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I.  LEARNING OBJECTIVES.

    a.  TERMINAL LEARNING OBJECTIVES.  


    (1) Given access to applicable financial systems, internet connectivity, and the reference, manage disbursements ensuring accurate and timely disbursements of funds in accordance with DOD FMR 7000.14-R, Volume 5. (3404-FSCL-1003, 3402-FSCL-2003)


(2) Given access to applicable financial systems, internet connectivity, and the references, manage collections 

ensuring accurate and timely collection of funds in accordance with DOD FMR 7000.14-R, Volume 5.(3404-FSCL-1004, 

3402-FSCL-2004)

       (3) Given access to applicable financial systems, internet connectivity, and the reference, manage deposit tickets ensuring deposits are properly reflected on the Disbursing Officer's Daily Statment of Accountability (DD Form 2657) in accordance with DOD FMR 7000.14-R, Volume 5. (3404-FSCL-1006, 3402-FSCL-2006)
       
(4) Given a physical loss of funds, an erroneous payment, or an overage, and the reference, process irregularities ensuring the process to adjudicate the irregularity is completed in accordance with DOD FMR7000.14-R, Volume 5. (3404-FSCL-1008, 3402-FSCL-2009)

    b.  ENABLING LEARNING OBJECTIVES.



(1) Given access to automated systems, internet connectivity, and the reference access the applicable automated system ensuring accurate and timely disbursements of funds in accordance with DoDFMR 7000.14-R, Volume 5. (3404-FSCL-1003a, 3402-FSCL-2003a)


(2) Given access to automated systems, internet connectivity, and the reference process the business ensuring accurate and timely disbursements of funds in accordance with DoDFMR 7000.14-R, Volume 5. (3404-FSCL-1003b, 3402-FSCL-2003b)


(3) Given access to automated systems, internet connectivity, and the references, access the applicable automated systems ensuring accurate and timely collection of funds in accordance with DoDFMR 7000.14-R, Volume 5. 
(3404-FSCL-1004a, 3402-FSCL-2004a)


(4) Given access to automated systems, internet connectivity, and the references, process the business ensuring accurate and timely collection of funds in accordance with DoDFMR 7000.14-R, Volume 5.(3404-FSCL-1004b, 3402-FSCL-2004b)


(5) Given access to automated systems, internet connectivity, and the reference, access applicable automated system ensuring deposits are properly reflected on the Disbursing Officer's Daily Statement of Accountability (DD Form 2657) in accordance with DoDFMR 7000.14-R, Volume 5.
(3404-FSCL-1006a, 3402-FSCL-2006a)


(6) Given access to automated systems, internet connectivity, and the reference, process the business ensuring deposits are properly reflected on the Disbursing Officer's Daily Statement of Accountability (DD Form 2657) in accordance with DoDFMR 7000.14-R, Volume 5. (3404-FSCL-1006b, 

3402-FSCL-2006b)


(7) Given a physical loss of funds, an erroneous payment, or an overage, and the reference, access applicable automated system ensuring the process to adjudicate the irregularity is completed in accordance with DoDFMR 7000.14-R, Volume 5. (3404-FSCL-1008a, 3402-FSCL-2009a)


(8) Given a physical loss of funds, an erroneous payment, or an overage, and the reference, review applicable references ensuring the process to adjudicate the irregularity is completed in accordance with DoDFMR 7000.14-R, Volume 5. (3404-FSCL-1008b, 3402-FSCL-2009b)
II.  BODY                                            

1.  CERTIFYING COLLECTION VOUCHERS                 

a.  Types of Public Funds.  

       (1) Deposit Funds.  Deposit funds are amounts appropriated by the Congress and held in a general deposit fund by the U.S. Treasury subject to disbursement by disbursing officers of the United States.

           
(a) All check payments made by Marine Corps disbursing officers are made under these deposited funds held by the Treasury.

           
(b) Disbursing Officer's may make a check payable to themselves to obtain cash from these deposited funds by the use of an Exchange-for-Cash (Disbursement) check.

     
(2) Cash Funds. Cash funds when approved by the Commanding Officer may be held at personal risk, for making necessary or desirable cash payment of payrolls and vouchers.

        
(a) Cash funds are only to be used when required for official disbursements, that can't otherwise be paid by check.

          
(b) Disbursing Officers not requiring cash or a lesser amount of cash for official disbursements will not maintain a cash balance above what is required and will deposit all excess immediately.


b.  Types of Collections.     

     
(1) General Information.  There are three types of collections: receipts, reimbursements, and refunds. Collection of loss of funds, dishonored check or other receivables not creditable to an appropriation is NOT one of these three types.

          
(a)  Receipts.  Receipts are collections creditable to Treasury miscellaneous receipt accounts. Receipts are recognized by the absence of a fiscal year in the appropriation.  Receipts are collected into the Disbursing Officer's accountability by use of a DD 1131 Cash Collection Voucher.

          
(b)  Reimbursements.  Appropriation reimbursements are amounts earned and collected for property sold or services furnished to the public or to another U. S. government agency.  Reimbursements are recognized by the presence of an accounts receivable sales code within the appropriation.  These collections are collected into the Disbursing Officer's accountability by use of a DD 1131 Cash Collection Voucher.


       (c)  Refunds. Refunds are a recoupment (collection) of payments made in error. The appropriation is the same precise one shown in the disbursement voucher.  These collections are collected into the Disbursing Officer's accountability by use of a DD 1131 Cash Collection Voucher.

   c.  Collection Transactions.                   


   (1) General Information.  A collection can be either a vouchered or unvouchered transaction that increases the DO’s accountability. Each collection received by a DO shall be scheduled on the appropriate collection voucher form, verified, and recorded in the accounting records.


   (2) Voucher Supported Collection.  A voucher-supported collection effects a credit to a receipt or deposit fund account or to an appropriation, and involves either:



 
(a) Direct receipts such as cash, checks, drafts, and money orders:



  
(b) Deductions on payment vouchers to cover indebtedness due the U.S. Government;



 
(c) Other deductions on payment of vouchers such as deductions for purchase of savings bonds and Federal taxes;



 
(d) Or a transfer between appropriations or funds, or corrections of charges against and credits to them, using a SF 1080 (Voucher for Transfer Between Appropriations and/or Funds) or a SF 1081 (Voucher and Schedule of Withdrawal and Credits. In some instances, such as collections from dining facilities, only one collection voucher number is assigned for the entire accounting period (month) and the formal collection voucher is prepared as of the last business day of the month. 


   (3) Unvouchered Collection: An unvouchered collection occurs when the DO receives cash (or negotiable instruments) from an individual or organization that is not credited to an appropriation or fund and, therefore, not supported by a formal collection voucher. Examples of unvouchered collections include collections for: dishonored checks cashed; losses of funds; some check issue overdraft discrepancies; and, agent returns.   These transactions are documented for record purpose  by use of an OF 1017-G (Journal Voucher). 


   
(4) Vouchering:  To expedite the flow of funds to the government, collections (checks, money orders, etc.) shall be separated from accompanying accounting documents at the initial stage of processing and deposited.  If identification of the appropriation account to be credited cannot be made, then the collecting office shall prepare a DD 1131 for credit to either the **F3875 (Budget Clearing Account) (Suspense), the **X6500 (Advances Without Orders from NonFederal Sources), and other accounts as appropriate.  When proper classification has been identified, the collecting office shall prepare an SF 1081 charging the appropriate budget clearing account or deposit fund and crediting the proper appropriation or fund.  No check is issued for this transfer.  

   d.  Preparation and Distribution of DD Form 1131 (Collection Voucher).  

       (1) The blocks of the DD Form 1131 shall be completed as follows:



  
(a) Disbursing Office Collection Voucher Number:  The applicable functional area shall enter the voucher number in this block.



        1.  Collection voucher numbers shall be assigned consecutively starting at the beginning of each fiscal year. 



      
2.  Voucher numbers assigned to collection vouchers shall be identified with the disbursing office and not the disbursing officer. 



       
3.  The servicing DFAS Center or OPLOC (operating location) to whom financial reports are submitted will provide the DO with instructions for numbering vouchers.




(b) Receiving Office Collection Voucher Number: Use of this block is optional. If the receiving official control collections by locally assigned number, the receiving official shall enter the number in this block.




(c) Receiving Office: 

               
1.  Activity.  When collections are made by other than the disbursing office cashier, the receiving official shall enter the name and location of such activity. Leave blank when collections are made by the disbursing office cashier.




   
2.  Received and Forwarded By.  Enter the printed name, title, and signature of the designated receiving official. If a debtor turns in the remittance to the DO or cashier personally and the Receiving Office block is completed for reference, no signature is required. Normally, this block is left blank when collections are made by the disbursing office cashier.




(d) Date.  Enter date of the last collection shown on the DD Form 1131 or the date the DD Form 1131 is prepared by the collection official.



    (e) Disbursing Office.  Enter the name and location of the disbursing activity and the printed name, title, and signature of DO, in the applicable blocks. Signature is not required when the DD Form 1131 is validated by a cash control machine.




(f) Disbursing Station Symbol Number.  Enter the 4-digit DSSN.




(g) Date Received Subject to Collection.  This is the primary voucher date assigned by the functional area. It is the DO or agent accountability date.




(h) Period: From – To.  Enter the specific period encompassing collections reported on the form. For example: the date of the first collection on the voucher is the “From” date; the date of the last collection on the voucher is the “To” date. If all collections are made on a single date or no specifically designated period is applicable, leave the “From – To” blocks blank. Dates may be entered by the receiving official or disbursing office, as applicable.



  
(i) Date Received.  Enter the date cash (or negotiable instruments) is received from a remitter, or other date of incident. For example: date money found on base.



   
(j) Name of Remitter/Description of Remittance.  Enter the name of the individual remitter or company. Except for collections from over-the-counter sales (i.e., commissaries) and locally billed items (telephone service, housing, etc.), show each remitter’s name and SSN if collection is received from military member or civilian employee. If a name is not applicable, enter a description of the remittance. For example: money found on base.



   
(k) Detailed Description of Purpose for Which Collections Were Received.  Enter the purpose for collection. If information entered in the name of remitter and description of remittance block satisfactorily describes the purpose of the collection, leave blank.



    (l) Amount.  Enter the individual amounts collected from each remitter or each incident by accounting classification. When the DD 1131 is used as a cover voucher, enter overall totals by accounting classification.



 
(m) Accounting Classification.  Enter the complete accounting classification for the amount of each collection. 


  
(2) Collection Voucher Control Log. A DD Form 2659 (“Voucher Control Log”) is maintained daily for each collection voucher received or prepared in the disbursing office.  The DD Form 2659 is prepared daily.  The log will contain the collection voucher number; identification of the remitter (individual’s name or organization making the remittance); amount; and instrument of remittance (i.e., check, cash, travelers check, electronic funds transfer, or a no pay adjustment). Annotate the check/EFT trace number in column d (“Other”). 

      
(3) Distribution.  The original DD 1131 shall be forwarded to the servicing DFAS Center. Provide a duplicate to the remitter and retain a copy for the disbursing office.  Extra copies shall be prepared as required.



(4) Signature on Collection Vouchers. DOs, deputies, or agent officers sign the original collection vouchers. Signing is not be delegated or reassigned. Transfer, cancellation, or adjustment vouchers (SFs 1081, 1096, 1098) must be signed by the certifying officer or DO as applicable. When the same voucher is used both as a disbursement and collection voucher, the disbursement is considered the original and subject to the signature requirements above. The collection side (or portion) is not considered an original voucher and does not require a signature.
2.  US TREASURY CHECKS/DEPOSITS  
   
a.  U. S Treasury Checks:     

       
(1) General Information.  Disbursing Officers shall issue Treasury checks only in accordance with applicable laws and regulations for the following purposes:  military pay and allowances, civilian payrolls; public vouchers for purchases and services; travel claims, authorized advances to travelers and agents; deposits to the credit of the U.S. Treasury; and exchanges for cash. All U.S. Treasury checks are payable up to 1 year from the date of issue.  

        (2) Data elements for proper check preparation:

         
(a)  All data printed or typewritten on the checks shall be imprinted in such a manner that the print is permanent and not affected by erasure, smudging, moisture, handling, or any other method that might intentionally or unintentionally alter the printing without affecting the check itself.

  


(b)  Pay to the order of.  The payees name should be inscribed on checks in a manner to assure positive identification.  The correct order IS THE FIRST NAME, MIDDLE NAME or INITIAL AND LAST NAME.  The use of initial instead of the full given name is inadequate to provide positive identification of the rightful payee.  When a payee’s SSN is entered on the check, the SSN should be inscribed in a location where, if mailed, it will not be visible in the envelope window.




(c)  Date.  The date is to be printed on the right side of the check below the DSSN and check number.




(d)  Numeric Dollar amount.  Numeric dollar amount is to be printed in the upper right quarter section of the check in the area above the signature of the DO, and below the checking account symbol.  Should be in horizontal alignment with the name of the payee or the amount in the body.  Money amount should be preceded by a dollar sign followed by Asterisk to fill the allotted area completely.




(e)  Written Dollar Amount.  The printing of the amount on the body of the check in words offers greater protection against the alteration of amounts.


(f)  Other Special Information.  Special information (e.g., distribution code, computer or typewritten check serial number, SSN, or explanations for check issuance) should be printed at the bottom of the check to the left of the signature area.  When checks are drawn for public vouchers or payroll payments, the disbursing office voucher number may be inserted on the check at the option of the DO.


(g)  Area for Drawers Signature.  Each check issued shall bear one of the following: the manual signature of the DO; an approved facsimile signature of the DO; or the manual signature of a deputy DO who has been appointed as a Deputy.  All signatures on checks shall be of permanent dark blue, blue-black, or black ink.


b.  Exchange-for-Cash Checks:

       (1) Accommodation for exchange for cash checks are only permitted when banking facilities do not exist and typically doing business overseas.




(a)  When Exchange-for-Cash checks are issued to a deputy, agent, or cashier as an advance, a DD form 1081 is given to the DO by the person in receipt of the check.




(b)  Checks shall be endorsed to the order of the bank furnishing the cash or, when cashed by another DO, to such officer by title and activity rather than by name as “Pay to the order of Disbursing Officer (name of ship, station, activity, or unit)”.




(c)  When authorized in writing by the DO, deputy DO’s may inscribe exchange-for-cash to themselves for purposes of obtaining operating or accommodation cash.  Support the exchange for cash check with an OF 1017 (Journal Voucher). 
   
c.  Exchange-for-Cash-Remittance Check:

       (1)  Exchange-for-cash-remittance checks are drawn for funds found in the personal effects of persons who are dead or missing or whose whereabouts are unknown (including absentees and deserters).

       (2)  The check shall be made payable to the payee designated by the officer (Commanding Officer) having custody of the personal effects.

       (3)  The object for which drawn shall be "Exchange-for-Cash-Remittance; personal effects of (name, rank, or rate, file or service number)".

   
d.  Voided Checks:  

       (1) A check will be classified as voided when it is:

         
(a) misprinted or mutilated during the issue process.

         
(b) it is to be replaced with another check, if the payment involved is proper.

         
(c) unused checks should be reported as voids.

          
(d) it has not been reported as a check issue.

       (2) Once a check has been reported as a check issue it cannot be voided, these checks must be treated as canceled.

       (3) A check that is voided must be included on the record of checks drawn as a check issue and have a dollar value of zero.

       (4) All void checks will be rendered non-negotiable by typing or stamping the words "VOID-NOT NEGOTIABLE. NO CHECK ISSUED UNDER THIS NUMBER" or “VOID-NOT NEGOTIABLE: REPLACEMENT CHECK ISSUED UNDER CHECK NUMBER _________” on the face of the check.

       (5) Void checks will be destroyed once each quarter, by burning or shredding. A certificate of destruction will be prepared listing the serial numbers and methods of destruction, signed by the DO and a witness. 

   
e.  Cancelled Checks:

       (1) Checks will be canceled when the amount is not due the payee or the payee’s is no longer entitled to the proceeds of the check or the check is undeliverable for 60 days after the month of issue. Under no circumstances will a check be cancelled  using the procedures in this section if the check is over 1 year old.  
         
(a) All undeliverable checks shall be kept in a safe or vault. 



(b) Records of undeliverable checks using a DD Form 2658 (Returned and Undeliverable Check/Bond Record) that indicates: date the check is returned, check number, check date, amount, payee, voucher number, disposition, and date of disposition will be used.

    
(2) Disbursing officers may cancel checks drawn under their own official checking account, under the account of a predecessor at the same activity and DSSN, or under an account they are settling.



(3) Canceled check transactions will be processed in a manner similar to that for collections.  Upon receipt of a check to be canceled, prepare an SF 1098 as the collection voucher and credit the appropriation charged when the payment was made. All lines of accounting data charged and credited on the original disbursement voucher shall be shown on the SF 1098. Assign a collection voucher number to the SF 1098 and print this number and the date of collection on the reverse of the canceled check. The canceled checks shall be deposited for credit to the DSSN used by the DO making the cancellation. Payee’s endorsement on the reverse of the check is necessary; only the DO's endorsement stamp is required.  



(4) The checks will be deposited for credit to the DSSN used by the disbursing officer making the cancellation.

       
(5) Disbursing officers will ensure that there has not been any stop payment action taken on the check being canceled.

       
(6) If the check is being canceled for pay and allowances, a credit cancel check entry to the members MMPA must be made.

       
(7) Canceled checks will be stamped on the face with the Statement, "NOT NEGOTIABLE - FOR PAYMENT AND CREDIT IN THE U.S. TREASURY.  D.O. SYMBOL               ".  The letters of the legend should be of prominent size to remove all possibility of negotiation.

       
(8) Canceled checks do not need not be deposited on a daily basis. The canceled checks may be held in the DO's safe or vault until a consolidated SF 215 is prepared. Deposits will be forwarded to the Federal Reserve Bank (FRB) not later than the 25th of the month in which received. Checks received for cancellation during the remainder of the month shall be processed as collections, but may be retained and deposited in the following month. All CONUS DOs will deposit all canceled U.S. Treasury checks with the nearest FRB. DOs located in Alaska, Hawaii, and in foreign countries will deposit with the general depositary normally used for making deposits for credit to the Department of the Treasury's General Account

       
(9) Claims for the Proceeds of Canceled Available Checks. When a claim is received for the proceeds of a canceled available check and it is determined that all or a portion of the amount is due the claimant, payment shall be made on a payroll or other voucher prepared, processed, and certified in the same manner as a current payment. Claims will be paid by the disbursing office that made the collection and deposited the original undeliverable check. This does not preclude an undeliverable military paycheck from being canceled by the issuing DO so that the member may be paid at a new duty station. The disbursement will be made on an SF 1034 and charged to the accounting data credited on the SF 1098, referencing the original undeliverable check by serial number, amount, DSSN, the month and year, and account in which the undeliverable check was collected. A record of the claim and disposition shall be entered on the DD Form 2658. 
 
f.  Certifying Deposit Tickets  
       (1) Cash Fund Held at Personal Risk: Disbursing officer, deputy, disbursing agent, and cashier will request authority to hold cash at personal risk from the appropriate approving authority. These cash funds include:

          
(a) United States currency and coin on hand

           
(b) Foreign currency and coin on hand

           
(c) Imprest funds and change funds

           
(d) Cash on deposit in a Limited Depositary Checking 
               Account

       (2) Disbursing Officers outside the United States are authorized to maintain official checking accounts with banks designated by the Secretary of the Treasury.  

   
g.  Disbursing Officer's Source of Funds:

       (1)  The obtaining of cash funds by transfer from another Disbursing Officer without the issuance of an exchange-for-cash-check is authorized only upon the relief of a Disbursing Officer and only from the Disbursing Officer being relieved.

       (2) The disbursing officers are authorized to draw exchange for cash checks for procurement of cash to meet authorized requirements.  Funds may be obtained from other DO’s, FRB, FRB branch or any commercial bank willing to provide the service.

   
h.  Requirements for Transporting Cash Funds:  

       (1)  The Commanding Officer and the security police (MP's) will be notified whenever the Disbursing Officer or any person leaves the disbursing activity with official cash funds in excess of $10,000.00, or for the purpose of picking up official cash funds in excess of $10,000.00.

       (2)  Cash shall be secured at all times.  Safeguarding of funds is a command responsibility, the decision of whether or not to have an armed escort, how many, or the type of transportation to be used is all part of the command's responsibility.
    i. Types of Negotiable Instruments:  

       (1) All funds received/collected by the Disbursing Officer or his agents, which are not required for current disbursing operations, and including all checks and other negotiable instruments, will be deposited with a general depository.  These negotiable instruments are:

           (a) Cash

           (b) Checks

           (c) Drafts

           (d) Money Orders, Traveler's Checks etc.

   
j.  Frequency and Timeliness of Deposits:

       (1) Deposits will be made on a daily basis if the volume of receipts is $5,000.00 or more.

       (2) If daily receipts are less than $5,000.00, they may be held until the total of all receipts equals $5,000.00.

       (3) Deposits shall be made by Thursday of each week, regardless of the amount accumulated.

       (4) Deposits should be limited to one per day.  However, cash and checks will not be combined on one Standard Form 215 when depositing with a Federal Reserve Bank or Branch.  A separate Standard Form 215 will be prepared for each.  A cash deposit and a check deposit on the same day constitute one deposit per day.

       (5) Deposits made over the counter at commercial banks must always show the bank's business day at the time of deposit in block (2) of the Deposit Ticket (SF 215).

       (6) All DO’s in the U.S. shall deposit Treasury checks in the sum of $5,000 or more with the nearest FRB of branch.

   
k.  Places to Deposit Negotiable Instruments:

       (1) All negotiable instruments, (except those payable only on foreign banks) payable in U.S. dollars will be deposited to the account of the U.S. Treasury with:

           (a) Federal Reserve Bank

           (b) Federal Reserve Bank Branch

           (c) Approved U.S. Government General Depository

       (2)  All checks drawn on foreign banks and payable only at foreign banks will be deposited with:

  Citibank, Global Check Clearing Collections, P.O. Box 5300, New Hyde Park, NY  11042-1119
   
l.  Endorsement for Deposit:  
       (1) Checks deposited at General Depository:  All checks, drafts and money orders in payment of an obligation due the United States, will be endorsed on the back within 1 1/2 inches of the trailing edge as follows:

           U.S. Marine Corps DSSN           
           For credit to the U.S. Treasury
           Date                
           (a) The blank at "DSSN" should contain the activity disbursing station symbol number.

           (b) The blank at "Date" should contain the date of deposit and must correspond with the bank's business day.

           (c) If the 1 1/2 inch space has been used, the endorsement may be placed in the upper right hand corner, no more than 3 inches from the leading edge of the check.

           (d) All deposits must be accompanied by a Deposit ticket (SF 215), and a adding machine tape or other listing, showing each individual check and total amount of the deposit.

       (2) Checks deposited to Federal Reserve Bank or Branch:  U.S. Treasury check deposits in excess of $5000.00 and all cancelled Treasury checks must be deposited with a Federal Reserve Bank or Branch. They will be endorsed on the back within 1 1/2 inches of the trailing edge as follows:

           DSSN                       
           For credit to the U.S. Treasury 
           Date                        
           (a) The blank at "DSSN" should contain the Cash Link Identification Number, which includes four zeroes, the DSSN, a hyphen, and a check digit. 

           (b) Checks deposited with an FRB or branch shall be accompanied by an adding machine tape or a copy of the Standard Form 1098 (Schedule of Canceled Checks), showing the amount of each check and the total of the deposit.  When depositing cancelled checks, the CV# and CV date is also included in the endorsement.

           (c) All negotiable instruments that are deposited must be accompanied by a Deposit Ticket (SF 215).

   
m.  Record of Negotiable Instruments Deposited:

       (1) Disbursing Officers shall keep a complete descriptive record of all negotiable instruments mailed or presented to depositaries. This record may be photocopy or microfilm records of both sides of the instruments if the source of the instruments is shown.

       (2) When photocopying or microfilming facilities are not available, the record shall be a typed or written list containing the:

           (a) Source of the instrument.

           (b) Name of the financial institution on which drawn.

           (c) Type of instrument.

           (d) Serial number.

           (e) payee, maker, date drawn and amount.

   (3) If an item (check) is lost in the banking channels, the D.O. may be held liable if the maker of the checks cannot be identified in order to contact that person for a replacement.  Therefore, copies will be kept until receipt of deposit is acknowledged.

   
n.  Receipts of Cash to be Deposited: 

       (1) All receipts of cash in excess of the amount authorized to be held, at personal risk, must be deposited to the Treasurer's account.  The four types of cash collections we covered in a previous class are RECEIPTS, REIMBURSEMENTS, REFUNDS and UNVOUCHERED collections.


o.  Deposit Ticket (Standard Form 215) Preparation: 

       (1) All deposits will be made using a Deposit Ticket (SF 215).

       (2) Deposit tickets are 5 part, pre-numbered forms.

       (3) The deposit ticket will be typed with an ANSI-OCR -A 10-pitch type. If unavailable, PICA 10 pitch should be used, an undesirable, but acceptable type font is ELITE 12 pitch. Specialty types such as adjutant, courier, script etc. are not acceptable.

       (4) The Standard Form 215, Deposit Ticket will be prepared as follows: 

 
        
(a) Deposit Number: Each form contains a six-digit deposit ticket number.  Although pre-numbered it is not necessary to account for neither voided or spoiled forms, nor is it necessary to utilize the forms in strict sequence.

            (b) Date Presented or Mailed to Bank:  Type the date that the document is mailed or presented to the depository. The date will consist of 2 digit single spaced groups in month, day, and year order, separated by hyphens and zero filled for single dates.

            (c) Eight Digit Agency Accounting Station Code or Four Digit Disbursing Office Symbol:  Type the nine digit CIN for deposits to an FRB or branch, or the four digit DSSN for deposits to general depositaries.  Entries shall be left justified and single-spaced.

            (d) Amount:  Type the total amount of the deposit, including cents.  Normal punctuation of commas and decimal points shall be used, however, dollar and cent signs shall be omitted.

            (e) Date Confirmed by Bank:  Leave blank.  To be completed after confirmed copy is received from the depositary.

            (f) Agency Use:  This block may be used to enter descriptive data regarding the deposit such as: Prepared by    ; Verified by or Deposited by         ;  with the applicable initials of the person who performed these tasks.

            (g) Name and Address of Depositary:  Type the name and address of the depositary to which the SF 215 is mailed or presented.

            (h) Depositary Certification:  Leave blank.  The depositary will complete this block.

            (i) Depositor’s Title, Department or Agency and Address: Type the complete mailing address of the disbursing activity in this block. For the purposes of this period of  instruction the address utilized will be: Disbursing Officer, 7th FSSG, FMF, Camp Lejeune, NC. 28542-5050
   
p.  Distribution of the Deposit Ticket (SF 215):

       (1) The original, depository, and confirmed copies of the SF 215 are submitted to the depositary along with the funds being deposited.

       (2) The confirmed copy will be returned after the deposit is made and will always be submitted with the original financial returns, however if the confirmed copy has not been received from the depositary, the memorandum copy will be submitted to the DFAS as part of the original financial returns.

       (3) The agency copy is retained by the Disbursing Officer for his retain records, after inserting the confirmed date.

   
q.  Debit Voucher (Standard Form 5515):

       (1) When a check is returned unpaid to the depositary with which the check was originally deposited, the depositary any prepare and execute a debit voucher to charge the depositing DSSN.  The depositary may also prepare a debit voucher whenever a check is lost after deposit. SF 5515s may also be issued by depositaries and by the Treasury Department to establish other valid charges against a DO’s account. 
       (2) The Disbursing Officer shall immediately record all debit vouchers in the DD Form 2657 (Daily Statement of Accountability). The Debit voucher will also be included in the SF1219 for the month in which is received.
3.  ELEMENTS OF A PUBLIC VOUCHER  

    a.  Nature of a Public Voucher:

       (1) A public voucher constitutes the authority for U.S. Government agencies to pay for purchases of equipment, materials, supplies, and services other than personal.

       (2) When correctly prepared, properly signed, and supported by all necessary substantiating documents, a public voucher constitutes authority for a disbursing officer to make partial, complete, final, progress, or advance payments as required.

       (3) A public voucher is the data source for accounting information used to record changes in the status of appropriations and funds under the responsibility of the U.S. government.

       (4) When finally accomplished, the public voucher represents legal evidence that an obligation of the Government has been liquidated and must be retained for that purpose.

   
b.  Requirements of a Public Voucher:  

       (1) A public voucher is correctly prepared when:

           (a) The payment discharges a legal liability of the United States Government;

           (b) The written evidence assembled in support of the payment is complete and adequate;

           (c) The voucher is charged to an appropriation or fund available for and properly applicable to its payment;

           (d) The control over disposition of the public voucher (original and copies) and the maintenance of permanent records is such that there exists no possibility for duplicate payment and/or overpayment by the Government;

           (e) The accounting data is accurate and complete so that proper abstraction and adjustment of appropriations and/or funds may be accomplished.

   c.  Background of Public Vouchers Subject to the Prompt Payment Act:

       (1) The Prompt Payment Act was initiated because of the efforts by businessmen who were having chronic problems in obtaining timely payment for materials and services provided to Federal departments and agencies.

       (2) These delays in payments occurred despite numerous administrative regulations, which required expeditious processing, and payment of invoices.

       (3) The requirement for an agency to make interest payments whenever that agency fails to make payment promptly was viewed by Congress as the most effective means of ensuring compliance with the regulations.

       (4) It was emphasized during the Congressional hearings on the Prompt Payment Act that businesses preferred timely payment without interest to late payment with interest.

       (5) The interest payment provisions of the Act are viewed as a penalty for failure to accomplish the important mission requirements of making payment on time.

       (6) Congress anticipated that interest payments would be minimal, and no additional funding has been or would be provided for the purpose of paying interest.

       (7) The Act requires that reasons for late payment must be identified and reported, so that management officials can determine the frequency of these payments and take corrective action as warranted.

       (8) With implementation of the Prompt Payment Act, the expected results were not only in timely payments, but also in better relationships with suppliers, improved competition for government business and reduced cost for goods and services.

   
d.  Invoice Processing:

       (1) Proper Invoice: To be considered a proper invoice the following must be contained in the invoice:
          
(a) Name and address of contractoran itemized bill, often called an invoice, for property or services rendered.




(b) Invoice date. 

 
(c)
Contract number or other authorization for supplies delivered or services performed (including order number and contract line item number). 

 
(d)
Description, quantity, unit of measure, unit price, and extended price of supplies delivered or services performed. 
 
(e)
Shipping and payment terms, (e.g., shipment number and date of shipment, prompt payment discount terms). 
 
(f) 
Name and address of contractor official to whom payment is to be sent (must be the same as that in the contract or on a proper notice of assignment). 

 
(g) Name (where practicable), title, phone number, and mailing address of person to be notified in event of a defective invoice. 

 
(h) Any other information or documentation required by the contract, such as evidence of shipment. 
 
(i) It is not necessary for an invoice to be totally free of defects in order to be proper and to create a valid demand upon the government. Although individual circumstances vary, in general, the activity approving or making the payment must be able to determine that:   

                1.  The goods and services being billed were in fact ordered and received
                2.  Payment requested by the business who provided th goods or services
            (j) Errors in contractual documents must be corrected by formal modification.  Disbursing office personnel will notify the contracting office personnel of items in the contract that need to be corrected.  Contracting personnel will make the changes through a formal modification. Disbursing office personnel will not make any changes to contracts.

       (2) Acceptance:

           (a) Actual Acceptance is defined as formal certification that goods and services have been received and they conform to the terms of the contract.

           (b) Constructive Acceptance is considered to take place  not later than 7 calendar days after delivery of goods or services.  In the event that actual acceptance takes place within the constructive acceptance period, the due date will be based on the actual acceptance date.

   
e.  Computation of Payment Due Date:

   (1) General:  Payment of a properly approved invoice will be made as close as possible to, but not later than, the due date specified in the contract. In general, contracts with no specific payment due dates will be paid as close as possible to, but not later than, 30 calendar days following the later of the following three events: 

          (a) Execution of a valid, signed, contractual document. 

          (b) Receipt of the invoice by the activity designated in the contract. (If no invoice is required, e.g., certain periodic lease agreements, payment should be made in accordance with the specific terms of the contract.) If the receipt date of the invoice is not annotated on the document, the date of the contractor's invoice will be used. 

          (c) Acceptance of goods or services by the activity designated to perform this function. For bill paying purposes, this date will be the earlier of actual acceptance or constructive acceptance. 

EXAMPLE:
Latest date is 8/3 which will be the date used to figure the Net Due Date   

Invoice Rec'd:   8/1    
Matl/Svc Rec'd:  8/1        

Mat'l/Svc Accept:8/3
III.  REFERENCE:


1. DOD FMR 7000.14-R, Volume 5 DOD Financial Management 
       Regulation, Disbursing Policy and Procedures

2. DFAS-CL 7220.31-R Marine Corps Total Force Automated Pay 

   Systems Manual(APSM)
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