Attachment 2 

Supplemental Guidance for Implementing EFT Policy 

Procurement/Contracting Offices - Vendor & Miscellaneous Payments for All non-Employee Payments (e. g., corporations, partnerships, sole proprietorships, other non-Federal government entities) 

· Provide and attempt to collect EFT enrollment form (TFS 3881 or similar document) at the time the vendor is selected. 

· Include appropriate contract language based on current Federal Acquisition Regulation provisions regarding use of EFT.

·  Obtain the vendor's Taxpayer Identification Number (TIN). 

Personnel Offices - 

(Note: The Government Management Reform Act of 1994 requires all Federal Employees hired after January 1, 1995 to be paid by EFT.  Treasury and Departmental EFT Policy identifies specific hardship conditions under which waivers from the EFT waiver will be granted.) 

New Employees: 

· Inform new employees of the requirement that all employee salary and related payments be made via direct deposit (DD)/EFT. 

· Provide all new employees with the appropriate EFT registration form.

· Keep a copy of the Department's EFT Policy on hand for reference if questions relating to waivers are raised by the new employee.
Current Employees: 

· Work with the Denver Administrative Service Center to identify and try to enlist current paper check payment employees in the DD/EFT program.  A program should be adopted that periodically informs all non-EFT employees of the DCIA's EFT requirements. 

Finance Offices- 

Vendor Pavment (All non-employee payments regardless of entity type): 

· If TIN or EFT information is not already on file by the time a vendor invoice is received, the following steps should be followed: 

1. Determine if the vendor is an individual (or sole proprietor) -- if so, a waiver based on condition one can be granted if the vendor claims a hardship. 

In response to previous concerns, should a vendor claim to be a sole proprietor, accept it at face value unless it is obvious that the payment is being made to a corporation (e.g., "Inc.", "PC", "Ltd", etc. are present).  Such claims can be made verbally or in writing.  It should be noted, however, that all payees are required to provide the TIN. 

2. Determine whether waiver condition six (one-time payment and cost considerations mitigate against payment by EFT) or waiver condition seven (public exigency rules out use of EFT) apply.  Bureaus have been delegated the authority to make these determinations on-the-spot, when necessary. 

3. If items 1 and 2 above do not apply, the invoice should be returned to the vendor as a defective invoice (under Prompt Payment Act Rules, OMB Circular A-12S).  The Finance Office should provide the vendor with the DCIA' s EFT and TIN requirements, a statement describing the benefits of EFT (model language can be found in 31 CFR 208 Appendix A and Appendix B), a "sign up" form (TFS 3881 or equivalent) and, at the discretion of the bureau, a copy of the waiver conditions are cited in Attachment 1. 

4. The vendor should be advised that further action in processing the invoice will be deferred, pending receipt of the information requested in item 3 (i.e., TIN and/or EFT information), or the receipt (and subsequent granting) of a waiver request. 

After waiting a reasonable response period (generally 30 days) or until a second (or follow up) invoice is received, the vendor should have: 

a) provided the TIN and EFT information, 

b) requested a waiver, or

c)   expressed (or implied) refusal to provide the information. 

5. If a waiver request is submitted, it should be reviewed to ascertain whether the waiver conditions described in Treasury regulations are met. 

6. Invoices associated with waiver requests that are denied should be treated as "one-time" payments (and payment can be made by non-EFT mechanisms).  Since the Prompt Payment clock becomes suspended in step #3 above, no payment interest penalties are due.  Every effort should be made to locate an alternate source for the goods/services where payment by EFT will be accepted. 

Other Employee-related Payments: 

· Presume that if an employee is currently receiving salary via DD/EFT, then all other employee related payments can be made to the same account.  However, employees should be provided a notice describing when a payment is sent to their bank, the nature of the payment, the amount, and the procedures to follow if they want future EFT payments to go to a different bank account (i.e., different than where their salary goes). 

