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3.9 Billing and Collection Procedures.

A. Purpose. The purpose of this manual supplement is to prescribe
the policy, procedures, forms, and responsibilities relating to the billing,
collection, deposit and management of money received at Bureau of Indian
Affairs installations.

(1) Application. This manual supplement pertains to all monies
and negotiable instruments, from whatever source derived, for which the
Bureau of Indian Affairs is accountable. Each Bureau of Indian Affairs'
employee authorized to have access to monies and/or negotiable instruments
is required to execute their duties in strict compliance with the contents

of this manual.

(2) Applicable Statutes and Regulatory Compliance. The contents
of this manual supplement is in conformity and compliance with 18 U.S.C.,
Section 484 of 31 U.S.C. wherein it states, in part:

"The gross amount of all monies received from whatever source for the
use of the United States, except as otherwise provided in Section 487
of this Title, shall be paid by the officer or agent receiving the
same into the Treasury, at as early a day as practicable, without
any abatement or deduction on account of salary, fees, costs, charges,
expenses, or claim of any description whatever,"

Section 490 of 31 U.S.C. wherein 1t states, in part:

"Every officer or agent who neglects or refuses to comply with the pro-
visions of Section 484 of this Title shall be subject to be removed from
office, and to forfeit to the United States any share or part of the
monies withheld, to which he/she might otherwise be entitled,"

Section 495 of 31 U.S.C. wherein it states, in part:

"Every person who shall have monies of the Unitea States in his hands
or possession...shall pay the same to the Treasurer, or some public
depositary of the United States, without delay, and in all cases with-
in thirty days of their receipt. And the Treasurer or the public
depositary shall issue duplicate receipts for the monies so paid,
transmitting forthwith the original to the Secretary of the Treasury,
and delivering the duplicate to the depositor,”" and;

with the policies, guidelines and requirements of the Department of the
Treasury, Treasury Fiscal Requirements Manual, the General Accounting Office
and the Department of the Interior.
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(3) Definitions. The following terms and definitions apply to the
application of the requirements of this manual supplement.

(a) Accounting Officer. An individual who is responsible
for the finance and accounting functions of a particular servicing office;
e.g., area office, central office, also referred to as the Servicing Fin-
ance Officer.

¢ , ,

(b) Bureau. Always refers to the Bureau of Indian Affairs
in the context of this manual supplement.

(c) Cash. Receipts collected for deposit by authorized
Collection Officers and identified as cash, checks, money orders and all
other negotiable instruments received from individuals and corporations.
The terms cash, funds and monies may be used synonymously in this manual
supplement.

(d) Collections. Refers to checks, cash, money orders, or
any other negotiable instruments received from individuals or corporations
for debts due the United States through the Bureau and/or for other payments
made to the Bureau.

(e) Collection Officer. An individual, designated in
writing, empowered to receive and/or account for the receipt of collections
on behalf of a Bureau installation. Collection Officers are designated by

type.

(i) Primary Collection Officer. The key individual
designated to exercise the collection authority at a Bureau installation.

(ii) Alternate Collection Officer. The individual
designated as the secondary official authorized to exercise the collection
authority at a Bureau installation; usually when the Primary Collection
Officer is absent and/or otherwise unavailable.

(iii) Depositing Collection Officer. The individual
with written authority whose primary purpose is to deposit monies collected
by the Primary or Alternate Collaction Officer at a Bureau installation into
designated Federal depositories.

(f) Electronic Funds Transfer (EFT). The collection mechan-
ism prescribed by the Treasury for thé transfer of high dollar receipts, low
and high volume, from the remitter to the control of the United States.

(g) Funds. Receipts collected for deposit by authorized
Collection Officers and identified as cash, checks, money orders and all




42 BIAM SUPPLEMENT 3 . 3.94(3)(h)
FINANCIAL MANAGEMENT

Accounting Management Handbook

other negotiable instruments received from individuals and corporations.
Funds, cash and monies may be used synonymously in this manual supplement.

(h) Internal Controls. Established procedures to insure
that financial ‘and other resources are safeguarded from unauthorized use;
financial records and reports are reliable; resources are efficiently and
effectively managed; and that there is compliance with all applicable laws,

regulations and policies.

(1) Lockbox. The collection mechanism prescribed by the
Treasury for low dollar, high volume receipts to expedite collection into a
designated depositary to reduce the float on amounts due the Government. |

() Monies. Receipts collected for deposit by authorized
Collection Officers and identified as cash, checks, money orders and all
other negotiable instruments received from individuals and corporations.
Cash, funds and monies may be used synonymously in this manual supplement.

(k) Over-the-Counter Collections. Cash, monies, and/or
funds received from individuals and corporate representatives directly and
at the Bureau installation where the authorized Collection Officer is housed.

(1) Remittance. The act of paying, usually checks, money
orders, drafts, and the like, by a debtor or payee, to the Bureau.

B. Policy. It is the policy of the Bureau of Indian Affairs that no
employee shall take possession of any public funds unless they have been
trained in the duties and responsibilities of a Collection Officer, certi-
fied as to receipt of training, and formally designated by the individual
specified in Section 3.9F of this manual supplement. No employee shall
be designated as a Collection Officer until the employee has received the
required training and certification.

(1) Required Types of Collection Officers. Each installation |
that has a collection activity shall have designated a Primary, Alternate,
and as applicable, 2 Depositing Collection Officer. Mail Clerk/Collection
Officers shall also be designated as required.

(a) Responsibilities of a Designated Depositing Collection
Officer. A Depositing Collection Officer is designated for the purpose of
receiving monies collected and scheduled for deposit by a Primary and/or
Alternate Collection Officer for transacting deposits with designated Federal

depositories.

(1) A Depositing Collection Officer may not be and/or
act as a Primary Collection Officer.
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(ii) A Depositing Collection Officer may be designated
as an Alternate Collection Officer, however, a Depositing Collection Officer
may not deposit funds collected and scheduled for deposit while acting as an
Alternate Collection Officer.

(b) Responsibilities of Mail Clerk/Collection Officers. At
any installation where mail is received and distributed from a central point
Mail Clerk/Collection Officers are to be designated.

(i) A Mail Clerk/Collection Officer may not be desig-
nated as either a Primary or Alternate Collection Officer, but may be desig-
nated as a Depositing Collection Officer.

(ii) A Mail Clerk/Collection Officer is responsible
for opening all incoming mail received at a Bureau installation except for
that mail which is clearly marked as "Administratively Restricted,”" "Sub-
ject to Privacy Act," and/or mail received in blue envelopes normally marked
"To be Opened Only By," Additionally, incoming envelopes clearly marked for
the attention of the Primary Collection Officer, are not to be opened by the
Mai1l Clerk/Collection Officer.

- Envelopes clearly marked for the attention
of the Primary Collection Officer are to be hand carried to that Officer
and a receipt for that envelope is to be obtained by the Mail Clerk/Collec-
tion Officer.

- Envelopes addressed to individuals within an
installation, that are not restricted per examples given in item (ii), above,
will be opened by the Mail Clerk/Collection Officer. This includes mail
which may later be identified as personal as no persomnal mail should be
received at a Bureau installation.

(2) Employee Liability. Each employee designated as a Collection
Officer shall exercise the utmost diligence in faithfully receiving, record-
ing, safeguarding, and depositing all funds received at a Bureau instalia-
tion. Collection Officers are personally liable for loss or misuse of funds
held in an Officer's custody.

(a) Each Collection Officer shall be required to repay any
deficiencies found between the Collection Officer's incoming collections log
and deposits made and/or through other imbalances that may be noted in the
review of a Collection Officer's activity; e.g., through the improper handl-
ing of funds.

(b) Each Collection Officer charged with a deficiency may
seek relief under the provisions of the Act of August 1, 1947, as amended by
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the Act of August 9, 1955 (69 Stat. 626; 31 U.S.C. 3527 82a-1).

(3) Improper Handling of Funds. The Bureau will not condone any
misuse and/or improper handling of public funds received at a Bureau instal-

lation.

(a) Misuse and improper handling of public funds consists
of, but is not limited to:

(1) Converting public funds received for personal use;

(ii) Commingling public funds received with person
funds or with funds of any other nature or from any other source;

(iii) Exchanging public funds received for any othe
funds from any other accounts;

(iv) Making or giving change to employees or others,
except when specifically authorized to do so as a designated Class D Cashier,
who provides funds to Collection Officers for changemaking purposes; |

(v) Making unauthorized withdrawals from depositories
where public funds have been deposited, or for paying bills which are Cashier
functions; ni

(vi) Cashing personal checks from public monies, and;

(vii) Flagrantly displaying public monies or other
actions that are of a dubious nature.

(b) Collection Officers may be subject to administrative
penalties as determined by the Bureau as well as statutory penalties.

(4) Statutory Penalties for the Misuse of Funds. When it has been.
determined that a Collection Officer has misused the public funds received
at a Bureau installation, and as may be described in 3.9B(3)(a)(i)-(vii),
above, the Collection Officer may be:

.

(a) Fired in a sum equal to the amount of money misused;
e.g., embezzled, or;

(b) 1Imprisoned for not more than 10 years, or both.

(i) 1If the amount embezzled is $100 or less, however,
the Collection Officer may be fined not more than $1,000 or;
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(ii) Iwmprisoned for not more than one year, or both.

(5) Deposit Requirements. All collections of public funds shall
be fully accounted for from the time of receipt to the time of deposit of
such funds, and shall be held in secure facilities until deposited.

(a) Deposits shall, to the greatest extent possible, be made
within 24 hours of the receipt of public funds, or the next workday, in a
designated Federal depository.

(b) All collections of public funds made at an authorized
collection location are to be forwarded to the cognizant servicing finance
office for deposit into the designated Federal depositary unless agency and
project offices have been authorized by the Central Office, Division of
Accounting Management, Branch of Finance and Administrative Accounting, to
deposit locally, and except that:

(1) With a Treasury assisted collections mechanism
such as a lockbox with a commercial banking facility under contract to the
Department of the Treasury;

- Collections received at an agency location
after the initiation of a lockbox are to be put on a Form BIA-4284, Schedule
of Collections, and forwarded directly to the lockbox bank, and;

- Collections received at an area location after
the initiation of a lockbox are to be put on a Form BIA-4284, Schedule of
Collections, and forwarded directly to the lockbox bank.

(ii) The time frames for remitting collections for
deposit at a lockbox bank are the same as those outlined for the scheduling
of deposits and/or the actual deposit of public funds at an agency, project
or area location.

(c) Collection Officers are cautioned that the collection
of funds; e.g., general public funds and funds collected on behalf of others
such as Trust funds, and the subsequent deposit of those funds to lockbox
banks are governed by the U.S. Department of the Treasury and its contractor
bank designees. The Bureau is already aware that general public funds and
Trust funds will be subject to deposit and accounting with different commer-
cial banking establishments. 1In order to ensure that funds are deposited and
accounted for with the correct lockbox bank, Collection Officers must exer-
cise extreme care when sorting and scheduling collections received.

(6) Remittances. It is the general policy of the Bureau that
only guaranteed remittances such as cashier's checks, bank drafts, Postal
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money orders and the like, will be accepted for the payment of debts.

(a) Guaranteed remittances are especially preferred for the
payment of tribal and individual Indian land lease rentals and sales.

(b)  Area Directors may waive the guaranteed remittance
policy for general collections and tribal and individual Indian money collec-
tions in accordance with the waiver requirements found in section 3.9 of

this manual supplenment.

(7) Fidelity Losses. The Bureau assumes the risk of its fidelity
losses through its employees.

(a) The Bureau will not require or obtain surety bonds for
employees in connection with the performance of the employees' official

duties.

(b) The Bureau will not require its employees to procure
and/or obtain surety bonds in connection with the performance of the em~
ployees' official duties. '

(8) Form DI-1040, Bill for Collection. The Form DI-1040, Bill
for Collection, will be used for both billing and to document collection
actions on pre-billed and unbilled receivables and payments.

(a) The only exception to this policy is when an authorized
Collection Officer is in the field; e.g., away from the normal duty location,
the Collection Officer may use Form 5-777, Field Receipt, for receipt purposes
to document field collections on an interim basis. Upon return tc the normal
duty location the Collection Officer is required to establish the collection
in accordance with standard practices and to ensure that the Field Receipt
is appropriately matched to other documentation that may exist in the account
system.

t
(b) Servicing finance offices are responsible for ordering

and controlling Form DI-1040 stocks for all user offices within the servicing
finance office's area; e.g., agencies, schools, projects, and the like.

(¢) Form DI-1040, Bill for Collection, must be pre=-numbered
for control purposes.

(d) Servicing finance offices shall ensure proper accounta-
bility and procedures are in place for the safeguarding of DI-1040 forms
issued within the service area.

(9) Employee's Manual. This wmanual supplement shall be used to
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traiﬁ each Collection Officer designee. Each trained Collection Officer
shall be given a copy of this manual supplement, and any updates thereto,
upon the formal desighation of the employee as a Collection Officer.

C. Responsibilities. The following are the general responsibilities
of Bureau line officers and staff officials.

o , (1) Assistant Secretary = Indian Affairs. It is the responsibi-
lity of the Assistant Secretary - Indian Affairs to furnish policy and
procedural guidance concerning the Bureau of Indian Affairs' billing and
collection program.

(2) Deputy to the Assistant Secretary (Director) - Indian Affairs
(Indian Education Programs). It is the responsibility of the Deputy to the
Assistant Secretary (Director) - Indian Affairs (Indian Education Programs)
to ensure that the policy and procedural guidance as established by the
Assistant Secretary - Indian Affairs is in place and being complied with in
all educational locations and institutions under the jurisdiction of the
Bureau of Indian Affairs.

(3) Deputies to the Assistant Secretary - Indian Affairs. It is
the responsibility of the other Deputies to the Assistant Secretary - Indian
Affairs to provide guidance and input into the establishment and amendment of
policies used to implement the accounting management procedures found in
this manual supplement as applicable, and to recommend programmatic changes
based on experience and new guidance and materials as may be released by the
controlling Federal agencies; e.g., Treasury, General Accounting Office,
Department of the Interior, except that:

(a) Deputy to the Assistant Secretary - Indian Affairs (Op-
erations) can execute manual bulletins, supplements and basic manual issu-
ances to implement the Assistant Secretary's policies.

(b) Director, Office of Administration. It is the respon-
sibility of the Director, Office of Administration, to ensure that the
poiicies and procedural guidelines as furnished by the Assistant Secretary -
Indian Affairs, are implemented and appropriately executed throughout the
Bureau's organizational structure.

(i) This includes assurance that annual internal con-
trol reviews are conducted in accordance with the Federal Managers' Financial
Integrity Act, OMB Circular A-123, on the implementation of policies and pro-
cedures and;

(ii) Recommending to the Assistant Secretary - Indian
Affairs programmatic changes based on new guidance and materials as may be




42 BIAM SUPPLEMENT 3 - 3.9C(3)(ec)
FINANCIAL MANAGEMENT
Accountiggﬁ?rocedures Handbook

received from the controling Federal agencies; e.g., Treasury, General
Accounting Office, Department of the Interior.

(c) Chief, Division of Accounting Management. It is the
responsibility of the Chief, Division of Accounting Management, to continu-
ally ensure the appropriate execution and application of billing and collec-
tion procedures and guidelines throughout the Bureau of Indian Affairs;

e.g., to the lowest organizational level with appropriately authorized col-
lection activities. Further, it is the responsibility of the Division to
develop and structure policies and procedural guidance for the consideration
of the Assistant Secretary - Indian Affairs which effectively implements and
executes any new requirements of controlling Federal agencies such as thej
U.S. Department of the Treasury, General Accounting Office, and Departmenkt of

the Interior.

D. Internal Controls. Internal controls depend largely on the elimi-
nation of opportunities through which errors and/or other irregularities may
be concealed. The elimination .of these opportunities depends to a great
degree on the assignment of work in such a fashion that no one individual has
control of all phases of an activity or transaction, thereby creating a
situation that permits errors or irregularities to go undetected. Adequate'
separation of duties is an effective way of preventing the misuses of cash
receipts and the concealment of misuses in the accounting records.

(1) Separation of Duties. The functions of collecting, depositing
and accounting for cash receipts shall be separated so that no one individual
controls the entire cash collections process. Key duties shall be assigned
to separate individuals to minimize the risk of loss to the Government.
Collection Officers responsible for the collection of cash receipts shall not
participate in the accounting or operating functions relative to:

(a) Shipping and billing for goods and services;
{(b) Controlling accounts receivable and subsidiary ledgers;,
(¢c) Preparing and mailing statements of balances due;

(d) Authorizing and approving credits for returns and allow-
ances or for adjustments to amounts due, and;

(e) Depositing cash receipts.
(2) Controls. Internal control procedures shall provide for such

control techniques as pre-numbered receipts, tickets, cash register receipts
and other such devices to assure full accountability for cash collections.
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(3) Sufficient Records. A Collection Officer shall be responsible
for maintaining records of collections in sufficient detail so that such
records readily identify all collections from the time of receipt until the

time of deposit.

’

(a) Collections shall be recorded promptly at all points of
receipt on a Form BIA-4284, Schedule of Collections, except that:

[ , ,

(b) Collections received through the lockbox bank network
shall be recorded and reported to the Bureau in accordance with the methods
specified in the Treasury's contract with the lockbox bank.

E. Safeguarding Requirements. The following constitute the minimal,
acceptable level of safeguards in the handling of cash receipts.

(1) Facilities. A Collection Officer must be provided the follow-
ing safeguarding facilities by the officer-in-charge of the installation
before commencement of any collection activity.

(a) Office work space sufficient to restrict public and
non-authorized personnel access.

(b) A combination-lock, fireproof safe or safe-type steel
cabinet or a bar and padlock-type steel cabinet.

(¢) A separate cash box with key lock if safe or cabinet is
shared with another collection officer or accountable officer such as an
Imprest Cashier.

(2) Operational Procedures. An authorized Collection Officer
shall exercise the utmost diligence in safeguarding funds collected. The
following procedural requirements will be observed to safeguard the collec-
tions.

(2) Only an employee authorized as a Collection Officer in
writing as prescribed in Section 3.9F of this manual supplement, shall receive,
handle, or deposit monies.

(b) Only the designated Collection Officer shall have access
to the fund storage facilities, however, such facilities may be shared with
another Collection Officer and/or other accountable officer such as an
Imprest Cashier, provided that each accountable officer/cashier has their
own separate lockable cash box.

(c) Undeposited funds shall be kept in a combination lock,
fireproof safe or safe-type steel cabinet or a bar and padlock-type steel



42 BIAM SUPPLEMENT 3 _ 3.9E(2)(d)
FINANCIAL MANAGEMENT

Accounting Procedures Handbook

cabinet. Under no ¢ircumstances shall funds be held in desk drawers and/or
in any other facility or office area other than in the assigned safe/cabinet.

(d) Where combination-type safes are used for storage of
funds the following procedures shall apply.

(i) Combinations shall be memorized by the Collection
Officer.

(ii) A copy of the combination shall be placed in an
envelope of heavy grade paper, sealed, signed over the seal by the Collection
Officer and given to the head of the installation for safekeeping and use in

an emergency.

- The installation head shall store the envellope
in a secure place.

- The envelope's location is to be made known to
one other person selected by the installation head. The name of this second
person is to be made known to the Collection Officer.

(i14i) A list of the individuals who have knowledge of
the safe combination and the names of those in possession of the emergency
envelope must be pested inside the safe.

(iv) Under no circumstances shall safe combinations be
kept in desk drawers or other easily accessible or visable place.

(e) Where bar and padlock steel cabinets and key lock cash
boxes are used for fund storage, the following procedures shall apply.

(1) Keys shall be maintained on the person of the
Collection Officer.

(i1) A duplicate key for emergency purposes shall be
envelcped and turned over to the installation head in accordance with the
same standards as described above.

(1i1) Under no circumstances shall keys be kept in a
desk drawer or similar easily accessible facility.

(f) Whenever there is change in Collection Officers or other
accountable officer such as an Imprest Cashier that uses the same security
facilities, the safe combination must be changed immediately. Similarly,
the keys to any security device that was used to maintain and safeguard funds
must be obtained from the departing Collection Officer.
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(g) The safe combination must be changed at least once a
year.

F. Designation Procedures. Each installation head shall request the
designation of the type and number of Collection Officers necessary in accord-
ance with Sections D(1) and F(1)(a)(i)=(v) of this manual supplement to
effectively carry out the installation's collection activities. An indivi-
dual may not function as a Collection Officer unless the individual is
properly trained and authorized; e.g., designated, in writing by the appro-
priate official cited in Section F(3)(a) or F(3)(b), as applicable, of this
manual supplement.

(1) Requests for Designation. Requests to designate an individual
as a Collection Officer shall be in writing and signed by the Bureau instal-
lation's head.

(a) The request should state the full name of the individual
to be designated, title of the position the individual holds and the type of
Collection Officer designation required; e.g.;

(i) Primary;
(ii) Alternate;
(iii) Deposit;
(iv) Mail Clerk, or;
(v) Field.

(b) The training certificate cited below,
must accompany each written request.

(¢) Individuals to be designated should have at least one
year of Federal service. Exceptions to this requirement must be requested,
in writing, to the Division of Accounting Management, Washington, DC.

(d) The request will contain a certification by the request-
or that the designation of the requested individual is in compliance with
the Separations of Duties provision contained in Section D(2)(a)-(e) of this
manual supplement.

(2) Training. The individuals to be designated shall be fully
trained in the duties, responsibilities, procedures, and accountability of a
Collection Officer.
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(a) The individual being designated as a Collection Officer
shall certify as to the training and orientation for the position of Collec-
tion Officer on the Form BIA-4285, Notification of Designation and Certifica-
tion of Training (See Illustration 2).

(i) The servicing Accounting Officer or an individual
designated by the servicing Accounting Officer as being fully aware of the
Bureau's collection policies and procedures, must provide the training to a
proposed designee.

(ii) An individual cannot be designated as a Collection
Officer until the individual has received the required training. ,

(b) The trainer shall certify on Form BIA-4285, Notificathion
of Designation and Certification of Training, that the individual to be d
signated as a Collection Officer has been fully trained.

(3) Designation. Designation of an individual as a Collection
Officer shall be made on Form BIA-4285, Notification of Designation and Certi-

fication of Training.

(a) 1In cases of training and designation of Collection
Officers at the Area/agency organizational level, the Area Director or
equivalent, and/or the Area Director's designee, shall sign the designation
portion of Form BIA-4285, but only after:

(i) Appropriate review of the Form Bl1A-4285, ensuring
him/herself that the designee has received appropriate training and orienta-
tion, and;

(ii) Upon the written recommendation of the Area
Accounting Officer or-equivalent; all training and orientation being found
adequate and complete.

(b) In cases of training and designation of Collection '
Officers at the Central Office organizational level, the Bureau's Director,
Office of Administration, or the Director's designee, shall sign the desig-
nation portion of Form BIA-4285, upon the recommendation of the Chief,
Division of Accounting Management.

(i) The Chief's recommendation will be made in writ-
ing, and;

(ii) The Chief's recommendation shall specifically
address where the designation will be in compliance with the Separation of
Duties provisions of Section D(2)(a)-(e) of this manual supplement.
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(4) Effective Date as Collection Officer. A properly trained and
designated Collection Officer may commence collection duties and responsibi-
lities upon receipt of the signed Form BIA-4285, Notification of Designation
and Certification of Training. The totally executed Form BIA-4285 must be
in the possession of the Collection Officer and be available for review upon
request.

.(5) Designation of Other. Types of Collection Officers. Alternate
Collection Officers shall be assigned. The procedures for the training and
designation of an Alternate Collection Officer will be the same as that
cited for the training and designation of the Primary Collection Officer,
above. It must be indicated in the written designation that the {ndividual
designee is the Alternate Collection Officer.

(a) The Mail Clerk/Collection Officer is trained and desig-
nated in the same manner as the Alternate, however, the Mail Clerk/Collection
Officer may act as the Alternate when required.

(b) The Deposit Collection Officer is trained and designat-
ed in the same manner as a Primary Collection Officer, however,
a Deposit Collection Officer shall not act as a Primary and/or Alternate
Collection Officer.

" (6) Procedures for Revoking Collection Officer Designations. When
an employee who is designated as a Collection Officer, no matter what type,
transfers from one location to another, resigns from his/her employment
and/or has been alleged to have misused the funds entrusted to the Collec-
tion Officer, that employee's designation shall be revoked. (Illustration 3)

(a) Revocation shall occur before a transferfng and/or
terminating employee leaves the location affected by the authorizing desig-
nation.

(b) Revocation as regards an allegation of misuse of the
public funds entrusted to a Collection Officer, shall be immediate and at
the time the allegation is known to the revocation official.

(¢) A revocation official is that official who designated
the Collection Officer initially and/or someone occupying that position or
acting in that capacity at the time the need for revocation becomes known.

G. Forms. The collection activities of the Bureau are documented on
approved forms. No other forms are appropriate for use in documenting the

direct collection actions within the Bureau.

(1) Types of Forms. Generally, there are three basic types of
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forms used in the Bureau's collection activity.
(a) Forms with the prefix BIA-, are Bureau—approved forms.

(b) Forms standardized for use Department-wide, are prefixed
with the letters DI-; i.e., Department of the Interior.

(¢) Forms standardized for use Government-wide are designat~
ed by the prefix SF-, i.e., Standard Form.

(d) The use of BIA-, DI~, and/or SF- prefixed forms is pre-
scribed in order to provide additional controls over the Bureau's collec§ion
activities and to provide a standard paper trail of all transactions relfting
to general and specific collections.

(2) Authoriied Forms. The following forms are authorized for use
in the collecticn program and by designated Collection Officers.

(a) Form BIA-4284, Schedule of Collections. This form is
used to record and account for all cash receipts received at a Bureau instal-
lation and for the forwarding of such receipts to the next receiving level '
within the Bureau if the collection point is not a depository point. (Illu-

stration 1)
C e (i) Copies of the form are to be retained in the

originating office for verification purposes and the original form is to be
maintained in the depositing office. -

(ii) Each Depositing Collection Officer shall keep a
numerically sequential file of Schedules of Collections by fiscal year for
audit purposes.

(b) Form BIA-777, Field Receipt. This form is used to
record cash receipts collected by a Field Collection Officer at a site away
from the normal collection activity location. (Illustration &) ,

(¢c) Form DI-1040, Bill for Collection. This form is used
both as a bill and as a receipt for remittances received for both billed and
unbilled receivables. The exception for the utilization of this form is
when the Form BIA-777, Field Receipt, is used for collections received in the
field; e.g., away from the normal collection activity location. (Illustra~
tion 5)

(1) Controls. Form DI-1040, Bill for Collection,
must be pre-numbered for control purposes. Servicing Accounting Officers are
responsible for ordering and controlling DI-1040 stock for all user offices;
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e.g.,‘agencies, schools, field offices and the like, within the Accounting
Officers' service areas.

- Disposition of the pre-numbered forms ordered,
received and distributed to user locations must be closely monitored through
a control log system.

, - The control log system will record actual usage
of the formé and/or record forms destroyed through errors, voided and/or
cancelled.

(11) Ordering the Form DI-1040. The following is the
ordering address for obtaining the Form DI-1040, Bill for Collection, from
the controlling Federal agency, the Department of the Interior.

Printing of Publications
Department of the Interior
Washington, DC ' 20240

- When ordering, the Accounting Officer must
specify that the order is for Form DI-1040, Bill for Collection.

- When ordering, the Accounting Officer shall.
include the numbers to be printed on the Form DI-1040. Numbers to be print-
ed on the DI-1040's will conform to Section G(2)(c)(iii), below.

(ii1) Form DI-1040, Numbering System. The servicing
Accounting Officer shall establish a DI-1040 sequential numbering system
using the organization's alpha identifier; e.g., "A", Aberdeen, "K", Central
Office, as the first character of the Bill number and followed by seven
numerics. For example, A0000001, BOOOOOOQl, etcetera.

(d) Form SF-1098, Schedule of Cancelled or Undelivered
Checks. This form is used to cancel an available check when the payee is
not due the proceeds of the check and/or the payee cannot be located for
delivery of the check. (Illustration 10)

(i) All cancelled checks shall be stamped "Not Nego-
tiable for Payment and Credit in the Treasurer's Account" before being
transmitted to the Regional Disbursing Office (RDO) for actual cancellation.

(ii) A separate SF-1098 shall be issued {or each RDO
symbol as checks with different RDO symbols may not be combined on the same
Schedule of Cancelled or Undelivered Checks.

(iii) A separate SF~1098 shall be prepared for 1IM



42 BIAM SUPPLEMENT 3 3.9G6(2)(d)(iv)
. FINANCIAL MANAGEMENT

Accounting Procedures Handbook

(Individual Indian Money) checks which may be scheduled for "cancellation."
IIM checks are deposited; e.g., in fact redeposited, into the bank the same
as other deposits of receipts collected. IIM checks shall not be marked

"voID."

(iv) All SF-1098's prepared shall be executed in an
original and four copies with checks listed in ascending numerical sequence,
and distributed as follows:

=~ Original SF-1098 and two copies to the RDO;

~ One copy attached to the Form 5-4236, Ftnanc'al
Accounting System Code Sheet, outlining the refund transaction;

, - One copy shall be filed with the submitting
location's copy of the SF~1098, Schedule of Cancelled or Undelivered Checks.

(e) Form SF-215, Deposit Ticket. This form is the document
used to account for deposits in the Federal depository. It is the form that
the Federal depository will use to credit receipts to accounts in the U.S.
Treasutry. (Illustration 11)

(f) Form SF-5515, Debit Voucher. This is the form to be
used by the Federal-depository when a check is not paid by the bank on which
it is drawn, resulting in the checks being returned to the Bureau. (Illu-

stration 12)

(g) Form SF-1047, Public Voucher for Refund. This form is
used to refund overpayments and the like to remitters. (Illustration 14)

H. Remittances. This section of the manual supplement establishes
the general policies governing remittances, the types of remittances that
are generally acceptable to the Bureau and any exceptions to the policies
that may be allowable by regulation and/or other governing policies. |

(1) Policy. It is the policy of the Bureau that only guaranteed
remicttances be accepted for payment of monies due the Government and/or
monies due to tribes and individuals for which the Bureau may be held account-
able by virtue of its Trust responsibility.

(a) Guaranteed Remittances. Such remittances are described
and identified as cashier checks, bank drafts, money orders, etcetera, where
the remitter has paid the amount being collected to a recognized banking
establishment and that establishment holds those funds available until the
guaranteed instrument is presented for payment.
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(b) Currency. Currency; e.g., cash, may also accepted for
the payment of debts although that practice is discouraged within the Bureau
because of the susceptibility of cash to theft.

(i) Damaged currency shall not be accepted.

(ii) Currency received will be exchanged for bank
‘checks and/or Postal or other money orders before transmittal through the
mails to the point of deposit when the collection point is not the point of
deposit to a Federal depositary.

= The U.S. Department of the Treasury will, upon
request, designate a local bank at the collection point to issue bank drafts
without charge if such a bank is available.

- Requests for such designations may be submitted

to the Branch of Finance and Administrative Accounting, P.0O. Box 127, Albu-
querque, New Mexico 87103,

- Payment for the conversion of the remittance
shall be charged against the depositing office.

(iii) Imprest Funds are authorized for the purchase of
money orders. The cost of the money orders will be charged against the
administrative funds of the collecting installation.

(¢) Check Inscription. Checks for collection by the Bureau
are to be drawn to the order of the Bureau of Indian Affairs only. (7 GAO
3020.40) No other inscription is acceptable.

(d) Conditional Endorsements. Drafts, money orders and the
like, bearing conditional endorsements are not acceptable for deposit unless
the condition in the endorsement is fulfilled by the payment.

(e) Required Remittance Statement on All Bills. All Form
DI-1040, Bill for Collection, shall include the following statement.

"Payment is to be made by cashier
check, bank draft or Postal money
order. Personal and business
cnecks will not be accepted.

(f) Method of Presentation and/or Delivery. Normally, all
remittances are received over-the-counter or through the mail. However,
remittances may be received electronically; e.g., electronic fund transfers
(EFT), between-the debtor's bank and the Treasury where funds are deposited
to the-Bureau's account.
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(2) Examination of Remittances. All remittances shall be examined
at the point of collection and shall be returned to the remitter, if insuffi-
cient, for the following reasons.

(a) Incomplete or improperly prepared drafts, money orders
and/or other remittance advices;

(b) Omission of signature;

(¢) Difference between script and numerical amounts on the
instrument of remittance;

(d) Post dated remittance instruments;
(e) Two party checks, and;

(f) Checks marked "Returned for Insufficient Funds' and/or
"Non~Sufficient Fund" checks as they shall not be re-deposited.

(3) Waiver of Policy. Officers in charge of an installation may
waive the policy that only guaranteed remittances such as cashier checks,
bank drafts and the like, shall be accepted for the payment of amounts due
under the following conditions.

1

(a)_uif the remitter has not had any checks returned in the
past due to insufficient funds.

(b) Strict adherance to the policy will create an undue
hardship for the remitter such as the absence of easily accessible banking
facilities. This may be particularly noted on isolated reservations where
the remitter may be a resident.

(4) Discretionary Authority. The authority granted to waive the
Bureau's guaranteed remittance policy is discretionary, and it must be used
with great care. Officers in charge will be held accourtable for ensuring
the elimination of debit vouchers and uncollectible items realized as a
direct result of the waiver of the guaranteed remittance policy at a collec-
tion location.

(5) Notification of Waiver. The cognizant Collection Officer
shall be notified, in writing, of all waivers granted for the installation.

(6) Lost Remittances. If a remitter advises the Collection
Officer that a money order, draft, cashier check and/or other form of guaran-
teed remittance instrument is lost, the Collection Officer is to request
that the remitter stop payment on the instrument and furnish the Bureau with




42 BIAM SUPPLEMENT 3 3.9H(7)
FINANCIAL MANAGEMENT
Accountingﬁ?rocedures Handbook

a substitute remittance. If the lost instrument is found and/or received
after the remitter has been advised to furnish the Bureau with a substitute,
the original instrument is to be held until the substitute remittance is
received. The recovered, original remittance is then returned to the remit-

ter.

(7) Unidentified Remittances. Collections received which cannot
‘be readily identified for credit to a proper account, shall be deposited to
the Bureau's administrative suspense fund account (14X6875) until such time
as the collection can be properly credited. Trust funds collection are to
be deposited to the Trust fund suspense account (14X ).

(a) Deposits to suspense are accomplished within the same
24 hour time frame specified for identified deposits in section 3.9B(5)(a)
and section 3.9I(1)-(2) of this manual supplement.

(b) The individual items in the suspense account must be
fully documented, reviewed frequently and cleared from the suspense account
as soon as proper disposition is determined.

(i) The suspense account shall be cleared no later
than 5 work days after a collection is deposited to it.

(ii) Collection Officer shall report to the officer in
charge any amounts that cannot be cleared from suspense within the time
frame allowed and will provide a statement as to why the amounts cannot be
cleared; e.g., program officials unable to provide correct account identifi-
cation on a timely basis.

I. Deposit Requirements. This section of the manual supplement out=-
lines the general policies and specific procedures governing the deposit of
receipts into commercial banks and recording such deposits in the Bureau's
administrative accounting system.

(1) Policy. All funds shall be deposited in an authorized Federal
depositary with 24 hours of receipt or by the next work day after receipt if
the funds were received too late in the day to meet the depository's and/or
cognizant Collection Officer's cutoff requirements.

(a) Field collections shall be transmitted to the Deposit-
ing Collection Officer within 24 hours, or by the next work day, after
receipt.

(b) To the greatest extent practicable, the cognizant Col-
lection Officer shall not hold collections over a weekend no matter what
value those collections might have.
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(1) All collections shall be deposited and/or sched-
uled and transmitted to the appropriate deposit point at the end of each
work week.

(ii) This includes receipts that may be collected over-
the-counter at an agency but where the appropriate collection/deposit point
is a Treasury designated lockbox bank.

(2) Cutoff Time. A standard, daily cutoff time shall be esta-
blished by the Depositing Collection Officer in order to allow sufficient
time to deposit funds collected each day. Similarly, a cutoff time shall be
established by a Field Collection Officer and/or agency/school Primary '
Collection Officer that will allow for the proper and timely mailing of
collections to the cognizant depositary location.

(a) The cutoff time will be established as the latest prac-
tical time that will enable the maximum amount of funds to be deposited or
transmitted each day.

(b) Collections received after that hour shall be included
in the deposit or transmission for deposit made the following work day.

(3) Cutoff Time for Reporting Investment Deposits. The Branch of
Investments, Albuquerque, New Mexico, has established a cutoff time for
reporting deposits to Trust fund accounts. This cutoff time is 11:45 a.m.

each work day.

(a) Collection Officers are charged with the additional
responsibility of reporting, by telephone, the accounts and amounts of
deposits made for investment purposes.

(b) Amounts reported by telephone are immediately recorded
in the administrative accounting system and are used by Investments personnel
for reconciliation of overnight deposits.

(¢) Amounts not deposited and repcrted to Investments by
11:45 a.m. each business day are still subject to deposit during the re-
maining business day of the Federal depository.

(d) Those amounts deposited to Trust Fund accounts and
recorded in the administrative accounting system after the 11:45 a.m.
Investment cutoff time, are reportable for investment purposes to the Branch
of Investments during the next work/reporting day.

(4) Over-the-Counter Deposits at Federal Depositary. All deposits
shall be made by the Depositing Collection Officer on an over-the=-counter
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basis with the designated Federal depositary or be mailed to a Treasury
designated lockbox.

(a) Deposits may not be mailed to a Federal depositary
unless authorized by the Bureau's Chief, Division of Accounting Management.

(b) In the case of the establishment of a lockbox mechanism
* ‘for the centralization of collections with a Treasury-designated lockbox
bank, the act of establishment and written notification to the Bureau and
its field locations that such a mechanism is in place, is sufficient author-
ization to mail deposits to the designated Federal depositary.

(i) The Assistant Secretary = Indian Affairs will
issue Bureau requirements for the mailing of collections to a lockbox bank.

(ii) The Chief, Division of Accounting Management, is
required to implement the lockbox mechanism and supportive structures as
soon as the Assistant Secretary makes known the Bureau's requirements. This
may be done initially by memoranda; e.g., through Accounting Management
Procedures (AMP), until such time as this manual supplement is updated to
reflect new policy requirements.

(5) Number of Daily Deposits. At a minimum, there shall be a
daily deposit of funds by a major collection and deposit point; e.g., a
servicing finance office. 1In the case of field collection points, there
shall be at least 1 daily transmission of collections through the Schedule
of Collections process.

(6) Deposits of 10 Million Dollars or More. When the Depositing
Collection Officer has a deposit amounting to 10 million dollars or more in
l transaction; excluding Treasury checks, the Depositing Collection Officer
shall report by wire the name of the Bureau office involved, the amount
deposited and the name and location of the depositary to:

Funds Control Section

Division of Government Accounts and Reports
Bureau of Government Financial Operations
Department of the Treasury

Treasury Annex, No. 1, GAO Building
Washington, DC 20226

Reports by wire shall be transmitted through TWX718229201, 02, 03 or 04.
(7) Collection Officers' Tours of Duty. All Collection Officers

shall be authorized flexible tours of duty to ensure that the maximum amount
of funds received each day are deposited and/or transmitted for deposit.
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(8) Depositing Procedures. The following are the deposit require-
ments of the Bureau of Indian Affairs.

(a) Form SF-215, Deposit Ticket. All deposits to Bureau
accounts by Depositing Collection Officers and/or by Treasury-designated
lockbox bank personnel, shall be documented through an SF-215, Deposit
Ticket. (See Illustration 11)

(b) Sorting Requirements. In accordance with Treasury Cir-
cular No. 945, when the number of checks and money orders for each Deposit
Ticket does not exceed 25, no sorting or special arrangement to handle each
Deposit Ticket is required, as a general rule.

(i) When the number of checks, money orders and/o
other negotiable instruments comprising a Deposit Ticket exceeds 25, desig-
nated general depositaries and Federal Reserve banks may require the items
to be sorted categorically as follows:

~ Currency and coin (except where required to be
included in a separate Certificate of Deposit). ,

~ Checks drawn on the Treasurer of the United
States.

~ Postal money orders.

~ ltems drawn on other banks and trust companies
located in the same city as the Federal Reserve Bank or branches in which
the deposit is made .

~ Items drawn on other banks and trust companies.

~ Non-cash items (except where requried to be
included in a separate Deposit Ticket). |

(11) 1If the deposit exceeds 25 items and any other
criteria as established above is met and sorting is required, the following
are the actions/items necessary to be accomplished and/or included with
other deposit information:

~ Attach a separate adding machine tape of other
listing to each of the items referenced above.

~ Recapitylate on a separate tape or other form,
the several group totals to show the total amount of the Deposit Ticket.
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= Each group total listed shall be identified by
the number designating that group as indicated above.

= Each office making deposits shall clear the
sorting requirements with the designated depository.

(9) Recording of Deposits in the Accounting System. All deposits
shall be recorded in the financial accounting system on the same day as
deposits are transacted. Servicing accounting officers shall establish pri-
orities and internal procedures to ensure that the same day recording re-
quirement is met. The servicing accounting officer will also ensure that
deposits rejected by the financial accounting system are researched, entered
and cleared within 24 hours and/or by the end of the next work day. :

(10) Checks Returned by Depository as Uncollectible. 1In the event
a check is not paid by the bank on which it is drawn, the depository will
return it to the Depositing Collection Officer along with a Debit Voucher,
Form SF-5515. (See (Illustration 12)

(a) Upon the receipt of a Form SF-5515, Debit Voucher, the
following actions will be accomplished.

(i) The initial collection, including the original
line entry and all subsequent lines of accounting data, shall be reserved in
the automated accounting system by the Depositing Collection Officer.

(ii) This is accomplished by entering the original
SF-215, Deposit Ticket, number with required accounting data, transaction
code (TC) 29 and the amount to be reversed.

(b) This debit; e.g., TC 29, is accomplished in exactly the
reverse of the credit; e.g., TC 19, including all subsidiary lines of account-
ing data that may have been credited utilizing the Deposit Ticket number,
applicable accounting data, and the appropriate amount(s).

(1) The returned remittance will be forwarded to the
applicable billing office for the re-issuance of the Form DI-1040, Bill for
Collection, to the debtor/remitter.

(ii) The Bills for Collection will be re-established
in the financial accounting system in the exact manner in which it was
originally recorded.

(¢) The original billing office will hold the returned
remittance and telephone, if possible, the debtor/remitter to request a
cashier's check.
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(1) The cashier's check is required to be issued and
forwarded to the billing office within 5 days.

(i1) A demand letter (See Illustration 15) shall be
sent to debtors/remitters, along with the new DI-1040, Bill for Collection,
even when remitters are notified of the returned check by telephone.

- A fee of $15.00 shall be charged for all
returned checks. This fee is to be established as a receivable; e.g., TC
18, on the replacement Bill for Collection, with resultant collection (TC
19) to be credited to Miscellaneous Treasury Receipts, Appropriation 1099,
"...fines, penalties, and forfeitures not otherwise classified."”

= If no response is received from the debtor/re-
mitter within 5 days from the date of the demand letter, the Debt Collection
Procedures established under 42 BIAM Supplement 3.8 shall be followed; ex-
cept that, there is no need to repeat Demand Letter No. 1, as that require-
ment of the Debt Collection Procedures is fully met through the issuance of
the demand letter referenced in item 3.91(10)(c)(ii), above.

(11) Depositing Checks Drawn on Foreign Banks. This section pro~
vides instructions regarding the deposit of checks drawn on foreign banks;
hereinafter referred to as foreign checks, into the account of the U. S.

Treasury.

(a) Place of Deposit. Deposits of foreign checks shall be
forwarded to the Mellon Bank at:

U.S. Treasury Foreign Collection Operations
P.O. Box 371782 M
Pittsburgh, PA 15251

(b) Minimum Dollar Value of Foreign Checks Accepted. The
minimum U.S. dollar value; e.g., amount or equivalent, of each foreign check
which shall be accepted for deposit by the Mellon Bank is:

(i) $4.00 U.S. for checks drawn on Canadian banks,
and;

(ii) $10.00 U.S. for all other checks drawn on foreign
banks.

(c) Deposit Instructions. It is the responsibility of Col-
lection Officers depositing foreign checks to transmit each foreign check
and an original Form SF-215, Deposit Ticket, to the Mellon Bank in accordance
with the following procedures.
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(i) U.S. Dollar Foreign Checks. A single Form SF-215,
Dep051t Ticket, shall accompany all U.S. dollar foreign checks fowarded to
the depositary on a single day.

- The SF-215 shall be completed in accordance
with the information above relative to completion of Deposit Tickets, includ-
ing the insertion of the U.S. dollar amount.

- Upon receipt at the Mellon Bank, the SF-215
will be dated and the Confirmed Copy returned to the Depositing Collection
Officer immediately.

(i1) Foreign Currency Checks. A separate SF-215,
Deposit Ticket, shall accompany each foreign currency check and/or foreign
check, forwarded to the depositary. |

- The SF-215 shall be completed as prescribed in
this manual supplement for the completion of all Deposit Tickets; except
that the amount shall be left blank.

- Upon the completion of the transactions which
document collection of the U.S. dollar equivalent noted on the foreign
check, the Mellon Bank will enter the U.S. dollar value on the SF-2135,
Deposit Ticket, and return the dated, Confirmed Copy to the Depositing
Collection Officer.

(d) Maintaining Check Records. A description of each check
must be maintained to permit duplication of any check if one becowes lost,
destroyed and/or mutilated. A record of each check will include:

(i) The name and address of the check drawer;
(ii) The check amount;
(iii) The address of the bank on.which the check is

drawn and including the date the check was drawn, the name of the person !

from whom the check was received, if other than the drawer described in (i),
above, and;

(iv) 1f a cashier's check or similar item, the number.
1f adequate records are available to provide identification through an audit

trail or if checks are microfilmed, the additional records maintenance is not
required.

NOTE: Checks drawn on foreign banks in U.S. dollars which are payable
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through a bank in the United States and MICR encoded with the U.S. banks'
ABA routing symbol at the foot on the left side of the check, will not be
deposited with the Mellon Bank. These checks will be included with the
Depositing Collection Officer's regular deposits as made to a local depos-
itory or Federal Reservce Bank.

(e) Unpaid Checks and Collection Charges. The Mellon Bank
will process foreign checks by presenting them a second time if they are
returned unpaid due to "Insufficient Funds" after the first presentation.
"Other non-payment”" checks; e.g., checks returned unpaid for reasons other
than "Insufficient Funds," will be charged against the Treasury's General
Account after being presented the first time.

(i) The Mellon Bank will mail a tracer each month to
the collection bank if the collection process has not been completed in '30
days.

= Any check which proves uncollectible after 120
days will be charged back to the depositor by the Mellon Bank.

- The amount of checks returned as uncollectible,
returned fees, exchange fees, tracers and/or any other subsequent collection
charges incident ot the collection of foreign checks; e.g., those assessments
made after the dollar credit has been determined and made in the Treasury's
account, will be charged back to the depositor through the Mellon Bank's
execution of a Form SF-5515, Debit Voucher.

(i1) Additionally, a $2.00 fee will be charged by the
Mellon Bank for any deposits received which are less than the minimum limita-
tion set by Treasury in its controling policy release.

(f) Minimize Foreign Checks. Whenever possible, payment in
U.S. dollars should be required with checks or money orders drawn on, or
payable through U.S. financial inscitutions. ]

(i) The trend towards explicit pricing by financial
institutions will make foreign clearings more expensive and will increase
the minimum value of checks accepted for deposit.

(1i) 1f the U.S. dcllar value of a check is less than
the collection charge imposed by the depository, the form of payment should
be reconsidered since the net proceeds will be negative.

(g) Contact for Questions on Deposit Procedures. Questions
concerning these deposit procedures may be addressed to: Cash Management
Operations Staff, BGFO (PB-802), Department of the Treasury, Washington, DC
20226; (202) 634-5754.
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J. Forms Accountability and Files. This manual section establishes
the general accountability policies and procedures for certain forms and
files within the billings and collections program, the ordering of forms, the
numbering system that will be used to ensure accountability by location, the
distribution procedures that will be followed to maintain internal controls
on these accountable forms and the file requirements which document that
internal controls are in place.

(1) Accounting for the Form DI-1040, Bill for Collection. Within
the Bureau, the folilowing positions and responsibilities are identified with
accounting for the Form DI-1040, Bill for Collection.

(a) Servicing Accounting Officers. The incumbents of thege
positions throughout the Bureau shall be responsible for requisitioning and
controlling the issuance and use of Form DI-1040, Bill for Collection. This
form is used by all offices; e.g., agencies, schools, projects, field offices
and the like, in the service area.

2}

(i) Since DI-1040's are accountable documents, the
servicing accounting officer shall establish a DI-1040 sequential numbering
system for areawide use using the specific location's alpha identifier as the
first character in the number followed immediately by seven numerics. '

(i1) For example, in the Aberdeen Area the first DI~
1040 would be numbered AOO00001. The Anadarko Area's DI-1040's would begin
BO0000OOl, Billings Area C0000001, and the like, throughout the Bureau.

(b) Field Administrative Officers/Managers. The incumbents
of these positions shall be responsible for controlling the request for,
receipt of, and use of the Form D1-1040 stcck by all billing offices under
their jurisdiction.

(i) Requests for additional stock will be processed
to cthe servicing Area Accounting Officer.

(ii) Before the release of Form DI-1040's, to the fiela
location's billing office, the Administrative Officer/Manager shall ensure
that the billing office has adequate facilities to safeguard the accountable
DI-1040 stock.

(c) Billing Clerks. The incumbents of these positions are
responsible for the security and control of all Form DI-1040's given into
their possession for their use in the performance of their official functions
as billing clerks.

(i) Responsibilities for these accountable forms in-
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clude accounting for voids, spoils and proper cuts on the prescribed usage
log, and;

(i1) Ensuring that the unused Form DI-1040 stock is
kept under lock and key.

(2) Ordering Procedures. The Area Accounting Officer shall requi-
sition the Form DI-1040, Bill for Collection, blank stock in accordance with
section 3.9G(2) of this manual supplement.

(a) Requisitions shall be processed through the Area's pro-
curement office.

(b) Requisitions submitted shall reflect the consolidated
user requirements of all Area and field locations served by the ordering
finance office.

(3) Distribution Procedures. Servicing Accounting Officers shall
maintain accurate and timely records of the Form DI-1040; e.g., order dates
and amounts of stock ordered, receipt dates and amounts of stock received,
distribution dates and amounts of stock distributed to each user location

within the service area.

(a) Each accountable officer will establish a control log
system which will account for each DI-1040 issued within the servicing loca-
tion and within the service area.

(b) No Form DI-1040 blank stock shall be distributed to a
proposed user unless a written request for blank stock is received by the
servicing accounting officer from the senior line official of the requesting
bllling office location.

(4) Required Files. The servicing accounting officer is required
to maintain the following files on the Form DI1-1040.

(a) Log of all Form DI-1040's received through the procure-
ment process and distributed to users.

(i) The log is to reflect sequential numbers received,
and;

(i1) The beginning and ending numbers of blank stock
distributed to the user location. The user location identifier must also be
noted and the distribution cross-referenced to a properly executed user
request.
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(b) A file of all field generated requests for the Form DI-
1040 that have been received.

(c) A file reflecting the shipment of blank stock to the
requestor pending the requestor's receipt and acknowledgment and a file of
all shipment acknowledgments.

(d) A file containing a copy of Form DI-1040's spoiled,
voided, cancelled, and otherwise damaged, for the Area location.

(i) The servicing accounting officer shall require
the maintenance of similar files by each billing office location being
served through the accounting office, and;

(ii) To include billing location copies of requests
for blank stock, receipt and acknowledgment copies for blank stock and the
like.

(5) Other Required Files. In addition to the foregoing require-
ment for the maintenance of billing files, other filing requirements are
identified as follows.

(a) Schedule of Collection Files. Collection Officers pre-
paring and receiving Schedules of Collection, shall maintain separate files
by schedule number and fiscal year. These files will assist in establishing
an audit trail of schiedules prepared and received in the collection location,
and provide documentary evidence of schedules prepared and/or received,
ultimately, throughout the Bureau.

(b) Field Receipt Files. The issuing Collection Officer
shall maintain a file record of Form 5-777, Field Receipt, usage.

(i) The yellow and golden copies of the Form 5-777,
Field Receipt, shall be kept on file by number, monthly, and fiscal year.

(ii) The files will provide an audit trail and docu-
mentary evidence of field receipts colliected and Form 5-777, Field Receipt,
usage.

K. Billing and Collection Cycle. This section of this manual supple-
ment is a step-by-step outline of the processing and procedures used from
the preparation of the Form DI-1040, Bill for Collection, to the deposit of
the remittance in the bank and the U.S. Treasury. For the purposes of this
section, Form DI-1040, Bill for Collection, will be referred to as the Bill.
This section contains the sequential order of events; e.g., processes and
procedures, as they happen in the day-to=-day activities associated with the
Bureau's billing and collection office(s). These processes and procedures
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shall be used as a guide to ensure proper handling of all collections received
by the Bureau.

(1) Organizational Tasks. The following narrative outlines the
actual billing and collection cycle as it relates to:

o ' , (a) The collection of funds due the Bureau from individuals
and corporations through the direct collection and deposit of such funds by
Bureau personnel, and;

(b) The collection of funds due the Bureau from individuals
and corporations through the use of a U.S. Treasury designated lockbox bank.

(2) Flow of Billings and Direct Collection Functions. When it is
determined that a debt is due the Bureau, the debtor is issued a Bill for the
amount(s) owed. In addition to referencing the amount(s) which may be owed,
the Bill also references the terms and conditions for repayment which are
acceptable to the Government. Failure to meet those requirements on a
timely basis will result in prescribed sanctions and penalties being imposed
on the debtor which can increase the debtor's liability and impact negatively
on the debtor's credit standing in the community. These terms and conditions
for repayment and the possible adverse impacts of sanctions allowable by
law, regulation and policy are described in detail in 42 BIAM Supplement 3.8,
Debt Collection Handbook.

(a) Billing Clerk. Within the Bureau, the Bill is prepared
by a billing clerk in accordance with Illustrations 5 through 9, as may be
appropriate.

(i) The billing clerk issues the Bill as quickly as
possible after being notified that an amount of money is due the Bureau,
and;

(ii) Records the Bill in the financial accounting sys-
tem i1mmediately while disseminating the Bill in accordance with section
3.9K(3) of this manual supplement.

(b) Payment "Mail To' Address. The billing clerk is re-
sponsible for ensuring that the desired remittance is sent to the appropri-
ate receiving location.

(i) In instances where the collection point is at the
originating agency, the billing clerk would use the term "Collection Officer"
followed by the mailing address of the collection location. For example, if
the Collection Officer that is referenced in the "Mail Payment To" section
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of the Bill is at an agency, the mailing address of the agency would follow
the Collection Officer designation.

- The term "Collection Officer" is used in the
address in order to identify the individual to whom the remittance is to be
directed so that mailroom personnel know not to open the envelope containing
the remittance.

= In locations where there are Mail Clerk/Collec-
tion Officers appropriately designated, the inclusion of the term "Collec-
tion Officer may not be necessary.

(11) 1In instances where the collection point is at the
next organizational level from the billing clerk; e.g, at an agency vs a
school location and/or at an Area Office vs an agency location, the billing
clerk would use the term "Collection Officer" followed by the mailing adqress
of the actual collection location. For example, if the point of collection
is at an Area Office, the mailing address of the Area Office would follow
the Collection Officer designation.

(iii) 1In instances where the collection point is out=-
side of the Bureau; e.g., at a Treasury designated lockbox bank, the billing
clerk would include the name and address of the bank that the remittance is
to be directed to in lieu of a Bureau Collection Officer designation and
Bureau location address.

- The procedures used to process collections by
a Treasury designated lockbox bank are not fully described in this manual
supplement.

= Procedures differing from those normally used
by the Bureau to effect appropriate and timely accountability for funds
collected on behalf of the United States and/or on behalf of individual
Indians and tribal groups, will be designated in writing by the Chief,
Division of Accounting Management, through the issuance of Accounting Manage-
ment Procedures memoranda. Such memoranda amend this manual supplement and '
are in effect until such time as this manual supplement is again issued in an
updated version.

(¢c) Voids. Only Form DI-1040, Bill for Collection, that are
ruined aguring the preparation process are to be considered as "voids." When
a Bill is voided through error, the original and all copies are marked VOID
and retained by the billing clerk in the appropriate accountable file.

(3) Distribution of the Form DI-1040, Bill for Collection. After
the Bill has been prepared, it is distributed as follows:
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(a) The original to the debtor accompanied by a reminder to
enclose the upper portion of the original Bill along with the debtor's re-
mittance to ensure proper crediting.

(b) The pink, blue and first and second green copies go to
the appropriate Collection Officer.

(1) Dependent upon the organizational structure, the
appropriate Collection Officer may be at an agency, project, Area and/or
Central Office location.

(ii) 1In the case where the use of a lockbox has been
prescribed by the U.S. Treasury for all collection activities, there is no
Collection Officer per se. Those copies of a Bill normally scheduled to the
Collection Officer, shall be retained by the billing clerk in the accountable

file.

(¢) The fourth green copy, with a Form 5-4236, Financial
Accounting System Code Sheet, goes to the encoding; e.g., input, station for
entry into the Bureau's financial accounting system as an account receiv-
able. The billing clerk completes the Form 5-4236.

(d) The third and fifth green copies, or xerox-type facsim-
iles, are retained by the billing clerk in the accounts receivable and ac-
countable file, respectively.

(4) Payments Received by Mail. When remitting payment by mail,
the debtor should obtain a guaranteed remittance as specified in section
3.9H(1)(a) of this manual supplement, and mail it, along with the top por-
tion of the Bill, to the Collection Officer and address specified in the
"Majl Payment To" section of the Form DI-1040.

(a) Mail Clerk/Collection Officers. Each mailroom and/or
office in the Bureau that routinely receives mail that contains remittances
and/or other kinds of receipts, shall train and designate a Mail Clerk/Col-
lection Officer as outlined in section 3.9F(3)-(4) of this manual supplement.

(i) Remittances received in the general mail are norm-
ally accounted for initially by the Mail Clerk/Collection Officer in accord-
ance with prescribed procedures and through the routine examination of in-
coming mail. ’

(i1) Remittances in envelopes clearly marked "Collec~
tion Officer,” "Collections,” or the like, are not opened by the Mail Clerk/
Collectinn Officer.
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- Such envelopes are hand-delivered immediately
to the Primary Collection Officer or Alternate, as appropriate, at the
receiving location.

-~ Incoming envelopes addressed to the Collection
Officer by name and/or envelopes identified as "Certified Mail - Return
Receipt Requested," are not opened in the mailroom. Such envelopes are hand-
delivered to the Primary Collection Officer or Alternate, as appropriate,
immediately.

(5) Envelopes Containing Remittances Opened in the Mailroom. If
an envelope is opened in the mailroom or other mail receiving office, and it
is found to contain unscheduled remittances; e.g., checks, money orders an
the like not accompanied by a Schedule of Collections from another Collectfion
Officer and location, the following processes and procedures shall be follpw-
ed by the Mail Clerk/Collection Officer.

(a) Record all remittance received on a Schedule of Collec-
tions (See Illustration 1) and distribute the original and one copy, with
the remittances and originating envelopes attached, to the Primary Collection
Officer. Retain one copy of the Schedule in a pending file.

(b) After the Primary Collection Officer receives and veri-
fies that the remittances transferred to the Primary Collection Officer's
control equal the Matl Clerk/Collection Officer's Schedule, the Primary
Collection Officer shall acknowledge receipt of the Schedule by signing the
copy submitted by the Mail Clerk/Collection Officer with the original, and
returning the signed copy to the Mail Clerk/Collection Officer. Upon receipt
of the signed copy of the Schedule as submitted, the Mail Clerk/Collection
Officer will pull and destroy the pending copy.

(6) Envelopes ContainiggﬁScheduled Remittances. Normally, sched-
uled remittances being transferred between Collection Officers; e.g., from
agency Collection Officers to Area Collection Officers, should be placed in
a sealed envelope clearly marked "TO BE OPENED ONLY BY THE COLLECTION OFFIC- )
ER/ADDRESSEE." Properly addressed, scheduled remittances will not be opened
an the mailroom.

(a) When the Mail Clerk/Collection Officer opens an envelope
containing scheduled remittances, either iInadvertantly o: when the addressee
was not clearly identified as the Collection Officer, the Mail Clerk/Collec~-
tion Officer must:

(i) Reseal the envelope;

(ii) Sign on the face of the envelope his/her name with
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the statement "Opened in Mailroom" (or the name of the office in which the
opening occurred) and submit the envelope immediately to the Primary Collec-

tion Officer.

(7) Mail Clerk/Collection Officer Files. The Mail Clerk/Collec-
tion Officer must maintain a file of all Schedules of Collections prepared.

(a) The file shall contain a copy of all Schedules pending
Primary Collection Officer acknowledgment, and;

(b) All Schedules acknowledged by the Primary Collection
Officer.

(1) When the Primary Collection Officer acknowledges
a Schedule that was in the pending file, the Mail Clerk/Collection Officer
must pull the pending copy and destroy it.

(ii) Only the acknowledged copies of Schedules need to
be maintained for audit purposes, however, pending copies must be maintained
until formally acknowledged.

(8) Primary Collection Officers' Duties and Responsibilities. An
installation's Primary Collection Officer, and in that Officer's absence the
Alternate Collection Officer, shall receive all Schedules of Collections
from other Collection Officers; e.g., from Mail Clerk/Collection Officers,
shall receive all envelopes marked and/or otherwise addressed to the Collec~
tion Officer and shall receive all envelopes opened and resealed as specified
in section 3.9K(6)(a)(i)-(11), above, and shall receive all continuing Sched-
ules of Collections from other Primary Collection Officers if appropriate.

(a) Schedule of Collections Processing Procedures. Upon re-
ceipt of a Schedule of Collections, the Primary Collection Officer shall
verify the Schedule with the accompanying remittances.

(1) 1If found equal and in agreement, the Primary Col~
lection Officer wiil acknowledge receipt of the Schedule on the copy submit~
ted with the original, and return that copy to the submitting Collection
Officer.

(ii) Any discrepancies between the Schedule as submit~
ted and the accompanying remittances must be resolved immediately.

(iii) The Primary Collection Officer shall establish
and maintain a file of all original Schedules received from other Collection
Officers.
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- The file shall be organized by Collection Of-
ficer's name, fiscal year of Schedule, and the Schedule number.

(b) Remittance Processing Procedures. The Primary Collec-
tion Officer shall process all remittances as follows:

(i) Examine each remittance to ensure that it is in
compliance with section 3.9H(2)(a)-(f) of this manual supplement.

(ii) Determine if the receipt in hand is remittance
for a pre-billed receivable, and if so:

= Pull the pink, blue and green copes of the DI-
1040, Bill for Collection, previously filed as specified in section 3.9K(})
(b) of this manual supplement;

- Assign and record a collection voucher (CV)
number on the pink, blue and green copies of the bill.

- The assignment of a CV number to the Bill, con-
verts the Form DI-1040 from a Bill for Collection to & collection voucher.

, (i11) Record the remittance information; e.g., type of
remittance such as cashier's check, financial institution drawn on, date of
remittance and date the remittance was received by the Bureau on the DI~1040
collection voucher.

- (iv) Distribute the collection voucher as follows:

- The pink copy to the remitter to acknowledge
receipt of the remittance;

- The first green copy to the billing clerk; .

-~ The second green copy to the Collection Offic-
er's file, and;

The blue copy to the Depositing Collection Of~
ficer as described in section 3.9K(10) of this manual supplement.

(v) For collections received for which there was no
prebilling document; e.g., no bill was issued and the collection is unmatched,
the Form DI-1040 is prepared by the Primary Collection Officer with distribu-
tion as follows:
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- The original copy; e.g., the white, goes to the

remitter.
- The yellow and golden copies are retained by

the Primary Collection Officer for filing.

= The pink copy goes to the Depositing Collec-
tion Officer along with the receipts. This may be transmitted to the Area
or to an agency Depositing Collection Officer if there is authority to
deposit locally.

(9) Area Collection Officer's Duties and Responsibilities. The
following are the duties and responsibilities of the Primary Collection
Officer at the Area level.

(a) In addition to being the Primary Collection Officer for
the Area, exercising all of the duties and responsibilities as outlined for
all Primary Collection Officers in section 3.9K(8) above, this position also
acts as the Depositing Collection Officer for receipts transmitted for
agencies to the Area Office for deposit.

(b) Receives the original Schedules of Collections with
CV's, Field Receipts, and remittances from the Area's Mail Clerk/Collection
Officer and/or other Area personnel properly designated to act as a Collec-
tion Officer.

(c) The Collection Officer:

(i) Verifies that receipts, Schedules as received are
complete and accurate;

(ii) Acknowledges receipt of the Schedules as complete
by signing and returning the copy to the Mail Clerk/Collection Officer, or
other properly designated Collection Officer;

(iii) Files the original Schedules received from the
Mzail Clerk/Coliection Officer along with CV's, field receipts and the like,
and;

{iv) Prepares a Schedule of Collections which transmits
the collections received to the Depositing Collection Officer, if appropri-
ate, and distributes the Schedule of Collections as follows:

= The original with remittances to the Depositing
Collection Officer, as appropriate, and;

- Retains a copy in the accountable file.
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(10) Depositing Collection Officer's Duties and Responsibilities.
The Depositing Collection Officer's primary duty is to receive Schedules of
Collections from the Primary Collection Officer for deposit in a Treasury .
designated depository. A Depositing Collection Officer may not act as an
Alternate Collection Officer as to do so in the absence of the Primary Col-
lection Officer would compromise and conflict with the individual's duties
as a Depositing Collection Officer.

Vo

:

(a) The Depositing Collection Officer receives the original
Schedule of Collections from the Primary Collection Officer with the applic-
able receipts.

(b) The Depositing Collection Officer:
(i) Verifies that the receipts and the Schedule match;

(11) Acknowledges the Schedule as complete by signing
the copy of the Schedule and returning it to the Primary Collection Officer
for filing;

(iii) Prepares a Form SF-215, Deposit Ticket (Illustra-
tion 11), and; Proceeds to the Federal depository with the receipts to
be deposited and the completed Form SF-215, Deposit Ticket; the original and
all copies intact. -

} (c¢) After deposit, the Confirmation Copy of the SF-215;
e.g., the green copy, is transmitted to the Branch of Finance and Administra-
tive Accounting, Att: §F-224 Unit.

(i) The yellow and white copies are retained by the
Depositing Collection Officer in the files.

(ii) The Depositing Collection Officer prepares a Form
5-4236, Financial Accounting System Code Sheet, with the appropriate entries
for the proper crediting of the remittances deposited.

(iii) The Depositing Collection Officer will enter the
Form SF-215, Deposit Ticket number at the bottom of the original Schedule of
Collections as received from the Primary Collection Officer.

~ The original Schedule is then filed, and;

- The Depositing Collection Officer then verifies
the crediting accounting entries through review of the financial daily batch
report of transactions processed as generated by the financial accounting
system, researching and correcting any differences.
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(11) Collection Officer Responsibilities When a Lockbox Mechanism
is used to Account for Collections. Collection Officer responsibilities will
change when the Bureau moves to accounting for its total collections through
the Treasury assisted lockbox mechanism. At that time, Collection Officers
will no longer be accounting for remittances directly, but will focus efforts ~
on ensuring that collections received within the Bureau inadvertantly are
scheduled to the lockbox bank's Post Office box immediately. Any over-the-
counter collections made will be scheduled to the lockbox bank on Schedules
of Collections. Collection Officers will be responsible for providing the
lockbox bank with as much information as might be available to ensure that
the collections forwarded by the Collection Officers are deposited appropri-
ately., After the deposits of collections are made within the lockbox bank,
Collection Officers will receive confirmation of the deposits electronically
and will then be responsible for ensuring that the collections are recorde
correctly in the Bureau's financial accounting system.

(12) Financial Encode/Input Station. The financial encoding and/
or input station receives the completed Form 5-4236, Financial Accounting
System Code Sheet, from the Depositing Collection Officer, for recordation
of the deposits made at the Federal Depository. To the greatest extent
practicable, the financial encoding/input station is to enter the data on the
code sheet into the financial accounting system on the day of deposit. If
it is not possible to enter the information on the day of deposit, the
entries must be completed on a priority basis the next work day.

(13) Over—-the-Counter Collections. In some cases, debtors will
make payments in whole or in part at the collection site; e.g., at the
normal duty location of the Primary Collection Officer. When this occurs,
all of the processes and procedures as outlined in this section shall be
used.

(14) Collection of Partial Payments. When remitters pay only
part of the amounts owed, and a Bill has been issued and recorded in the
financial accounting system, the partial payment must be credited against
the original Bill.

(a) Crediting Partial Payments. Partial payments ot debts
due are recorded against the original Bill number using transaction code
(TC) 19 in conjunction with the amount of the payment.

(i) Recording a partial payment against the original
Bill number will "use;" e.g., remove, that Bill from the financial accounting
system in its entirety.

(1i) When the Bill number is "used" through the credit~
ing of a partial payment, a new Bill or the original Bill number in an
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amended form, must be entered into the automated accounting system to esta-
blish the new balance due from the debtor.

(b) Re-Establishing Balances Due After Partial Collection.
There are three methods through which new balances due may be established in
the financial accounting system when partial collections have been credited.

' ' (1) Preparation of a New Form DI-1040, Bill for Col-
lection. The billing clerk, upon notification from the applicable Collection
Officer that a partial payment has been made and credited against an existing
Bill, may prepare a new Bill for the balance due after the credit for the
partial payment has been recorded.

= The new Bill shall show the number of the orig-
inal Bill issued in the description section of the DI-1040, the collection
voucher number and the amount applied through partial collection.

- The new Bill shall reference the new amount(s)
due, the accepted terms and conditions for the repayment of that amount and
any sanctions that may increase the debtor's liability for not meeting the
Government 's payment requirements.

= The new Bill is to be recorded in the financ-
ial accounting system utilizing the Julian date of the original billing
entry. This is required to ensure proper aging of of the amount owed. For
example, if the original Bill was due June 30, 1987, and it was recorded as
87181 in the Program Detail (field 10 of the From 5-4236) column for accounts
receivable reporting purposes, a partial collection of $50 on July 15, 1987,
with a new Bill being cut for the balance due would be recorded using Julian
date 87181. This is required to ensure proper aging of the amount owed.

(i1) Using an Amended Bill Number. The second method
of establishing new balances due when partial collections have been made is
through the use of an amended Bill number.

-~ Once a Bill number has been entered into the
financial accounting system and credits have been applied which effectively
"uses” the number, it may not be appropriate to re—entered the number in the
same configuration as it originally appeared. It may also not be appropri-
ate to issue an entirely new Bill.

- Bill numbers can be modified and/or amended
and entered into the financial accounting system. The original Bill number
can be modified or amended by changing one numeric or alpha code to another
numeric or alpha code or through the addition of an alpha code to the origi-
nal number when that alpha code did not exist in conjunction with the num-
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ber during its original life in the financial accounting system.

- An example of how to modify/amend a Bill
number is, if the original Bill number looked liked this in the financial
accounting system; A0000001, with a value of $100, and it was '"used'" through
crediting a $50 payment leaving a balance due of $50, the new balance due
may be established in the automated accounting system using a configuration

such as:
TC

A0000001A T8 $50.00

- Partial payments are annotated on the collec-
tion copies of the original Bill until all payments are recorded and credits
transacted in their entirety.

= A copy of the annotated Bill must be sent to
the remitter in order to keep the remitter informed of balances due.

- In this manner, the annotated Bill copy be-
comes both a receipt and a statement of the condition of account.

- The amended Bill is to be recorded in the fin-
ancial accounting system utilizing the Julian date of the original billing
entry. This is required to ensure proper aging of the amount owed. For
example, if the ofiginal Bill was due June 30, 1987, and it was recorded as
87181 in the Program Detail (field 10 of the From 5-4236) column for -accounts
receivable reporting purposes, a partial collection of $50 on July 15, 1987,
with amended Bill being cut for the balance due would be recorded using
Julian date 8718l. The last transaction date; e.g., the date the Bill was
entered as a part of a total batch, will tell you when the Bill was actually

recorded.

(iii) Using the Same Bill Number. The Bureau's finan-
cial accounting system will accept a ''used" number as the document reference
number on billings and collections. The edits associated with obligationms, !
accruals and disbursements in the financial accounting systew are not found
in recording billings and collections.

- Any partial payments received are annotated on
the collection copies of the original B{ll until all payments are recorded
and credits transacted in their entirety.

- A copy of the annotated Bill must be sent to
the remitter in order to keep the remitter informed of balances due.

- The same Bill is recorded in the financial
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accounting system utilizing the Julian date of the original billing entry.
This is required to ensure proper aging of the amount owed. For example, if
the original Bill was due June 30, 1987, “and it was recorded as 87181 in the
Program Detail (field 10 of the From 5-4236) column for accounts receivable
reporting purposes, a partial collection of $50 on July 15, 1987, with

amended Bill being cut for the balance due would be recorded using Julian

date 8718l. The last transaction date; e.g., the date the Bill was entered as
a part' of a total batch, will tell you when the Bill was actually recorded.

- An example of how to utilize the same Bill
number is:

Document Program ( As )
Ref. No. (Appropriate Coding) Detail (Appropriate) TC  Awmount

Orig. Record: A0000001 " 87181 " 18 100.00

Collection : A0000001 " B7196 " 19 50.00

New Record : A0000001 " 87181 b 18 50.00
(15) The Federal Depositary Bank and Direct Collections. Upon

receipt of the Form SF-215, Deposit Ticket, and remittances as attached, the
bank enters the amount of the deposit into the U.S. Treasury accounts.

(16) The Federal Depositary - Lockbox Bank. The differences be-
tween the Federal depository lockbox bank and the deposit of receipts locally
by a Depositing Collection Officer are significant.

(a) The lockbox bank received collections directly from the
remitter, generally, and documents those collections in the U.S. Treasury
accounts electronically at the time the clearing information is received.

(i) The remittances received at the designated lock-
box location are matched to the top portion of the Form DI-1040, Bill for
Collection, and the matching document reference number is recorded electron-
ically and transmitted back to the Bureau through the ADP network.

(ii) Unmatched remittances are deposited to suspense
and the lockbox bank provides the Bureau with copies of all documentation
received so that the unmatched collections can be accounted for properly and
the suspense account cleared on a timely basis.

(b) Tnere may still be over-the-~counter collections in the
Bureau even after the Bureau implements a lockbox bank system at the direc~
tion of Treasury, however.
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(i) Mail Clerk/Collection Officers and Primary Collec-
tion Officers will be required to maintain the same records, files and
processing procedures as they maintain under the direct collection and
deposit program until such time as there is no longer a need to track on-site

collections.

(ii) Al]l receipts received and otherwise collected at
a Bureau location after the Bureau implements a lockbox bank system, however,
will be scheduled to the lockbox bank rather than to another Collection

Officer.

(1i1) There will be no local Federal depositary into
which collections will be deposited. All deposits will be accounted for by
the lockbox bank.

= Training and direction on how a Treasury
assisted lockbox mechnanism is to work shall be provided by the Bureau at
the time the Bureau phases in the mechanisuam.

= When the Bureau implements a lockbox bank
program, written directions and procedures shall be provided by the Chief,
Division of Accounting Managment, through the issuance of an Accounting
Management Procedures memorandum. That memorandum, and/or a series of memo-
randa on the same subject, will effectively modify this manual supplement
and shall have a life not to exceed the next formal modification of this

supplement.

(17) U.S. Department of the Treasury. Treasury receives the de-
posits from the Federal depositary and records them in the Bureau's accounts.

(a) Treasury prepares and processes the SF-224, Reconcili-
ation Report of Deposits, which reflects all deposits made by the Bureau and
those received from the lockbox for the Bureau. Both must reconcile.

(b) Based on the results of cash collections studies and
cash concentration reports completed by the Bureau and/or Treasury, the
Treasury can specify a Treasury assisted mechanism to help the Bureau zccount
for its cash collections on a more timely basis.

(1) Such a Treasury assisted mechanism is the desig-
nation, by Treasury, of a lockbox bank.

(11) In making a determination that a Federal agency
such as the Bureau would benefit from the implementation of a mechanism such
as a lockbox program, Treasury commits to that Federal agency to assist with
the implementation of the chosen mechanism.
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-~ The Bureau of Indian Affairs must commit its
resources to the implementation of the mechanism, and;

- Provide what training it can directly and/or
arrange for appropriate Training from other sources in such a manner as to
ensure the success of the mechanism within the agency.

oo ., (18) Branch of Finance and Administrative Accounting. The Ac-
counting Operations Section, SF-224 Unit, of the Branch of Finance and
Administrative Accounting, receives the green copy of the Form SF-215,
Deposit Ticket, from all depositing locations within the Bureau. The Unit
reconciles with Treasury's SF-224 and makes adjustments as necessary.

(19) Branch of Trust Funds Accounting. Trust Funds will
be accounted for separately from other Bureau funds. The Branch of Trust
Funds Accounting is responsible for reconciling all deposits and disburse-
ments regarding these funds. Any unmatched deposits or disbursements
recorded on either the SF 215, Deposit Ticket or the SF 224, Reconciliation
Report of Deposits will be reported by Treasury to the Bureau on TFS-6652,
Statement of Differences. The Statement of Differences will be use to by
the Branch to reconcile Trust Fund accounts.

(20) Differences in Collections. There may be occasions when it
is brought to the attention of a responsible Bureau official that the amount
received in payment of a debt owed is more than the amount billed. Addition-
ally, there may be occasions when a debtor pays a bill and it is discovered
through the accounting process that the payment is a duplicate of prior
payments already received and accounted for.

(a) In those instances where overpaymemts of amounts due
have been received, the debtor/remitter is due a refund of the overpayment
amount .

(b) A Form SF~1047, Public Voucher for Refund, shall be
prepared and submitted through the servicing finance office. (Illustra-
tion 14)

L. Payroll Deductions. Employees of the Bureau also owe the Govern-
ment money. If a remitter is a Bureau employee, and it has been administra-
tively determined that it is to the advantage of the Government to recover
amounts due through the payroll deduction process, the following procedures
shall be used.

(1) Policy. It is the policy of the Bureau of Indian Affairs
that all indebtedness to the Bureau by its employees shall be billed using
Form DI-1040, Bill for Collection. This billing policy includes the recovery
of salary overpayments as they become known, billing for delinquent travel
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of all accounting lines entered into the financial accounting system must
equal $500, and those entries must be outlined in the "Accounting Classifi-
cation" block of the Bill for Collection as shown in the following example.

EXAMPLE: Document F
Reference Number Loc.Cd./Y/Appr/Acty/AC/E1Co/TC/Amount
BC7A0000000 AQ0-0X /7/ * /XXXX/01/XXXX/18/400.00
BC7A0000000A AOX-0X /M/ * /XXXX/01/X¥XX/18/ 9.50

BC7A0000000INT A0O-0X /*/1499/XXXX/90/9001/18/ 28.50
BC7A0000000PEN A00-0X /*/1099/XXXX/90/9001/18/ 24.50
BC7A0000000FEE A00-0X /*/1099/XXXX/90/9001/18/ 37.50

"Amount Due This Bill" 500,00
(* = Leave Blank. Not applicable or automatically generated by computer.
(3) Processing Instructions. All completed BOR Division of Pay=-

roll Operations Forms and one (!) administrative copy of the applicable Form
DI-1040, must be sent to:

Bureau of Indian Affairs

Branch of Finance and Administrative Accounting
P.0. Box 127

Albuquerque, NM 87103

(4) Privacy Act Requirements. All envelopes containing requests
for payroll deduction must be clearly marked "PAYROLL DEDUCTIONS - SUBJECT
TO THE PRIVACY ACT."

(5) Responsibilities. Each supervisor in the Bureau shares in
the responsibility for ensuring that employee debts are collected on a
timely basis and that all of the Government's entitlements; e.g., interest,
penalties and administrative charge assessments, are collected as well.

(a) Supervisors. Each supervisor noting that an employee
owes the Bureau money assumes the responsibility for initiating collection
action.

(i) Applicable collection action is outlined in 42
BIAM Supplement 3.8, the Debt Collection Handbook.

(i1) When standard collection action does not result
in the repayment of amounts owed the Bureau by its employee, the supervisor
is responsible for issuing the appropriate written notices as regards pay-
roll deduction and accessing the payroll deduction process in accordance
with this manual supplement.
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(b) Branch of Finance and Administrative Acounting. The
Branch of Finance and Administrative Accounting is responsible for verifying
that the total amount of the indebtedness requested for offset has been
recorded in the financial accounting system, that the interest assessments
have been recorded with the "INT" suffix, that the penalty assessments have
been recorded with the "PEN" suffix, and that the handling/administrative
charge assessment has been recorded with the "FEE" suffix.

(i) The BOR Division of Payroll Operations form will
be reviewed for compliance with the aforestated policies and procedures
before being forwarded to the consolidated payroll office for processing.

(ii) The document reference number cited on the BOR
Division of Payroll Operations form will be entered into the payroll system
along with the total amount to be collected by Payroll Operations.

- As collections.are made through payroll offset,
the amount of each collection will be recorded in the labor cost file under
Hours Code 61lA.

~ When the labor cost file is processed a special
computer program will generate a collection transaction (TC 19) to the
appropriate document reference number.

- The special computer program will automatically
reduce the amount of the receivable (TC 18) by the amount of the collection
(TC 19) thus eliminating the need to manually establish the remaining receiv-
able balance.

- Collection data recorded will be reported on
the daily 99 batch finance input register from a "D" input point.

M. Administrative Reviews. 1In order to ensure that prescribed admini-
strative procedures are being followed by Collection Officers, unannounced,
internal, administrative reviews shall be made of all collection activities
not less than on a quarterly basis.

(1) Independent Reviews. Internal administrative reviews are to
be completed quarterly by an individual other than the Collection Officer
and resulting in written documentation of the review.

(a) Written documentation is to be accomplished using the
Internal Review Check Sheet (lllustration 20).

{b) The use of -the check sheet will adequately document
whether or not the procedures prescribed for the control of cash receipts
are in place, operational and being maintained regularly.
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advances and for any other amount(s) owed to the Bureau by its employees.

(a) The billing of employees who owe the Bureau money is
necessary when the Bureau seeks to recover its money through the payroll
offset; e.g., deduction, process.

(b) -The Departwent of the Interior's, PAY/PERS System, Con-
solidated Payroll Office, requires that a Bill for Collection accompany any
requests to access payroll deductions.

(¢) All requests for payroll deduction must be submitted in
writing to: ;

Bureau of Indian Affairs

Branch of Finance and Administrative Accounting
P.O. Box ¥#7 /S7/§

Albuquerque, NM 87103

(d) All requests for payroll deduction must be documented
on the Bureau of Reclamation's, Division of Payroll Operations' memorandum
form (Illustration 24) and approved by an authorizing Bureau of Indian .
Affairs official before being accepted by the Consolidated Payroll Office
for action.

(2) Pre-Billing Requirements. All Bureau employee indebtedness,
including interest, penalty and handling charge assessments to be collected
through payroll deduction, must be recorded in the financial accounting sys-
tem as follows.

(a) The base documert reference number entered into the
automated accounting system to record the debt must be precisely eleven
characters long and be configured as shown immediately below.

EXAMPLE: BC7A0000000

(b) To record the principal amount of the debt owed, enter
the base document reference number without a suffix for the first line of
principal being recorded and with alpha suffix (A, B, C, etc.) for any
additional principal amounts due as 1s shown in the following example.

EXAMPLE: Document F
Reference Number Loc.Cd./Y/Acty/AC/E1Co/TC/Amount

BC7A0000000 AQ00-0X /7/XXXX/01/XXXX/18/$$$.5$
BC7A00000004 AOX-0X /M/XXXX/01/XXXX/18/ §$.S$
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(¢) To record the interest assessments associated with the
principal amount(s), enter the base document reference number with alpha
suffix INT as a receivable to Miscellaneous Receipt Account 1499 as shown in
the following example.

EXAMPLE: Document F
Reference Number Loc.Cd./Y/Appr/Acty/AC/E1Co/TC/Amount

BC7A0000000INT A00-0X /*/1499/XXXX/90/9001/18/$$$.$$

(* = Leave Blank. Not applicable or automatically generated by computer.)

(d) To record the penalty assessments associated with the
principal amount(s), enter the base document reference number with alpha
suffix PEN as a receivable to Miscellaneous Receipt Account 1099 as shown in
the following example.

EXAMPLE: Document F
Reference Number Loc.Cd./Y/Appr/Acty/AC/E1Co/TC/Amount

BC7A0000000PEN A00-0X /*/1099/XXXX/90/9001/18/ $$.8$

(*= Leave Blank. Not applicable or automatically generated by computer.)

(e) To record the handling/administrative charge assess-
ments associated with the Bureau's attempts to recover the delinquent princi-
pal, enter the base document reference number with alpha suffix FEE as a
receivable to Miscellaneous Receipt Account 1099 as shown in the following
example.

EXAMPLE: Document F
Reference Number Loc.Cd./Y/Appr/Acty/AC/E1Co/TC/Amount

BC7A0000000FEE AOQO-0X /*/1099/XXXX/90/9001/18/ $$.$$

(* = Leave Blank. Not applicable or automatically generated by computer.)

(F) The principal, interest, penalty and administrative
charge assessments, by suffix and along with related accounting data, must
be itemized on the Form DI-1040 in the "Accounting Classification” block.
The sum of the items must equal the "Amount Due This Bill" line on the
DI-1040. For example, if the "Amount Due This Bill" line is $500, the sum
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(2) Examination of Receipts. Internal reviews shall include an
examination of the numbered receipts of collections. This will ensure that:

(a) All receipts are accounted for;

(b) The receipts are properly recorded, forwarded and/or
deposited daily, and;

(¢) The receipt records support, and/or are supported by,
the Schedules of Collections and Deposit Ticket copies maintained in the
Collection Officer's accountable file.

(3) Review Reports. The original of the Internal Review Chec
Sheet will be furnished to the Area Accounting Officer. A copy of the
report will be provide to, and maintained by, the Collection Officer.

{(4) Responsibility of the Head of the Installation. It shall be
the reponsibility of the head of the installation, and/or his/her designee,
to ensure that: ‘

(a) All quarterly reviews are accomplished in accordance
with the foregoing requirements, and;

(b) Prompt action is taken to correct any deficiencies or
discrepancies revealed in the administrative review process.

N. Bonding of Employees. Public Law 92-310, approved June 6, 1972
(86 Stat. 201), eliminated the authority of Federal agencies to obtain
surety bonds for its civilian employees.

(1) Bureau of Indian Affairs' Risks. The Bureau of Indian Affairs
shall assume the risks of its fidelity losses. The Bureau will:

(a) Not require or obtain surety bonds for civilian employ-
eces in connection with the performance of their official duties, and; !

(b) Not require Bureau employees to procure or obtain surety
bonds in connection with the performance of the employees' official duties.

(2) Purchase of Fidelity Bond by Employee. An employee may pur-
chase the personal fideliity bonds of his/her choice but cnly at the employee's
option, and expense.

(3) Treasury Certification Requirement Rescinded. The require-
ment to furnish the U.S. Department of the Treasury with certifications in
connection with the bonding of employees, as prescribed in Treasury Depart-
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ment Circular No. 969, November 4, 1955 (31 CFR 226), has been rescinded due
to the enactment of Public Law 92-310.

0. Relief of Collection Officers. This section of the manual supple-
ment outlines the liabilities and conditions of relief associated with the
Collection Officer function if discrepancies are found.

(1) Liability of Collection Officers. A Collection Officer is
automatically liable at the moment when either a physical loss of funds, or
a loss of vouchers, records, checks, securities or papers occurs, and the
safeguard of such documents are the Collection Officer's responsibility.

(2) Determining Relief. If the item which was physically lost
cannot be recovered, consideration is given to relieve the Collection Officer
of liability. Relief may be granted unless it is determined that:

(a) The Collection Officer was negligent;
(b) The Collection Officer was guilty of bad faith;
(¢) The Collection Officer lacked due care, and;

(d) Such negligence, bad faith, or lack of due care was the
approximate cause of the physical loss.

(3) Procedures for Requesting Relief of Collection Officers. The
procedures outlined below shall be used when requesting relief of Collecion
Officers.

(a) Losses of Less Than $750. Requests for relief of loss-
es in an amount less than $750 may be granted by the Department of the
Interior. The following procedures shall be used.

(i) The required memorandum format for requesting re-
lief to the Department is found in Form BlA-4287, Request or Relief of Col-
lection Officer - $750 or Less; Illustration 22.

- Enclose all correspondence and/or other docu-
ments and materials pertaining to the case.

(ii) The completed Form BlA-4287 shall be forwarded to:

Bureau of Indian Affairs

Branch of Finance and Administrative Accounting
P.0. Box 127

Albuquerque, NM 87103
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(iii) After a review of the request by the Branch of
Finance and Administrative Accounting, the request will be forwarded to the
Director, Office of Administration, for appropriate review, approval and
submission to the Office of the Secretary, Deputy Director of Financial
Management (PFM), for the actual determination to grant the relief requested.

(b) Losses of More Than $750. For losses of $750 or more,
the Comptroller General of the United States can grant relief.

(1) The authority to sign all requests for relief of
Collection Officers to the General Accounting Office (GAO) has been delegat~-

ed to the Division of Financial Administration, Office of Financial Manage-
ment, Department of the Interior. /

!
i

- All requests for relief shall be prepared using
Form BIA-4288, Request for Relief of Collection Officer = $750 or More;
Illustration 23.

(i1) The following procedures shall be used.

- Requests shall be prepared on Office of the
Secretary letterhead and for the signature of the Director of Financial
Management. :

(i1i) The completed Form BIA-4288 shall be forwarded to:

Bureau ¢of Indian Affairs

Branch of Finance and Administrative Accounting
P.0O. Box 127
Albuquerque, NM 87103

P. Classification of Collections. The Bureau's financial accounting
system requires accounting classifications of all collections. Listed below
are some of the appropriations and other fund accounts most commonly used in
the Bureau. A complete list of income accounts may be found in 42 BIAM 2.5.

(1) Indian Service Special Disbursing Agent (ISSDA) Funds. In ac-
counting for these funds, the collection location must identify the agency,
location, appropriation symbol, activity, general ledger account and sub-
account as shown in the example below.

EXAMPLE: Deposits to IIM accounts for the Cheyenne River Agency would
be shown on the collection voucher as:

A01-01-14X6039-206.11-0611
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Agency General

and Approptn. Ledger

Location Symbol Activity AC Account Sub-Account

A01-01 14X6039 0039 206.11 0611 (Individual Indian
or organizations)

A01-01 14X6039 0039 206.70 0670 (Special Deposits)

(2) Miscellaneous Treasury Receipts. In accounting for these
funds, the collection location must identify the agency, location, Miscella-
neous Ireasury Receipt symbol, activity and income account as shown in the
example below.

EXAMPLE: Deposits to Miscellaneous Treasury Receipt symbol for lease
fees collected at the Fort Totten Agency would be shown on the collec-
tion voucher as:

A05-01-  2499-3400-9001

Miscellaneous
Agency Treasury Activity which
and Receipt Generated Income Account for
Location Symbol Revenue AC Type of Collection
A01-01 142499 3400 9001 (Lease Fees)
A06-01 141830 3300 9001 (UtTIities pald by

Gov't employees)

(3) Suspense Accounts. In depositing funds into suspense the col-
lection location must state the agency, location, appropriation symbol
activity and income account as shown in the following example.

EXAMPLE: The coding of funds collected at the Aberdeen Area and de-
posited to suspense, would be shown on the collection voucher as:

A00-01~14X6875-0075-9016
Agency
and Approp.
Location Symbol Actvy. AC Income Account

A00-01 14X6875 0075 9016 (Unapplied Deposit Funds)

(4) Reimbursements from Federal and Non-Federal Services. In ac-
counting for reimbursements from Federal and non-Federal sources, the collec-
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tion location must show the agency, location, apppropriation symbol, activity
and income account as shown in the following example.

EXAMPLE: The proper coding for funds received from a non-Federal
source for reproducing copies of official documents at the Pine Ridge Agency
would be shown on the collection voucher as:

A06-01-1442100-3400-9301

Agency

and Approp.

Location Symbol Activity AC Income Report

A06-01 1442100 3400 9301 (Copies of official documents)
A06-01 1442100 3100 9306 (State)

(5) Revolving Loan Funds. In accounting for deposits for Revolv-
ing Loan Funds, the collection location must state the agency, location,
appropriation, sumbol, activity and income code as shown in the example
following.

EXAMPLE: Coding on the collection voucher for the repayment of a
revolving loan; principal and interest, at the Fort Berthold Agency
would be shown as:

A04~01-14X4409-1300-9585 (Loans)
A04-01-14X4409~1300-9570 (Interest)

Agency

and Approp.

Location Symbol  Activity AC Income Account
A04-01 14X4409 1300 9585 (Loans)
A04-01 14X4409 1300 9570 (Interest)

(6) Tribal Trust Funds. In accounting for deposits of Tribal
Trust Funds, the collection location must show the agency, tribal code
number, tribal Trust symbol, activity, and income account.

(a) If the deposit is for income, use Activity 2650,

(b) If the deposit is for a refund to the tribal Trust
appropriation, use 2651, 2652, 2653 or 2654 with the applicable income code.

(¢c) The following examples are provided.
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EXAMPLES:
- Tribal

Tribal Income
Agey Code Tribal Trust Symbol Activity AC Income Account
AQl 340  14X7211 (Cheyenne River) 2650 9713 (Grazing)
A04 301  14X7228 (Ft. Berthold) 2650 9743 (Rylts. O&G)
A0S 303 14X7222 (Ft. Totten) 2650 9715 (Land)

(7) Refunds to Appropriated Funds. In accounting for deposits as
refunds to appropriations, the collection location must show the agency,
location, project or tribal code, appropriation symbol, activity, element
and component, and object class. This requirement is also found in 42 BIAM
Supplement 2, Section 4.

EXAMPLES:
Loc.
Proj. or
Tribal Approp. Element
Agcy. Code Symbol  Actvy. AC & Compnt Object Class
AQ0 0l * 3400 01 4361 26N (Overpayment to
Vendor)
A00 01 * 3113 01 1374 41T (Educ. Grants)

(* Not necessary. Computer generated.)

(8) Other Collections. In addition to those collections which
are outlined above, there are several other types of collections which the
Bureau makes and must account for.

(a) Collections for Juror Fees and Other Fees of Government
Employees. Juror and witness fees paid to Goverrment employees (other than
those employees paid by the Secretary of the Senate or the Clerk of the
House of Representatives) by state or municipal courts, for serving on juries
or as Government witnesses while on cour: leave from their agencies, are to
be remitted to the Bureau for deposit. Juror and witness fees remitted to
the Bureau by its employees will be deposited as miscellaneous Treasury
treceipts in the Treasury to the credit of the appropriations from which the
employees are normally paid.
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(b) Collections by One Federal Agency for Another. There
are times when the Bureau will be in the position to collect and account for
funds that would normally be collected by another Federal agency. In those
instances the following procedures shall be used.

(i) Collections shall be deposited to the account(s)
of the other Federal agency unless otherwise authorized by law.

(i1)' Collections deposited by the Bureau into Treasury
on behalf of another Federal agency may be:

- Credited directly to the accounts of the other
Federal agency which should have received the collection, if Treasury has
authorized the collecting Federal agency to do so, or;

- Taken through the Bureau's accounts and subse
quently transferred by checks or vouchers to the other Federal agency.

(c) The Bureau is responsible for ensuring that adequate
safeguards are in place to protect the other Federal agency's collections
until those collections are either delivered to the other Federal agency or
deposited to Treasury.
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Form BIA=-4284

May, 1987 SCHEDULE OF COLLECTIONS
Schedule No. (1)
Sheet No. (2)
Received By: - (3) at (4)
(Typed Name) (Organization)

Date Received: (5)

- W < 2 .(&.-E}h’-w Year - A AR SRS . § 8 W Iy TS BN - - -

Check

and/or Brief Fund to be
Collection Description of Credited
Voucher Check Purpose for Which (Accounting
No. Date Name of Remitter | Collections were received Amount Data)
(6) (7) (8) (9) (10) (11)
TOTAL (12)
Forwarded to: (13) Received (16) » Subject to Collection.
(Date)
Date: (14) By: (17)
(Signature)
By: (15) Authorized Collection Officer
(Signature)

Authorized Collection Officer
Certificate of Deposit No. (18)
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PREPARATION INSTRUCTIONS FOR
SCHEDULE OF COLLECTIONS

The designated Collections Officer will prepare a Schedule of Collections
listing all remittances transmitted by collection voucher number. Each
Schedule of Collections will be numbered consecutively, beginning with number
00! each Fiscal Year (FY) and pre-fixed by the agency location code and the
last two digits of the fiscal year; e.g., 87 for fiscal year 1987.

For Alternate and Mail Clerk/Collection Officers, the initials of the
individual shall be added to the consecutive number.

EXAMPLE: KO01-87-001, which represents the first Schedule of Collections fo
FY 1987 at the Central Office agency in Albuquerque, and KO01-87-001AA reprg-
sents the first Schedule of Collections for FY 1987 at the Central Office
agency by Amos Aaron, Alternate Collection Officer.

The Schedule of Collections will be prepared in the original with two (2)
copies. One (1) copy will be retained by the location's Collection Officer
while the funds are in transit to the next level of collection activity;

e.g., the Area Office, or to the bank for deposit. The original and one (1) -
copy of the Schedule of Collections will accompany the funds to the next

level of collection activity; e.g., from an agency to an Area, whereupon
receipt for the collections on the Schedule's copy will be annotated and

the copy returned to the agency Collection Officer.

Remittances will be transmitted to the next level of collection activity in
a sealed envelope with the following inscription clearly stated thereon.

"TO BE OPENED ONLY BY THE COLLECTION OFFICER"

Item Description for the Schedule of Collections Illustration.

1. Schedule No. Each office that schedules checks, currency, and coins to
the another location for deposit shali assign a schedule number and enter it
into this space. The number will be configured as follows for control

purposes.

Scheduling Office Code Fiscal Sequential
Area/Agency _Location Year Number
EXAMPLE: K01-87-001 K01-51 87 001

The scheduling office must maintain a log of issued Schedule of Collections
numbers to avoid duplicates.
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2. Sheet No. Enter number of sheet included as a part of each Schedule of
Collections.

EXAMPLE: Sheet No. 1 of 2, 2 of 2 , etc.

3. Received by: Type in the name of the designated Collection Officer who
+has prepared the Schedule.

EXAMPLE: Received by: James J. Blue

4. At. Type in the name of the organization/office that the preparing
Collection Officer serves.

EXAMPLE: ...at Pagago Agencz

5. Date Received: Enter the month, day and year that the remittances being
scheduled for deposit were received by the preparing Collection Officer.

6. Check and/or Collection Voucher No. For checks, enter the number record-
ed on each remitter's check received. If cash, enter the word "currency"
and/or "coin" as appropriate. When transmitting Collection Vouchers (CVs),
enter the CV number being transmitted.

7. Check Date. Enter the issue date of each remitter's check received. 1If
cash, leave blank.

8. Name of Remitter. Enter the name of the remitter of each check being
scheduled. Also include the name of the financial institution the check is
drawn on and whether or not the check is personal, cashier's check, money
order, etc.

EXAMPLE: Sara A. Martin, First National
Bank of Oklahoma City, OK
Cashier's Check

9. Brief Description of Purpose for Which Collections were Received.

EXAMPLE: Refund of overpayment on Travel Voucher, Authorization
Number 7K01-51TA0001.

10. Amount. Enter the gross amount of the remittance.

11. Fund to be Credited (Accounting Data). Enter full accounting data that
the collection is to be credited to.

EXAMPLE: KO01-51/7/3500/7262/712/25N



42 BIAM Supp. 3
Illustration 1

Page 4 of 4

12. Total. Enter the total of all checks, currency, coin, money orders, etc.
that are being scheduled for deposit.

13. Forwarded to: Enter the name of the authorized Collection Officer that
the Schedule of Collections is being sent to. If the name of the Collection
Officer is not known, enter the name of the office; e.g., Phoenix Area Office.

14, Date: Enter the daée on which the Schedule was forwarded to the next
collection activity level.

15. By: Enter the signature of the authorized Collection Officer named in
three, above.

16. Received: Enter the date that the Schedule was received by the receiving,
authorized Collection Officer named and/or by the office cited in thirteen,

above.

17. By: Enter the signature of the receiving/receipting authorized Collec-
tion Officer. '

18. Certificate of Deposit No. Enter the pre-printec 3F~-215, Deposit Ticket
number against which the deposit is to be accounted for and which may be used

for research at a later date.

Copies and Distribution

1. The original and ope copy is sent to the next collection activity level;
e.g, the level of deposit, with the remittances being scheduled for deposit.

2. One copy is maintained by the scheduling Collection Officer; e.g., the
preparing office. This is maintained at least until the receipted copy of
the Schedule for Collections is received back from the next level's author-

ized Collection Officer.
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Urogeer < ~ T =oartment ot the Interior

Voo INDIAN A AR
tvev N De InldE

INREPLY REITR 10
Form BlA«428S NOTICZ OF DESIGNATION AND CERTIFICATION OF TRAIVING
May, 1987

Mesorsadumm

To

?rom :

Subject: Notice of Designation

You are heredy designated as at

, effactive R A As
Collection Officer you are suthorized to receive, handle, have cuszody of
or to sccount for mecnies, negotiasble fastrumenta, other remittances, cte=
payments for the collection of losns snd other funds received as a result
of the activities of the Department of the laterior, Buresy of Indian

Affairs.

CERTIPICATION OF TRAINING

This is to certify that the designee has been fully adviseed as to the
duties and respounsidilities, the procedures send requirements of accounta~
bility sand has received training and orieastatico for the Collection -
Officer position as stated above, and, as sppropriste snd cecessary, has
been furnished s copy o this manual supplement and sdequate sufeguarding
fac{lities i{n which receipt may be kapt.

Signature of Traloer S—lgn.tun of Designee
Title Title
Date: Date:
Des{gustion Recommended: Designatiocn Approved:
Title Title
Date: Date:
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Uniterd 3rjte~ Department of the Interior

DAt OF INDIAN ATFAIRS
WASNHINGTON DC 20245

INRIPLY REFFR TO
Porm BIA-4286 REVOCATION OF DESIGNATION

Mey, 1987
Masoracdua
To H
Prom H -
~

Subject: Revocstion of Designation

Your designetion as at
, ia heredby revoked effective with the close of bus-
iness , 19 . This revocation does not relieve you of

your personsl financial lisd{lity to the Pederal Goverment.

Sigoature

Title

RECEIPT
This 13 to cocfirm that I have received this official anotification of wy
revocation as Collection Officer effective with the
close of dusiness , 19 .
(Signature)

Date:
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FIELD RECEIPT AND PREPARATIONS INSTRUCTIONS
Porm No. $-777
nxnlﬂgf%'gr';ﬁtn’w'nou 0
BUT1a0 OF 1EBuex \rraiad N e 123456
Jwa sgpreved by Campirclier Gesernd, U4,
May 14, b4
Name _(1) _John Pete
Received of
Address Brevig Mission, AK
(2) ong and ~ccccceccess-80 1.80

Dessription of payment received: (3) cash

For maney erdans, dra/ti. shecks. snd sther aeeucis bis pugrs, g1 ve dremrtption, neinding
<ol ORI, 0ta.)

Bxi Na Pos Waat Quarey ,c.'; Awocwe i
(4) 3
_night letter
r 1S .80
OL 1.00
1.80
(5)
Torar. ' IS 1.80
$/1/76 (6) /s8/ Johan A. Doe
(Dueny (Sigmenm of sailseting ol pivyen)
Brevig Mission, AKX Field Collector Agent
(Cam) (Puntian)
Bamittanses, § 20t (s esh. v 2arpiod sbjont o colretion. CRIGIRAL
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The preceding facsimile of the Form BIA-777, Field Receipt, demonstrates the
proper preparation of this form. The various spaces to be filled in are
keyed to the instructions shown below.

(1) Enter full name and address of the remitter.

(2) Enter amount of collection, spelling out on the left-hand side of
the form, and inserting the numerals where called for.

(3) Describe the type of exchange received. 1If a check, show whether
it is a personal check, cashier's check or bank draft, giving name of bank,
date, amount and check number.

(4) Give complete itemization of what the collection covers.

(5) Show total amount of receipt.

(6) The receipt must be signed by the Field Collection Officer, showing
the date, name of station and title of the Field Collection Officer as "Field
Collection Officer.”
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DI-1040, BILL FOR COLLECTION AND PREPARATION INSTRUCTIONS
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Apovroc Agench A Clen [X-24N Jb:
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e (d* e (€ (g (=)

‘a3

(5

$585.5¢8

(13)
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The following are the general requirements for the completion of a DI-1040,
Bill for Collection.

(1) Bill No. Pre-printed Bill for Collection Number is repeated here.

(2) Make Remittance Payable To: Bureau of Indian Affairs. This des-
ignation is standard on all Bills for Collection issued within the Bureau.

.

(3) Date: The calendar date the Bill for Collection is prepared.

(4) Mail Payment To: In this space the Billing Clerk is to show the
complete mailing address of:

{(a) The originating office if the collection is to be received
there prior to deposit;

(b) The Central Office Division, Branch, Section and/or Unit
(Address to be announced through an Accounting Management Procedure memor-
andum by the Chief, Division of Accounting Management) designated to receive
the collection in a centralized environment, or;

(¢) The Treasury designated lockbox bank (address to be announced
through an Accounting Management Procedure memorandum by the Chief, Division
of Accounting Management) identified to receive remittances for:

(i) Trust funds, or;

(ii) General/administrative receipts, reimbursements and re-

funds.

(5) PAYER: This is the debtor, the party being billed, the individual
or corporation which has been identified as owing the Bureau money.

(a) Ildentify the name and address of the individual/corporation
being billed.

(b) In billing a current Bureau employee, include the individual's
Social Security Number.

(i) Use the employee's home address.
(1i) Do not use the Bureau's employing address.

(c) Be sure to include the Zip Code in the address.
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(6) Amount of Payment § : Leave blank. This is filled in by the
remitter at the time the payment is made.

(7) Date. Enter the date that the debt first became known to the
Bureau, the date that a lease payment or like receipt is due if on predeter-
mined schedule, or the date that the Bill for Collection is issued as may be

appropriate.

(8) DESCRIPTION. Describe, in some detail, what the billing is for
and/or in the case of an unbilled receipt, describe what the remittance is
for.

'

(a) The principal amount being billed is identified separatel
from any assessments being billed. 7

(b) Assessments, such as interest, penalties and handling chalges
are identified separately from the principal amount due and separately from
each other. .

(c) 1Included in this section of the Bill is also the standard -
statement used on all pre-billings as required. It reflects the terms and
conditions for repayment and alerts the debtor to additional liabilities if
those terms and conditions are not met.

(9) Quantity--.
(a) Unit Price - Cost.
(b) Unit Price = Per.

These columns are only used if the billing relates to quantities, unit prices
and unit amounts and the like. For instance, on an overpayment for a pur-
chase Order where you can clearly identify the number of units, their costs

and unit prices.
[
(10) Amount. Show the amount of money the Bill for Collection is issu-

ed for.

(a) 1f there is more than one item being billed for, or if the
billing is for a principal amount plus interest, penalties and handling
charges, there should be at least four separate entries and amounts shown in

the amount columns.

(11) AMOUNT DUE THIS BILL. This is the total of all items listed in
(10), above. It includes principal, interest, penalty and administrative/
handling charges as assessed. It is the total amount of what is expected to

be collected.
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(12) Accounting Classification. Insert the following type of informa-
tion in the order outlined.

(a) Appropriation symbol. See section 3.9Q, Classification of
collections for the appropriate symbol for the type of collection being
transacted.

'
§

(b) Agency and location. Use standard agency location code; e.g.,
H50-01, J52-01, KOO-51 and the like.

(¢) Fiscal year. The fiscal year is the year that the repayment
will be credited to. For instance, if you are billing in the current year
and the repayment wi)l be credited to that year; e.g., FY 87, the fiscal
year identifier shall be "7." 1If you are billing in the current year but
the repayment will be credited to a prior year such as FY 85, the fiscal
year identifier shall be "5;" except that: if the repayment will be credited
to an account that is three (3) or more years old, the fiscal year identifier

shall be "M."

Miscellaneous Treasury Receipt accounts do not require a fiscal year identi-
fier. Once the correct appropriation symbol is known, the financial account-
ing system acccunts for the amount correctly.

(d) Activity. Unless otherwise directed, use the activity that
generated the revenue; e.g., if 3500 generated the revenue than 3500 is used

to account for the repayment.

(e) Accounting Code. Enter appropriate accounting code a; follows.

(1) 01 - This code is used for all obligation-type transac=~
tions which require only standard or normal accounting treatment; e.g.,
expensing only.

(ii) 90 - This code is used to record all receivables and
collections other than refunds. Refunds will be recorded with the account-
ing code used in the original transaction; e.g., Ol.

(f) Element/Component. Refunds are credited back to the same
element/component (cost feature) to which the original disbursement was

charged.

(g) Work Order. Work orders may be required for certain refunds
and/or reimbursement transactions. Refunds are credited back to the same
work order as was used originally.

(h) Object class. This is only required for refund transactions
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and it is the same object,class to which the original disbursement was
charged. An object class is required for reimbursement transactions for
clearing account activities.

(13) At the very bottom of the Bill for Collection, the billing clerk
will enter his/her name; e.g., first initial, last name in full, and the
office in which the billing clerk works.

EXAMPLE: B. Wallace, Education
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(i) Work Order Numbers beginning with alphas "R," "S," and
"T" automatically generate reimbursement entries in the General Ledger.

(ii) These alphas are reserved for use only with approved
reimbursement authority and are not to be used in any other manner.

(h) Object class. Generally, no object class identifier is need-
ed for reimbursements.. An.object c¢lass is required for reimbursement trans-
actions for clearing account activities, however.

(13) At the very bottom of the Bill for Collection, the billing clerk
will enter his/her name; e.g., first initial, last name in full, and the
office in which the billing clerk works.

EXAMPLE: M. Martin, Finance

T
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(1) - (11) See Illustration 5 pages 1 through 3.

(12) Accounting Classification - Refund. Insert the following type of
information 1n the order outlined.

(a) Appropriation symbol. See section 3.9Q, Classification of
collections for the appropriate symbol for the type of collection being
transacted.

(b) Agency and location. Use standard agency location code;
e.g., H50-01, J52-01, K0O-5! and the like.

(¢) Fiscal year. The fiscal year 1s the year that the repayment
will be credited to. For instance, if you are billing in the current year
and the repayment will be credited to that year; e.g., FY 87, the fiscal
year identifier shall be "7." 1If you are billing in the current year but
the repayment will be credited to a prior year such as FY 85, the fiscal
year identifier shall be "5;" except that: if the repayment will be credited
to an account that is three (3) or more years old, the fiscal year identifi-

er shall be "M."

Miscellaneous Treasutry Receipt accounts do not require a fiscal year identi-
fier. Once the correct appropriation symbol is known, the adtomated account-
ing system accounts for the amount correctly as regards fiscal year.

(d) Activity. Unless otherwise directed, use the activity that
generated the revenue; e.g., if 3500 generated the revenue than 3500 is used
to account for the repayment.

(e) Accounting Code. Enter appropriate accounting code as follows.

(i) 01 - This code is used for all refund transactions which
require only standard or normal accounting treatment; e.g., expensing only.

(f) Element/Component. Reimbursements are credited to selected
element/component (cost feature) known as income codes. These are generally
in the 90 series of elements such as:

(i) 9000-9100 - Deposit Funds (including Miscellaneous Trea-
sury Receipts)

(ii) 9200-9300 - Reimbursements

(g) Work Order. Work orders may be required for certain reimburse-
ment transactions. Refunds are credited to the work order as identified
when reimbursement authority was granted.
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element/component (cost feature) known as income codes. These are generally
in the 90 series of elements such as:

(1) 9000-9100 - Deposit Funds (including Miscellaneous Trea-
sury Receipts)

(ii) 9200-9300 - Reimbursements

(g) Work Order. Work orders may be required for certain reim-
bursement transactions. Refunds are credited to the work order as identifi-
ed wnen reimbursement authority was granted.

(i) Work Order Numbers beginning with alphas "R," "S,{ and
"T" automatically generate reimbursement entries in the General Ledger|.

(i1) These alphas are reserved for use only with approved
reimbursement authority and are not to be used in any other manner.

(h) Object class. Generally, no object class identifier is need-
ed for reimbursements. An object class is required for reimbursement trans-
actions for clearing account activities, however. .

(13) At the very bottom of the Bill for Collection, the billing clerk
will enter his/her name; e.g., first initial, last name in full, and the
office in which the billing clerk works.

EXAMPLE: J. Jose, Accounting Management
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(1) - (11) See Illustration 5, pages 1 through 3.

(12) Accounting Classification - Non-Federal Reimbursement. Insert the
following type of information in the order outlined.

(a) Appropriation symbol. See section 3.9Q, Classification of
Collections for the appropriate symbol for the type of collection being

transacted.

(1) VWhen using appropriation symbol 1499, no fiscal year
identifier or object class code is required.

(1i) When using appropriation symbol 1099, no fiscal year
identifier or object class code is required.

(b) Agency and location. Use standard agency location code; e.g.,
H50-01, J52-01, KOO=-51 and the like.

(¢) Fiscal year. The fiscal year is the year that the reimburse-
ment will be credited to. For instance, if you are billing in the current
fiscal year using a standard OIP activity, the fiscal year would be noted as
"7." If you are billing in the current fiscal year for a prior year's
reimbursement, the fiscal year would be that of the prior year; except that,
if the reimbursement will be credited to an account that is three or more
years old, the fiscal year will be noted as "M."

Miscellaneous Treasury Receipt accounts, e.g., appropriation symbols 1499
and 1099, to not use fiscal year identifiers. Once the appropriation symbol
is transacted in the automated accounting system, the system will generate
all additional required transactions to ensure crediting to the correct

"year(s)."

(d) Activity. Unless otherwise directed, use the activity that
generated the revenue; e.g., if 3500 generated the revenue then 3500 is used

to account for the reimbursement.

(e) Accounting Code. Enter appropriate accounting code as follows.

(1) 90 - This code is used to record all receivables and
collections other than refunds. Refunds will be recorded with the account-
ing code used in the original transaction; e.g., Ol.

(i1) A Bill for Collection may be issued for refunds and
reimbursements where both 0l and 90 accounting codes would be used.

(f) Element/Component. Reimbursements are credited to selected
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the 90 series of elements such as:

(i) 9000-9100 - Deposit Funds (including Miscellaneous Trea-
sury Receipts)

(g) Work Order. Work orders are generally not used when trans-
acting Receipts

(h) Object class. Generally, no object class identifier is need-
ed for receipts.

(13) At the very bottom of the Bill for Collection, the billing clerk
will enter his/her name; e.g., first initial, last name in full, and the
office in which the billing clerk works.

EXAMPLE: S. Jesus, Real Property Management
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(1) - (11) See Illustration 5, pages | through 3.

(12) Accounting Classification - Non-Federal Reimbursement. Insert the
following type of information in the order outlined.

(a) Appropriation symbol. See section 3.9Q, Classification of
Collections for the appropriate symbol for the type of collection being
transacted.

(i) 141830 is the Miscellaneous Receipts Symbol.

(ii) When using appropriation symbol 1499, no fiscal year
identifier or object class code is required.

(iii) When using appropriation symbol 1099, no fiscal year
identifier or object class code is required.

(b) Agency and location. Use standard agency location code; e.g.,
H50-01, J52-01, KOO-51 and the like.

(¢) Fiscal year. The fiscal year is the year that the receipt
will be credited to. For instance, if you are billing in the current fiscal
year using a standard OIP activity, the fiscal year would be noted as "7."

If vou are billing in the current fiscal year for a prior year's receipt,

the fiscal year would be that of the prior year; except that: if the receipt
will be credited to an account that is three or more years old, the fiscal
year will be noted as "M."

Miscellaneous Treasury Receipt accounts, e.g., appropriation symbols 1499
and 1099, to not use fiscal year identifiers. Once the appropriation symbol
is transacted in the automated accounting system, the system will generate
all additional required transactions to ensure crediting to the correct

"year(s)-"

(d) Activity. Unless otherwise directed, use the activity that
generated the revenue; e.g., if 3500 generated the revenue than 3500 is used
to account for the reimbursement.

(e) Accounting Code. Enter appropriate accounting code as follows.

(i) 90 - This code is used to record all receivables and
collections other than refunds. Refunds will be recorded with the account-
ing code used in the original transaction; e.g., Ol.

(f) Element/Component. Receipts are credited to selected ele-
ment/component {(cost feature) known as income codes. These are generally 1in
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(h) Object class. Generally, no object class identifier is need-
ed for receipts.

ollection, the billing clerk

(13) At the very bottom of the Bill for C
last name in full, and the

will enter his/her name; e.g., first initial,
office in which the billing clerk works.

EXAMPLE: P. Ewey,‘Adﬁinistration
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DI-1040, BILL FOR COLLECTION AND ILLUSTRATION FOR CODING
AS A MISCELLANEOUS TREASURY RECEIPT
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(1) = (11) See Illustration 5, pages ! through 3.

(12) Accounting Classificatigon - Miscellaneous Receipt. Insert the fol-
lowing type of information in the order outlined.

(a) Appropriation symbol. See section 3.9Q, Classification of
Collections for the appropriate symbeol for the type of collection being
transacted.

(i) 14 1499 is a Miscellaneous Receipts Symbol.

(ii) When using appropriation symbol 1499, no fiscal year
identifier or object class code is required.

(iii) 14 1099 is another Miscellaneous Receipts Symbol.

(iv) When using appropriation symbol 10399, no fiscal year
identifier or object class code is required.

(b) Agency and location. Use standard agency location code; e.g.,
H50-01, J52-01, KOO-51 and the like. |

(¢) Fiscal year. Miscellaneous Treasury Receipt accounts, e.g.,
appropriation symbols 1499 and 1099, to not use fiscal year identifiers.
Once the appropriation symbol is tramsacted in the automated accounting sys-
tem, the system will generate all additional required transactions to ensure
crediting to the correct "year(s)."

(d) Activity. Unless otherwise directed, use the activity that
generated the receipt; e.g., if 3500 generated the receipt then 3500 is used
to account for the receipt.

(e) Accounting Code. Enter appropriate accounting code as follows.

(i) 90 = This code is used to record all receivables and!
collections other than refunds. This includes receipts.

(f) Element/Component. Receipts are credited to selected element/
component (cost feature) known as income codes. These are generally in the 90
series of elements such as:

(i) 9000-9100 - Deposit Funds (including Miscellaneous Trea-
sury Receipts)

(g) Work Order. Work orders are generally not used when trans-—
acting receipts.
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payee or the payee's estate, the check should be scheduled for cancellation
on the SF-1098 as prescribed above. (I TRFM 4=-7015)

(b) 1f the proceeds of an undeliverable check are still due and
payable, the agency should deface the check with the legend prescribed in I
TRFM 4-7030.20, and schedule the check for deposit on an SF-1185, "Schedule of
Undeliverable Checks for' Credit to Government Accounts."

(3) Item-by-item informational requirements on the SF~1098, are self-
explanatory.
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SF-1098, SCHEDULE OF CANCELLED OR UNDELIVERED CHECKS AND
PREPARATION INSTRUCTIONS

-
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(1) Cancellation of Available Checks.

(a) The SF-1098, Schedule of Cancelled Checks, will be used to
schedule checks which are available for cancellation.

(b) An original and two copies of the SF-1098 will be submitted
to the dsibursing office; the checks, if in the possession of the admini-
strative agency must accompany the SF~1098.

(¢c) The SF~1098, must be processed as follows:

(i) The original will be receipted by the disbursing office
and returned to the administrative agency as acknowledgement of the trans-
action and for submission with the agency's Statement of Transactions, as
support for the credit to the appropriation or fund account;

(ii) The first copy will be receipted by the disbursing office
and returned to the administrative agency with the original for retention in
the agency's accounting files, and;

(ii1) The second copy will be retained by the disbursing office
for its accounting document files.

(iv) The space provided for "D.O. Symbol No." will show the
disbursing symbol assigned to the office where the schedule will be processed.
If the disbursing symbol of the check being canceled is different from the
one shown in the schedule heading, it will be necessary to show immediately
below the columnar headings the wording "Checks Issued Over Symbol ,
before the checks are listed on the schedule.

(v) It is not required that the reason for cancellation be
shown on the SF-1098, however, agencies wmust note this information on the
related vouchers or payment records and, upon request, furnish the GAO such
details as may be required in the audit of the agency's accounts.

(yi) Miscellaneous payment checks will be deposited at the
earliest date, but not prior to the issue dates of the checks. Check

cancellations for which immediate credit has been requested will be deposited
immediately and the agency advised accordingly.

(vii) Canceled checks sent to the depositary for deposit will
be subject to collection the same as other checks.

(2) Handling and Processing Undeliverable Checks.

(a) If the proceeds of an undeliverable check are not due the
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EXAMPLE: ALC 14-20-0699 would be typed:

14-20-0699

Only two ALCs are authorized for IIM; 14-20-0699 and 14-20-4844.
.. (5) Amount. Block four will contain the total amount of the deposit,
including cents. Normal punctuation will be used, e.g., commas and decimal
points, however, dollar and cost signs will be omitted.

EXAMPLE: §9,999,999.99 would be typed:

9,999,999.99

(6) Use of block five, Memorandum Copy and Date Confirmed by the Bank.
When initially making a deposit, the depositor will retain the Memorandum
copy and the Agency Copy of the SF=215. Depositors may choose to update it
in the following manner:

(a) After the deposit is confirmed by the depositary and the Con-
firmed Copy is returned to the depositor, the depositor may transcribe the
confirmed date from block eight of the Confirmed Copy to block five of the
Memorandum Copy.

(b) HQD NOT SUBMIT MEMORANDUM COPIES TO TREASURY.

(7) Agency Use. Block six will be used to classification by appropria-
tion, fund to receipt account where Treasury has advised that such informa=-
tion is required to fulfill obligations of reporting for cash position manage-
ment, interest computation, investment actions, etc., or where required by
the Bureau's internal procedures. In addtion, separate document numbers for
Bureau use will be entered only in this block.
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SF-215, DEPOSIT TICKET AND PREPARATION INSTRUCTIONS
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(1) THE DEPOSITARY, IN ALL CASES, COMPLETES THE SF-5515, DEBIT VOUCHER.

(2) The SF-5515 is used whenever there is a negative adjustment to be
made in a deposit that has already been forwarded to the depositary.

(a) If a negative adjustment is needed and the depositor has iden-
tified the adjustment, the depositor is responsible for calling the deposi-
tary and advising it of the adjustment.

(b) 1If the depositary discovers that a negative adjustment is
necessary in a deposit, the depositary completes the SF-5515 and returns it
to the depositor.

(¢) 1In all cases, the depositary completes the SF=5515 and returns
it to the depositing location.

(3) There is a block five on the Debit Voucher that does not exist on
the SF-215. Block five identifies the type of adjustment that is being
made; e.g., Uncollectible Item or Other which is explainable in block six by
the depositary.

(4) The depositor is responsible for obtaining the Memorandum and
Confirmed Copies of the adjustment documents; e.g., SF-215, from the
depositary.

(5) The Memorandum Copy of the SF-5515 should be retained for reference
purposes.

(6) DO NOT SUBMIT MEMORANDUM COPIES TO TREASURY.
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(1) Preparation of Deposit Ticket. The deposit ticket 1s designed to
be processed on optical character recognition equipment; therefore, it is
essential that the following requirements be strictly adhered to.

(a) Typing blocks two, three, four and five must be single-spaced
horizontally and typed with certain fonts.

(b) Typeovers, erasures, and other corrections cannot be made to
entries in these blocks.

(c¢) All depositors are requested to use the American National
Standard Institute's Optical Character Recogniition A font (ANS1 OCR-A) ten-
pitch (10 characters to the inch) type when completing these blocks.

(i) 1If ANSI| OCR-A is not available, Pica, ten—pitch shoujld
be used.

(ii) An undersirable, but acceptable type font is Elite,
twelve-pitch.

(iii) Specialty types such as Adjutant, Advocate, Artisan,
Céourier, Delegate, Gothic, Italie, S3cribe, Script, etc., are not acceptable.

(2) Deposit Number. Block one of the SF-215 contains a pre-printed
six-digit number which is the only number used by Treasury's central account-
ing and reporting systems as the basis for generating audit and reconcilia-
tion reports for depositor agencies, therefore, the pre-printed number will
not be altered, typed over, or changed in any manner. In addition, although
this document is pre-numbered, it is not necessary to account to Treasury
for voided or spoiled forms.

(3) Date Presented or Mailed to Bank. Block two will be typed to
indicate the date that the document was mailed or presented to the deposi-
tary. The date will consist of two digit single-spaced groups 1n month, day,

and vear order, separated by hyphens and zero-filled for single digit dates.'

EXAMPLE: January 2, 1987, would be typed 01-02-87

(4) Agency Location Code (ALC). Block three will be completed using
the depositor’'s ALC. Only one depositor's ALC may be shown on each SF-215.
Entries will be left—justified (left to right) and single-spaced. Hyphens
will be used after the second and fourth digits of eigth-digit ALCs.

EXAMPLE: TIIM 4844 - Miscellaneous Receipt and Tribal 14-20-0699
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SF-5515, DEBIT VOUCHER AND PREPARATION INSTRUCTIONS
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(7) Date original remittance was received.

(8) Brief explanation of remittance.

EXAMPLE: ...tuition from Grand Canyon College; 3 hour course dropped...

(9) Amount of deposit. Reflects the total amount of the deposit made
originally.

EXAMPLE: Amount of depoSitececeeevererecrcsnssceasssss $ 265.00
Applied as explained in "Remarks' below... 65.00

(10) Balance authorized to be refundedecececeoeesss $ 200,00
(11) Remarks. Briefly explain the circumstances of the refund.

EXAMPLE: Mr. Jose paid for his tultion at Grand Canyon college, and
then he dropped the class. Grand Canyon College has returned
a portion of Mr. Jose's tuition to the Bureau, and the Bureau '
is now refunding that amount as it is due Mr. Jose.

(12) Title. The title of the individual authorizing the refund. The
individual authorizing the refund on the SF-1047 or SF-1048, must be a
Certifying Officer as defined in the Treasury Fiscal Requirements Manual.

EXAMPLE: Accounting Officer
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FORM SF-1047 OR SF-1048, PUBLIC VOUCHER FOR REFUNDS
AND
PREPARATION INSTRUCTIONS
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Refund Vouchers. The SF-1047 or SF-1048, Public Voucher for Refunds, will
be used for processing refunds due remitters.

(1) Voucher No. Similar to a purchase order number, this number is
assigned for the Miscellaneous Obligation Record log of sequential numbers
that is kept by the originating location.

EXAMPLE: 7K00-51M00001

(2) Schedule No. Leave Blank. This is assigned by Disbursements,
Albuquerque, NM, at the time the Voucher is processed for payment.

(3) U.S. Enter:

INTERIOR - INDIAN -~ (SPECIFIC LOCATION NAME)
EXAMPLE: INTERIOR - INDIAN - SACRAMENTO AREA OFFICE
(4) Location. Mailing address of originating location.
EXAMPLE: P. O. Box 587, Redding, CA 99123

(5) Appropriation or Fund. 1In all cases, the symbol or agency code or
other appropriate reference which clearly and unequivocally identifies the
appropritation or.fund affected must be shown in the accounting classifica-
tion space on all SF~1074 or SF-1048 vouchers.

EXAMPLE: 14-2100, 14X230l1, etc.

Additionally, the full accounting structure against which the
refund is to be costed is to be entered in this field.

EXAMPLE: 1472100 X54-01/7/XXXX/XXXX/X*X/XXX

(* The work order is used only when there was a work order used in the
original deposit account. If there was no work order in the original
deposit accounting information, there should be no work order used in
the refund of any overpayments remitted.)

(6) To/Address. Full name and address of the individual, company,
corporation, etc. that is to receive the refund.

EXAMPLE: Jesus M. Jose
1234 Tohono 0'Odham Way
Sells, AZ 85634
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SAMPLE DEMAND LETTER
FOR REQUESTING A NEW CHECK FROM REMITTER

(Appropriate Inside
Name, Street Address
City, State and Zip Code)

Dear (As Appropriate):

Your Check No. 117, dated March 19, 1987, drawn on the First National Bank

of Austin, TX, and made payable to the Bureau of Indian Affairs in the amount
of $100, was returned on April 15, 1987, for insufficient funds. You must
replace this check with a guaranteed remittance such as a Cashier's Check,
Postal Money Order, etc., immediately.

In addition to the $100 that is owed, you must also include a $15 returned
check charge making the new remittance due the Bureau of Indian Affairs
$115. The guaranteed remittance in the amount of $115 is to be made pay-
able to the Bureau of Indian Affairs and is to be sent to:

Bureau of Indian Affairs
Att: Collection Officer
(Originating Office's street,
City, State and Zip Code)

Upon receipt of the new guaranteed remittance, we will return Check No. 117
to you for disposal.

Questions regarding this letter may be addressed to me at the above referenced
address. You may also contact me by telephone during the hours of 8:00 a.m.
through 4:30 p.m. Monday through -Friday at (XXX) XXX-XXXX.

Sincerely,

Area Finance Officer
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WITNESS ABOVE:

III. Field Receipt, DI-1040 or other Receipt/Billing document reconciliation.

A. Received during the quarter ending:

(Mo/Dy/Y¥r)

Number Number ‘
From To - From To
B. Forms used during the quarter ending:
' (Mo/Dy/Yr)
Number ‘ S Number
From To : From To
Includes voided Bills:
Number Amount Reason for Void:
o
C. Unused during the quarter ending: :
(Mo/Dy/Yr)
Number Number
From To ‘ From To
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INTERNAL REVIEW CHECK SHEET
United States Department of the Interior
(Bureau/Office Name)
‘ (Sub-Location Name)
Date:
Memorandum
To: (Next Level Reviewing Official)
From: (Reviewing Level Official)

Subject: Intermal Review of Collections

Name of Collection Officer

Title of Collection Officer

Location of Collection Officer:

FINDINGS AND RECOMMENDATIONS

Part I. Findings Indicating Defiencies: (Point-by-point narrative presenta-=
tion of any and all deficiencies found in the internal review of collection

activities at the location.)

Part I1I. Corrective Recommendations: (Point-by=-point corrective action plan
recommendations to overcome the deficiencies noted in Part I, above. There
should be a corrective action for each deficiency and/or group of deficien-
cies. When rolling a group of deficiencies together, it should be indicated
in the corrective action plan recommendations which deficiencies have been

combined.)

Signature

(Title)
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J. For those who have been designated for less than three months, have
personal instructions been given in the performance of the Collec~-
tion Officer duties? Yes. No.

1) Name of Instructor/Trainer:

2) Date of Instruction/Training:

(Mo/Dy/¥r)
V. Goverment Funds Security Measures.
A. Type: Safe. Cash Box; Locking Non Locking. /

1) 1If locking cash box, who has the keys?

2) Who else has access to the keys?

3) 1f safe, date of last change of combination:

(Mo/Dy/Yr)
4) Individuals with access/possession to safe combination:

Name Title

5) 1Is any terminated employee in possession of the safe com-
bination? Yes. No. Remarks:

6) Does each Collection Officer have a separate cash box?
Yes. No. Remarks:

7) Who has custody of the sealed envelope with the safe combina-
tion?

8) 1Is a record of the date the combination was changed, the names
of the individuals in possession of the safe combination posted
on the inside of the safe's door? Yes. No.

B. Type of Security measures for unused Field Receipts, Pre-numbered
Bills for Collection, and/or other receipt/billing documents:

Safe. Cash Box. Other (Specify)
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QUARTERLY REVIEW WORKSHEET - COLLECTION OFFICER

Prepared by: Date:

Name of Collection Officer:

)
[

Location: Period of Review:

I. Funds on Hand:

A. Currency $
B. Coin
C. Checks

D. Money Orders/Certified Checks
(Attach Tape and List Numbers)

Total Funds on Hand: $

II. Unscheduled or Unreported Receipts on Hand:

List CV's, Nos, etc., not forwarded deposited and/or forwarded for
deposit to the Depositing Collection Officer.

Total Receipts on Hand: §

A detailed explanation must be given for any differences.
TO WHOM IT MAY CONCERN:

I certify that:

A. The above items constitute the total of Government collection in my
possession at this time. .

B. The above items in the amount of $ are the total presented
by me to for the purpose of conducting

this review.

C. The above items in the correct amount of $ were returned
to me by and the count verified by me.

(Collection Officer)
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’

Discrepancies. The following Receipt/Billing documents have not

been accounted for in the analysis made from Section Ii.A. through
II.C. of this worksheet.

IV. Authorized Designations.

A.

B.

o

D.

G.

H.

Date
Pesignated

Name of Collection Officer
(Primary):

Name of Collection Officer
(Alternate):

Name of Collection Officer
(Mail):

Name of Collection Officer
(Depositing) '

Name of Collection Officer
(Field) If same as any above,

so indicate; e.g, same as
"AH .

Name of others functioning as
Collection Officers without
Proper designation:

Effective
Date

Designations that should be
Rescinded:

Does Collection Officer have his/her notice of designation available
for immediate reference? Yes. No. Remarks:

Has the Collection Officer been thoroughly instructed and demon-
strate that he/she understands the duties and responsibilities asso-
ciated with the collection function? ___ Yes. ___ No.

Remarks:
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PREPARATION INSTRUCTIONS FOR FORM BIA-4287

Name of Collection Officer.

Office and Location.

Dollar value of unaccounted for funds.

Name of Collection Officer.

Office and Location.

Dollar value of unaccounted for funds.

Describe in detail the nature of the loss and that it was reported to the

local police department, local F.B.l., and to appropriate servicing U.S.

Department of the Treasury Disbursing Center or Regional Office.

Give the results of investigative efforts and indicate the procedures
in effect to safeguarding the handling of funds.

Name of individual.
Dollar value of unaccounted for funds.

Show current accounting classification and identify the name of the
office.
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Bill for Collection Process/Deposit Procedures:

A.

H.

Does this Collection Officer prepare Bills for Collection on items
for which this Collection Officer subsequently makes collections
but only when there was no pre-billing DI-1040 against which to
match the collection? __ Yes. ___ No. Remarks:

Does this Collection Officer match receipts received to pre-billing
documents, issue receipts appropriately and establish all collec-
tions received on the Form BIA-4284, Schedule of Collections?

Yes. ___ No. Remarks:

Are deposits being forwarded in accordance with the schedule as de
termined by amounts collected per day? Yes. No. Remarks:

Are collections accepted by appropriately trained and designated
employees only? Yes. No.

Are spoiled Field Receipts properly accounted for? Yes. No.

Are spoiled Bills for Collection properly accounted for? Yes.
No.

Are appropriate accountable files being maintained as required in

42 BIAM Supplement 3, 3.9J? Yes. No.

’

In this review, has special attention been given to the handling of
cash receipts and to possible document alterations? Yes.
No.
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PREPARATION INSTRUCTIONS FOR FORM BI1A-4288

Name of Collection Officer.
Sub-Bureau Location Name.

Amount.

Name of Collection Officer.

Amount.

Describe in detail the nature of the loss, that it was reported to the
local police department, Local F.B.I1. office, and to the appropriate
servicing Department of the Treasury Disbursing Center or Regional

Office.

Give the results of investigative efforts and indicate the procedures
in effect for safeguarding and handling the funds.

Name of Collection Officer.

Amount.

Show current accounting classification and identify the name of the
office.



42 BIAM Supp. 3
Illustration 18

Page 2 of 2

Instructions for Completing
REQUEST FOR PAYROLL DEDUCTION MEMORANDUM FORM

Leave Blank. This field will be completed by the Branch of Finance and
Administrative Accounting.

Enter name of BIA employee owing debt.
Enter Social Security Number of ‘BIA employee oﬁing debt.

Enter two character code from list below that identifies the BIA Area
where the employee owing the debt is currently statiomned.

'

Area Code Area Code
Aberdeen . AA Central Office KK
Anadarko BB Haskell LB
Billings ccC SIPI M
Juneau EE . IAIA M
Minneapolis FF Albuquerque MM
Muskogee GG Navajo NN
Phoenix HH Portland PR
Sacramento JJ Eastern ss

Enter amount tu be deducted per pay period. Do not use percent.

Enter total amount of DI~1040, Bill for Collection, including any inter-
est, penalty and administrative charges.

Enter the exact document reference number used to enter the DI-1040, Bill
for Collection into the automated accounting system. For example, if the
preprinted number on the DI-1040 was A0020000, and it was entered into
the accounting system as BC7A0020000A for the principal amount and BC7A0-
020000INT for the amount of interest, in block 7 use only BC7A0020000.

As you can see in this example, the alpha "A" and the suffix "INT" were,
dropped.

Leave these blocks blank. The appropriate block will be completed by the
Branch of Finance and Administrative Accounting.

This form must be signed by the Bureau line officer responsible for col-
lecting the debt; e.g., agency Superintendent, Superintendent for Educa-
tion, Area Finance Officer, and the like. Also include the officer's
phone number.
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Bureau of Indian Affairs
Form BIA~-4289
May, 1987

REQUEST FOR PAYROLL DEDUCTION MEMORANDUM FORM

Accountinhg Management

Memorandum
To : Division of Payroll Operations, Review and Analysis Branch
From :, Branch of Finance'and Administrative Accounting

Subject: Collection by Payroll Deduction of Government Indebtedness

Please inftiate a bi-weekly payroll deduction to being pay period (1),
as follows.

Name : (2)

SSN (3)

Bureau: Bureau of Indian Affairsa_Subbureau: (4)

Amount or Percentage to be Deducted Per Pay Period: § (5)
Total Amount to be Deducted: $§ (6)

Cost Account, if @gplicable: (7)

Purpose of Deduction: Federal Debt Recovery H.C.61A
Travel Advance $ H.C.65B
Travel Advance % H.C.65C

Health Benefit Coverage H.C.501

Approved By: (9)

ADMINISTRATIVELY RESTRICTED ~ INFORMATION SUBJECT TO PRIVACY ACT



