entitlement - Travel to which an employea or dependent is
entitled because of assignment {eg. home, medical, or
amargency leave).

T Forelgn Travel - Defined in Departmental Manual {347 DM 7.2)
as trave! by employess on cfficial business te any point outside
the 50 States of the United States, District of Columbia, territorial
areas of the United Statas, the Commonwealth of Pusrto Rico,
and the Trust Tertitary of the Pacific fslands.

IM  Information Meet -Attendance at & meeting to discuss general
agency operations, policies, or topics of general intarest.

OT Other - Any reasons not coverad In the other travel types.

RE Relocatlen - Permanent change of station at Government
expansa,

SM Speclal Misslon - To cary out a special agency missi:r.n (eg.
transport witnesses, or provide security for a person or
shipmertt), or any travel by federal baneficiaries.

SP  Speech or Presentation - To make a speech, presemation, or
to deliver a paper.

SV Slte VIsit - Visit to a particular site for operational or manageriai
purposes {eg, audit, repair, negotiations, or technical
assistance).

TR Tralning - Travel to attend a training class.

UQ Unlimitad Open - General autherization.

L0 Llmited Open - Area authorization,
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Travel Authorlzation
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Travel Authorization Amendmant

The Travel Authorization Amendment form documents changes to Travef
Autharizations consisting of data corrections, additional irformation tima
extensions, additlonal costs, additional allowances, etc.), or cancellations.

The amendment document need not be filled out completely but must
contain the followlnyg minimum information:

1, Travel Authorization number front the criginal Travel Authorization.
2 Traveler's Socfal Security number

3. Traveler's name,

4, Dascription of the change to the orlginal Travel Authorization.

5, Signature and title of the authorizing officer approving the
changes.

In addition, only those entrias represanting changes to the original Trave

Authorization need be completed. These entries will either add to or
replace entries on the orginal document.
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Travel Authorization Amendment
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Travel Youcher {SF-1012)

The Travel Voucher (SF-1012) claims reimbursement of expanses incumed
by Government employees traveling on official business. It must be
supported Ly a Travel Authorization, and may be precaded by a Trayel
Advance. If funds were advancad, payment is reduced by the armount
advanced, but the voucher is recorded in tha accounting system at the
full amount appreved for payment.

A sample Travel Youcher form {SF-1012) appears on the opposhe page.
The following data #tems, which are numbered to correspond ta the
example, are required for input to ABACIS:

1. Identify whether travel is temporary duty or permanent changs of
station.

2, Documant number Is assigned by DFM when the pra-numbersd
form Is not utilized. Pre-numbered forms are provided to enable
submitting offices to identify trip vouchers filed under an area
authasization.

a Traveler's name and address.

4, Traveler's Social Security number,

5. Five digit document number of the supporting Travel Authorization.

8. Amount applled against the travel advanca.

7. Q@TR number or staterment that ticket was purchased with
Government charge card or through a GTS account. Include a
purpose of travel statement (required by FTR 301-11,5(g)).

& Travelers signature and the date voucher was prepared by
traveler.

9. Total voucher amount claimed.

1. Signature and title of the designated approving official in the
traveler's organization,

11.  Account number(s) and associated costs,
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Travel Voucher (SF-1012)
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Document Codes

This chapter deals with the following subjects:
» Document Number Structure
Document Typa Code
Fiscal Year Designator
Assigning Document Numbers
» Amendment Document Numbers
Change Indicators
» ABACIS Account Number Structure
» Dbject Classes
Code Structure

Alphabetical Guide
Object Class Codes
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Document Number Structure

Before a document can ba entered Inte ABACIS, it must be assigned a
document number. The document number conslsts of eight characters
(see the figure below). Far some documents, the field office assigns part
of the document number. For cther documents, the entire number Is
assigned when the document is microfilmed at DFM,

XX X XXXXX XXX X
—

document type code

fiscal year designator

document number

amendment field

change indicator

2

e

The followlng sections list each of the elements that make up the
document venber and an explanation of what they reprasent,



Document Type Code

The document type code for documents from the flek offices are
assigned according to the following tabls and appear as the first two
characters in tha document number. Nomally, these cades will not bs of
Interast 1o you. They appear here only s a resource for you to
irvestigate documents that might show Lp on your reports.

Document Type

Voucher and schedule of withdrawals and eradits - billing.
Rademption of unused ticksts
Bill for collection

CT Award/contract
Madification of contract

DG Correction document

IN Commercial invoice

0 Pald billing statement for SIDAC transactions
Voucher for transfers between appropriations andfor funds

Ly Ciairn for relmbursemant for expenditures an official business,
Irwoices paid through imprest funds.
Public Voucher for fees and milaage of withesses,

PO Purchase order, change order, oraf purchase arder, Fedstrip I|
Requisition

RY Voucher and schedule of withdrawals and credits-
refund/reimbursement voucher ||

TA Travel Authorization {temporary duty)

_ Travel Authorization Amendment

Travel Obligation Record

TD Application and account for advance of funds - Travel
Advances ||

TH Request, authorization, agreement and certiflcation of training,

II T Travel Voucher ‘,I
VT LS. Govemment Bill of Lading

Public Voucher for Transportation

GEA Ralmbursabla Woark Authorization




Fiscal Year Dssignator

The fiscal year designator in the ABACIS document number prevents
number duplications with prior fiscal year documents. The fiscal year is
designated by the last character or digit of the fisca year.

Assigning Document Numbers

The next five characters of the document number represent a unique
Identification number

{(a) assigned by the submitting office (procurement document
numbers),

{b) pre-printed on the form or

{c) assigned by the Dhislon of Financial Managemert.

The following sections list each type of number and how it is assigned.

Procurament
Document Numbers

The tollowing blocks of numbers are reserved for the designated coffices
to be assigned to purchase orders, contracts and other procurement
documents that do net have pre-printed numbers on the form.

At the beginning of each fiscal year, offices reusa these numbers
Reginning with the first number in their assigned block

Bs

Procurement Offfce Block of Humbears
Albuguerqua 10,001 - 12,000
ASD, Eastern Support Center 12,001 - 14,000
ASD, Westemn Support Center 14,004 - 16,000
Blg Stong Gap 16,001 - 18,000
Birmingham 18,001 - 20,000
Casper 20,001 - 22,000
Charleston 22,001 - 24,000
Columbus 24,001 - 26,000
Division of Financial Managamant 26,001 - 27,000
ASDMWSC SF-a4 27,001 - 28,000
Harrisburg 28,001 - 30,000
Headguarters {Procurement) 30,00% - 33,000
" Headquarters (Financial Plans) 33,001 - 34,000
Indianapolis 34,001 - 36,000
Johnstown 36,001 - 38,000
Kansas City 38,001 - 40,000
Knowville 40,001 - 42,000
Lexington 42,001 - 43,000
Appalachia Office 43,001 - 44,000
Springfield 44,001 - 46,000
Tulsa 46,001 - 48,000
Wilkes-Barre 48,001 - 50,000
Appalachia 50,00% - 52,000



Pre-printed Document
MNumbars

Assigned by DFM

For the following docurnents, the identification number is obtained from a
five digit number that is pro-printed on the form,

Requisition (identified as a Commitment Contral Number or CCM)
Miscellanacus Obligation Document

Traihing Request {SF-182)

Travel Authorization

Pre-printed Travel Vouchers

Corracion Documents

i the document number s assigned by DFM, it Is assignad sequertially
by the computer systam.

Amendment Document Numbers

if your office wishes 1o change something on a document alreacdy
submitted to DFM, the document filmer will record your amendment
document by assigning a 3-character number to the end of your original
document number,

The only time you will notice this extansion of tha criginal document
number is when you pull up a report on your computer screen. The
following list contains the unique characters used to amand a documert
number:

AD1 Amendment to a purchase order

MOt Madification to a contract

RO1 Reversal of a document {cancellation of an obligation) l

a1 Supplemertal input to a previous payroll ﬂ

The numerals are assigned sequentially to identify amendments in tha
order received at DFM. CT133333MM js an exampla of an amended
contract numiber.

Change Indicators

Changs indicators are added to the document number when a correction
or ¢hange is made by the accounting technician at DFM {usually due to a
data ertry emor).

Changas are made 1o a document by vsing the same docisnent numbear
and adding a unigqua change character. This character is entersd in the
12th position of the document numbers amendment key field. For
example, CT133333 A, is an exampla of a change indicator document
number without an amendment from tha field office. The "A® signifies that
this is the first corraction to ba made to the documsnt.
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ABACIS Account Number Structure

S0 30 eed

flacal year designator —! \
-——-—a-—’ appropriation/budgat activity

affice
coda

work element

11
i2
13
14
15
16
17
18
18
21

23
25
26
27
28
29
3
a2
41

X XX XXXX XXX

Director designator

Asat Director degsignator

Director ataff, Division
and Field QOfflce designator ———

Branch designator

State Regulatory Program Grants
Requlatory Programs Operatons
Technical Sanvice, Training and Rasearch
Assessments and Collections
Kentucky Settlemeant Agreement
Program Administration

Executive Direction

Administrative Support

General Seevice

State Reclamation Program Qrants
Fea Compliance

Reclamation Program Cperstion
Small QOperator Assistance Payments
Program Administration

Executive Director

Administrative Support

General Services

Reclamation Bond Forfeitures

Civil Penalties Reclamation

india Technical Study
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Object Classes

Obiject class codes are a means of summarizing expenditures into
meaningful categories of cost, This single, standardized approach gives
meaning to repos for the President, Cengress, Office of Managemant
and Budget and Treasury at varous leveis.

It is importart for you to use the appropriate object code (all four
characters) when filling out your documants for several reasons:

1) You will double your work when you use an Improper object class.

2) If the wrong object classes are used, tlata reponted ta other
Government agencies is misleading and distorts QSM's financial
activity.

3} Improper obisct classes mislead managers who are trying analyze
historical cost to project future financlal needs.

4} Some cbiect classes create additional accounting transactions in
ABACIS. Failure to usa the proper cbject class cuts short the process,

The list of object class codes beginning on the next page i organized

alphabetically for your convenience, For clarification and more getails,
refer 1o "Object Class Codes® in the next section,

Be sure to uge the appropriate 4-digit object class number.

Object class

code structure XX XX

Major object class code | I

Sub-object class code




Alphabetical Guide - Object Classes

Capltalizact
assets
cost $5000
or moie,

tem

ADP softwarg
commetcial
development
excasds 25K

aining fares

airine fares/training

bensfits
booksAraining
bulldings
bwilding addition
bus fare

bus fareftraining

cleaning
clothing (except uniforms)
copiars (capitalized)

copiers (non-capitafized)

dividends
duplicator {caphalized)
duplicator (non-capitalized)

EEQ settlemant
electricity
envelope printing
equipment {capitalized)
seismograph
elactrenic file
projector
survey equip
non-ADF video
squipment (non-capitalized)
with property number
caleulator
microfiim machine
projector
talephone (OSM owned)
typewriter
equipment (non-capitalized)
without property number
calculator

Otzject Class

26.00
25.00
31.50
2111
21.31

12.00
25.00
22,30
22.20
21.11
2331

25.00
26.00
J31.40
31.41

43.00
31.40
1.4

25,00
23.30
24.00

3.20
31.20
31.20
31.20
31.20

a1.21
31.21
.21
3t.2%
a1.21

31.z22



equipment - ADP (capitalized)

digitizing equipment

disk drive (farge cap)

laser primter

super computer
equipmant {non-caphallzed)

dot matrbx printer

laser prirger

modem

monitor

personal computer
equipment - malntenance/repair
equipment moves - contract
equipment pans {minor)

first aid supplies
fixtures [SO00 and over)
fixtures (under 5000)
with property numbers
furniture (5000 and over)
furniture (under 5000)
competer furnitura
chairs
credenzas
desks
filing] cabirets
tables
furniture (under 5K
with property numbers
gas
gasoline (vehicla)
GBL shipments
grants
gratuities
grounds maintenance

haridling
hauting

heat

" haussehold goods shipment

incicdantal {travel)
interest payments
{non-prompt pay)

land

legal settlements (non-tor)
letterhead printing
lacksmith

lndging

el

.30
31.30
31.3D
.30

3.3
A
33
31.31
3.3t
25.00

26.00

26.00
31.00

.o
31.c0

1,62
31.02
31.02
a31.02
31.02
31.02

3.1
23,30
26.00
22,30
41.00
41,00
25.00

2230
22.30
23.30
22.30

21.4D

3210
25.00
24.00
25.00
21.40



machinery, heavy, caphtalized
mail machine rent

mall machine maintenance
mait/messenger comtract
materials, contracior furnished
materials, training

mileage

mabile home move

motar vehicle purchase

cverright mail

parcal post

per dism

photo processing

P.Q. box rant

postage

pestage meter rert

P.O.V, (training}

printing (Government}

prirting binding (Govaernment)
printing composition (Government)
printing (nen-Government)
printing binding {non-Govemment)
printing compaesition (non-Government)
publications

refunds

recordings

remt, comvmercial - GSA
rent, GSA ownad

rent, commercial - non-GSA
reproduction

revenue sharing

security services

shipfbeat fara

ship/boat fare, training
standard form ovarprirted
subscriptions

subsidies

subsistence

suppiies, ADP

supplies, contractor furnished
supplies, generat

a2

31.40
23.30
25.00
23.30
25.00
25.10
21.40
2230
3110

23.30

21.40
25.00
23,30
23.30
23,30
21
24.00
24.00
24.00
24,20
24.20
24.210)
26.00

44,00
26.00
23.10
23.10
23.20
24.00
41.00

25.00
2.1
21.31
24,00
26.0H)
41.00
21.40
26.00
25.00
26,00



tapes (audic & visual) 26.00

telefax 23.30
telefax machine mantenance 25.00
telephone

installation 23.30

maintenancy 23.30

switchboard 23.30
tools, hand 26.00
tort claims 42.00
tradn fargs 21.11
train fares, training 21.31
traksing services 25.10
truck rantal 22.30
uniforms 12.61
vehicle maintenanca 25.00
watar 23.30



Object Class Codes

Persennei Services and Benefits

Object classes 11.1 through 13.0 are not used on obligating documents
by procuring officials or field office personnel for entry Into the ABACIS
financial system; however, they appear here for your information.

10.00 Parsonal services and bansfits

11.6401 Personinel compensation

1.10 Fulltime permanent positions

11.30 Fositions other than fulHims permanent
11.50 Cther personal compensations

11.53 Cwvertime
11.58 Sunday pay
11.59 Holiday pay
11.62 SES bonuses
11.63 Cash awards

11.80 Special personal services payment
1200 Personnel bengfits

12.10 Civilizn pergonnel benefits

12.00 Social security - FICA contributions

12.20 Retirement contdbutions

12.25 FERS retlrerment

12.26 Thrift savings plan - basic

1227 Thrift savings plan - matching

12.30 Life insurance contributions

12.61 Uniform alkowance

12.70 Subsistence and expenses while occupying temporary
quarters

1273 Expenses incemed in real estate transactions

1279 Miscallaneous Moving Expenses

12.80 Summary PCS travel - obligations

12.92 Payments to Federal Employees Compensation Act Fund -
FECA



13.00

20.00

Benelits jor former employes

13.01 Severance pay
13.02 Unemployment mmpansati::-n_payrnems_

Contractual services and supplies

Travel and Transportation of Persons

21.00

Transportation of Things

Charges incurred for ransporiation of Govemment employees or others,
their per diem allowances whila In an avthorized travel status, and other
expansas incident to travel that are to ba paid by the Govemmert eithar

directly or by reimbursing the traveler. This includes both temporary duty
travel and relocation trave! expenses.

Lnti further notice, obligations established with & travel autharization will
be charged against cbject class 21.00. The travel voucher and imprest
voucher containing travel costs will use object classes 21.11 through
21.40.

PCS travel costs not mentioned here are assigned object classes by
DFM.

2111 Transportation by commercial conveyance includas Airdine,
Train, Bus, Taxi or any ather ticketed or fared commercial
mode of transporation, which is rot training related.

2112 TOY mileagea paid to travelars authorized to travel by POV,

213 Travel and transportationAraining includes any travet ar
transporiation costs related to attendance for training
purposes, Including the use of a privately owned vehicle
(POVY}, transpontation provided by commercial conveyance
and per diem costs.

21.40 Cther travel related costs include Per Diem {g.g., lodging,
subsisienca, and incidentals} that is not training related and
paid to cover the costs of temporary dity {TDY) or en raute
PCE travel incurred af any given locality.

22,30

‘Contractual charges incurred for the transportation of things and for tha

care of such things while in the process of being transported. Includes
postage used in parcel post, rental of trucks an other transportation
equipmern, and reimbursements 1o Government personnel for the
authorized movement of their househeid goods and effects or house
trailers. Also includes charges for hauling, handling, and other services
incident to local fransportation including contractual transfers of supplies
and equipment. All Government Bill of Ladings (GBL) are charged here
regardless of what Is being shipped {i.e., capitalized property or non-
capitalized property).

35



Rent, Communications, and Wilities

2310

23.20

23.30

Standard level user charges

Charges for rental of both GSA owned and commercial space rented
through GSA, and relaled services assessed by GSA as standard level
usar charges {SLUC).

Cther rent

Charges for rental of space not bilied through SLUC: This inciudes office,
warehouse or non-GSA parking for govemment vehicle space. Temporary
space for training, seminars, ceremonies, etc., are not considered space
rental uncer 23.20, but are more appropriately charged to 25,00,

Cornmunications, utilities, and miscellaneoys charges

Charges for the transmission of messages to include telephone and
telstype services, postage (other than parcel post - see 22.XX),
contractual miail and messengar service, and rentaf of post office boxes,
postage meter machines, mailing machines, and {eletype equiprment. No
purchases of equipment are included in this obiect class. Also inchudes
installation, switchboard, and maimtenance charges for telephones.
Charges for heat, light, power, watar, gas, electricity, and other trity
senvices.

Printing and Reproduction

24,3

Contractual Services

Printing and reproduction

Charges incurred for contractual prirting and reproduction, including
related compasition and binding operations, that are performed by the
Govemment Printing Office, other agercies, other units of the same
agency {cn & reimbursable basis), and commercial printars or
photographers, Includes all commen processes of duplicating obtained on
a cortractual or reimbursable basis. Also includes standard forms, whan
specially prinfed or assembled to order, and printed envelepes and
ietterhaads,

24.00 Frinting & reproduction - Governrment

24.20 Printing & reproduction - Commercial

22.00

Effective May 1, 1993, OSM implemented changes t¢ object class 25.
See OMB Circular A-11 for more details. For OSM system purposes
{(procurernent documentation for data erdry into ABACIS), object class 25
should be detailed using the following sub-objects:

Eepafrs and slterations fo bulldings, vehicles, equipmant and like tams
whan completed by contract.

Storage of household goods, maintenance services and care af vehicles
by contract {including permanent change of station situations).

~ Subsistence and support for board, lodging and care of persons

{excluding trave situations) by contrach.
Fyping and stenographic service contracts.
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Supplies and materiais

25,00

Publicatior; of notices, advedising and radio and television time.
QOperations of tacilities or other service contracts.

Bﬁ&@g&rﬂmmmmmmmm except those reported as consulting

services undar object class 25.10.

25.10 Consuling services defined as advisory and assistance -
sefvices contracted from nengovemmental sources.

Training

25.20 Training - government provided

25.30 Training - non-government provided

Software ard hardware makntenance mckiding malntenance that is part of
a rental contract. Excludes changes for rentat of ADP and

telecommunications hardware and software, which are classified in object
class 2330,

25.51 Custom scttware developed tor $25,600 or less (unless the
software is an integral part of consuling services cortract).

Equipment

£6.00

Supplies and matarials Charges for commodities that are ordinarily
consumed within one year after they are put inta usa, that are convered
in the process of cunstruction or manufacture, or that are used to form a
mingr part of equipment or fixed propesty. (Also, for the sake of
classification, terns of small dolfar valus that do not meet the criteria
above may be classified as supplies or materials.} Includes ADP suppliss
and office supplies.

MNote: Contracts for the davelopment of computer software should be
classified undar object class 25. A single ADP software package (usually
designed spacifically for OSM) valued at $25,000 or more should be
charged to object class 31.50.

26.31 Off-the-shelf softward.

KRR

_Equipment

Charges for personal propeity of a durable nature, which is normally
expected 10 have a useful life of one year or more. This object class will
includs both capitalized and non-capitalized property.

Capitalized assets have a useful life of two years or mare and z va'ue of
$5,000 or more. The $5,000 value includes the main place of equipment
plus each accessory (non-supply} which is unique to that piece of
equipment. Non-capitalized sensitive property is equipment with a value
of $50 or greater and less than $5.000; it must have an assigned property
number with the exception of furniture and fidures. Non-capitatized non-
sensilve property is equipment costing less than $50, with the exception
of furniture and fixtures which may cost greater than $50 and be non-
Sensiive.

When a pieca ol property costs $5,000 or more and needs to be split
o7



31.00

2mong two or more accounis such that the cost applied to each ascount
is tass than $5,000, that property should still be capitalized for all amounts
in each account applied. Shipping, set-up, and installation charges
relating to property should be charged to the same object class as the
proparty; an exception to this ruk is GBL charges which are atways
charged against object class 22.30.

31.01

3t.02

31.10

31.20

31.21

31.22

31.30

3131

" No longer used

Firmiture and fixtures - Non-capitalized/sensitive,

Fumniture or fixtures of less than $5,000 in cost with an
assigned property number.

Fumiture and fixtures - Non-controlled Fumiture or focures
of less than $%,000 in cast without an assigned property
number {a.q. chairs, desks, ete) This includes most furniture
purchased by OSM.

Motor vehicles

Mator vehicies of any kind which are owned by OSM. Some
axamples include cars, four-wheel drive vehicles, trucks, etc.

Ctice and field equipment, furniture and fixtures -
Capitatized

Office and field equipment with 2 cost of $5,000 or mara.
Examples include seismographs, electronic filing cabinets,
projectors, surveying equipment, and non-ADP video
equipment, etc. Fumniure or fixtures of $5,000 or greater
{e.0., a safe costing at kast $5,800). Modufar fumiture will
nat qualify since no individual unit exceeds $5,000.

ltems in 31.20 must have a property number,
Office and fieki equipment - Non-capitalized!/senshive

Office and field eguiproent with a cost of lass than $5,000
ard equal to or greater than $50 with an assigned propesy
rumber. Examples include calculators, typewaiters, microfilm
machines, projectars amkd non ADP video squlpment, etc.
Included in this objsct class are non-capitalized copiers,
duplicators, and heavy machinary.

Office and field equipment - Nen-capitalized/non-controlied

Office and field equipment with a cost of less than $50.
Examples include cakulators, hole punchers, ets.

ADF equipment - Capitalized

ADP equipment with a cost of $5,000 or greater. Some
examples include high capagcity laser printers, higher priced
personal computers, large capacity disk drives, digitizing
systemns, graphics workstations, mini-computers, upgrades
to ADP equipment which when combined with existing
equipment cost $5,000 ar greater, ate.

ADF equipment - Non-capialized

ADP equipment with a cost of less than $5,000. Some
examples include laser printers, persanal computars, dot
matrix printers, monitors, medems, upgrades o ADP
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Land and Structures

equipment which when combined with existing equipment
still cost iess than $5,000, etc.

31.40 Copiers, duplicators, heavy machinery - Capitalized

Copiers, duplicators, and heavy machinery which cost
$5.000 or greater. Examples include copying and finishing
machines with accompanying bins, sorters, casseftas, and
stands; etc.

31.44 Copiers, dupficators, heavy machinesry - Non-capitalized

Copiers, dupficators, and haavy machinery which cost less
than $5,000. Examples include copying and finishing
machines with accompanying bins, sorters, cassettes, and
stands; etc.

31.50 ADP goftware ($25,000 or more}

Includes software usually designed for a specific OSM
purpose with 4 cost of $25,000 or greater. Does not inciude
one erder of muttiple copies of an off-the-shetf software
package which tatals $25,000 or greater if each copy costs
iess than $25,000; this ordar would be charged to object
class 26.00.

25K

Land and structures Charges for land, interest in fand, buikiings and other
structures, additions to buildings, non structura! improvements, fixed
equipmend, and other non personal property.

32.00 Land & Structuras
3210 Land
3230 Buildings

Grants and Fixed Charges

41.00

42.00

43.00

44.00

Grants, subsidias, and contributions Grants, including revenua sharing,
subsidies, gratuities, and other aid for which cash payments are mads to
States and other pelitical subdivisions {e.g., indian Tribes).

Insurance daims and indernnities Tort Claims, which usually inchde

darnage or injury 10 a person or propesty by a govemment empioyes on
official business, ars inclided here. Includes EEC claims or lega?
settlements (e.9., Save the Cumberand Mountains).

Interest and dividends Imterest payments for the use ot moneys
deposited, overpaid, or otherwise made avaitable to O5M and
subsequantly returmned. i payment of clairns under & contract has been
deiayed by the government, the nterest will ba recorded under the same
object ciass used by the original contract and nat in this abject class. Late
payment penalties and interest {prompt pay} are not charged here birt
automatically are assigned to the same ohject ¢lass as the principal
amount uzing sub-object .88 for discounts lost and .99 for late payment
interest and penalties.

Retunds Paymenis made from an appropfiatiun or fund accourt to refund
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