
Transmittal Letter No. 629 Volume I 

To: Heads of Government Departments, Agencies, and Others Concerned 

1. Purpose 

This transmittal letter releases revised I TFM 4-1000: Introduction. This part prescribes requirements 
on disbursing transactions to agencies for which the Financial Management Service disburses, as 
authorized by the Department of the Treasury under 31 U.S.C. 3321, and to the Government 
corporations and Treasury’s Regional Financial Centers that are exempt and authorized to perform their 
own disbursing services. 

2. 	Page Changes 

Remove 

I TFM 4-1000 (T/L 560) 

Table of Contents for Part 4 (T/L 625) 

3. Effective Date 

This transmittal letter is effective immediately. 

4. Inquiries 

Insert 

I TFM 4-1000 


Table of Contents for Part 4 


Direct questions concerning this transmittal letter to: 

Chief Disbursing Officer 

Regional Operations 

Financial Management Service 

Department of the Treasury

401 14th Street, SW., Room 344 

Washington, DC 20227 

Telephone: 202-874-6790 


Date: June 20, 2006 
Commissioner 

Kenneth R. Papaj 
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Part 4—Chapter 1000 


INTRODUCTION 


This part prescribes requirements on disbursing transactions to 

agencies for which the Financial Management Service (FMS) disburses, 

as authorized by the Department of the Treasury (Treasury) under 31 

U.S.C. 3321, and to the Government corporations and Treasury’s 

Regional Financial Centers (RFCs) that are exempt and authorized to 

perform their own disbursing services. 


Section 1010—Scope and Section 1020—Compliance With information at http://www.ustreas.gov/ 
Applicability Executive Order 13224 (Blocking offices/enforcement/ofac/contacts.html 

Property and Prohibiting or call 202-622-2490. 
This part prescribes the requirements 

and procedures to be used by Government 
corporations and agencies for disbursing 
transactions pertaining to the following: 

Transactions With Persons Who 
Commit, Threaten To Commit, or 
Support Terrorism) and Foreign 
Assets Control Regulations 

Section 1025—Changes in 
Disbursing Services 

• Preparing, certifying, and 
distributing vouchers covering 
various types of payments. See 
FMS’s pamphlet, Now That You 
Are a Certifying Officer 
(http://www.fms.treas.gov/tfm/ 
vol1/certifying_officer.pdf). 

• Disbursing officers who 
maintain checking accounts with 
Treasury or with the designated 
depositaries. 

• Cashiers who maintain checking 
accounts with the designated 
depositaries. 

• Other disbursing matters. 

Executive Order 13224 prohibits 
transactions with persons who commit, 
threaten to commit, or support terrorism. 
Treasury’s Office of Foreign Assets 
Control (OFAC) maintains the Specially 
Designated Nationals (SDN) and Blocked 
Persons list, which provides a list of 
individuals and entities covered by 
Executive Order 13224. The SDN and 
Blocked Persons list also includes the 
additional restrictions found in the Foreign 
Assets Control regulations at 31 CFR 
Chapter V. 

Agencies must not make or certify 
payments, or draw checks or warrants, 
payable to an individual or organization 

As soon as possible in advance of the 
proposed effective date, agencies must 
notify Treasury’s FMS of all planned 
changes in organizational structure or 
operations that will affect disbursing 
services performed by a Treasury RFC. 

This notification includes a request 
for changes in disbursing services and the 
following information: 

• Treasury RFC currently serving 
the agency. 

• Proposed Treasury RFC to serve 
the agency (if known). 

• Nature of the change. 

Section 1015—Authority 

Authorities for the procedures set 
forth in this part are cited in 31 U.S.C. 
3301-3304, 3321, 3325, 3329, 3332, 3343, 
3511, 3513, 3521, 3528, 3529, 3541, 
5112, and Title 31 of the Code of Federal 
Regulations. 

listed on the SDN and Blocked Persons 
list. Agencies should consult the SDN 
and Blocked Persons list at 
http://www.ustreas.gov/offices/enforcement/ 
ofac/sdn/index.html before making 
payments. Agencies should screen when 
hiring. 

Direct questions concerning Executive 
Order 13224 or the SDN and Blocked 
Persons list to OFAC. See the contact 

• Approximate volume of 
payments and vouchers 
involved, by type of payment 
(check or Automated Clearing 
House (ACH), or Fedwire). 

• Method to be used to deliver 
payments and vouchers to the 
RFC: 
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- Secure Payment System 
(SPS); 

- Bulk file transmission; 

- Paper (only used in the 
event of a failure in the 
SPS process). 

•	 Any new delegations or 
designations of authority 
required. 

Agencies must prepare all requests in 
duplicate and send them to FMS (see the 
Contacts page for the address). Requests 
for changes in disbursing service are not 
to be sent to individual Treasury RFCs, 
even though these field offices have the 
authority to act independently. 

The Chief Disbursing Officer will 
analyze the proposed changes, develop 
suitable plans for an orderly transition, and 
notify the Treasury RFC affected. 

Section 1030—Contacting 
Treasury’s RFCs 

Appendix 1 contains a list of 
Treasury’s RFCs that service agencies and 
contact information. See the Contacts page 
for the FMS address and telephone 
number. 
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CONTACTS 

Direct inquiries concerning this chapter to: 

Chief Disbursing Officer 

Regional Operations 

Financial Management Service 

Department of the Treasury

401 14th Street, SW., Room 344 

Washington, DC 20227 

Telephone: 202-874-6790 
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TREASURY’S REGIONAL FINANCIAL CENTERS 

Austin Financial Center

P.O. Box 149058 

Austin, TX 78714-9058 

Help Desk Telephone: 512-342-7300 


Kansas City Financial Center

P.O. Box 12599-0599 

Kansas City, MO 64116-0599 

Help Desk Telephone: 816-414-2100 


Philadelphia Financial Center

P.O. Box 51317 

Philadelphia, PA 19115-6317 

Help Desk Telephone: 215-516-8034 


San Francisco Financial Center 

P.O. Box 24700 

Oakland, CA 94623-1700 

Help Desk Telephone: 510-594-7300 
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PART 4 - DISBURSING 

Table of Contents 
Chapter Section Title 

1000 INTRODUCTION 

1010 Scope and Applicability 

1015 Authority 

1020 Compliance with Executive Order 13224 (Blocking Property and Prohibiting 


Transactions With Persons Who Commit, Threaten To Commit, or Support Terrorism) 
and Foreign Assets Control Regulations 

1025 Changes in Disbursing Services 
1030 Contacting Treasury’s RFCs 

Contacts 

Appendix 

Treasury’s Regional Financial Centers 

1100 DELEGATIONS AND DESIGNATIONS OF AUTHORITY FOR 
DISBURSING FUNCTIONS 

1110 Scope and Applicability 
1115 Authority 
1120 Definition of Terms 
1125 General Form Instructions for Delegation and Designation of Authority 
1130 Reorganizations 
1135 Head of Agency Delegation (HOA) 
1140 Delegations of Designation Authority 
1145 Designation of Certifying Officer 
1150 Designation of Electronic Certification System (ECS) Security Administrator 
1155 Designation of ECS Data Entry Operators 
1160 Designation of Designated Agent to Receive and Deliver Checks 
1165 Designation of Check Custodian, for Blank Treasury Check Stock 
1170 Designation of Encryption Officers for Treasury Telecommunications Systems 
1175 Designation of ASAP Authorizing Officials and/or Financial Officials 
1180 Use of FMS Form 210ECS 
1185 Use of FMS Forms 210RC, 210RD, and 210RS 

Contacts 

Appendices 

1. FMS 2958: Delegation of Authority 
2. FMS 2958A: Delegation of Authority (ASAP) 
3. FMS 210: Designation for Certifying Officer 
4. FMS 210A: Designation for ASAP Authorizing Official and Financial Official 
5. FMS 210C: Designation for Check Custodian 
6. FMS 210D: Designation for Agent to Receive & Deliver Checks 
7. FMS 210DEO: Designation for ECS Data Entry Operator 
8. FMS 210E: Designation for Encryption Officer 
9. FMS 210ECS: ECS User Designation Form 
10. FMS 210S: Designation for ECS Security Administrator 
11. FMS 210RC: Receipt for ECS Certifying Officer Token/PIN 
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12. FMS 210RD: Receipt for ECS Data Entry Operator ID 
13. FMS 210RS: Receipt for ECS Security Administrator Token/PIN 
14. FMS 210RX: Order/Receipt for FedSelect Blank Check Stock 

2000 PAYMENT ISSUE DISBURSING PROCEDURES 

2010 Scope and Applicability 

2015 Authority 

2020 Control Over Disbursements 

2025 Basic Disbursement Requirements 

2030 Standard Form Vouchers 

2035 Information To Be Furnished on Vouchers 

2040 Certification and Approval of Vouchers 

2045 Payments From Basic Vouchers 

2050 Payments From Treasury Electronic Certification System Voucher and Schedule of Payments

2055 Payments From Paper SF 1166, Voucher and Schedule of Payments 

2060 Payments From SF 1166-EDP, Voucher and Schedule of Payments 

2065 Foreign Currency Payments 

2070 Furnishing of Enclosures or Inserts With Treasury Checks 

2075 Restricted Delivery of Checks 

2080 Designating Agents to Receive Salary Checks 


Contacts 

Appendices 

1. 	 SF 1166: Voucher and Schedule of Payments 
SF 1167: Voucher and Schedule of Payments (Continuation Sheet) 
SF 1166-EDP: Print Layout SF 1166-EDP Voucher and Schedule of Payments 
(computer-generated) 

2. 	 SF 1166: Voucher and Schedule of Payments 
Explanation of Items To Be Reported on SF 1166 Scheduled for Payment in Foreign 
Currency 
SF 1166: Voucher and Schedule of Payments 
Explanation of Items To Be Reported on SF 1166 Scheduled for Payment When the 
Precise Equivalent To Be Paid in Foreign Currency Is Not Known 
SF 1166: Voucher and Schedule of Payments 
Explanation of Items To Be Reported on SF 1166 Scheduled for Payment to a Payee in 
an Excess or Near-Excess Currency Country When Payment Must Be Made in U.S. 
Dollars 
SF 1166: Voucher and Schedule of Payments 
Explanation of Items To Be Reported on SF 1166 Scheduled for Payment When the 
Amount Payable in Foreign Currency is Limited by Law 

3. Insert Specifications, Packing, and Shipping Instructions for Tabulating Cards 
4. List of Restricted Countries Designated in 31 CFR Part 211 
5. List of Foreign Assets Control Regulations Referenced in 31 CFR Part 211 

3000 THIRD-PARTY DRAFT PROCEDURES FOR IMPREST FUND 
DISBURSING ACTIVITIES 

3010 Background 
3015 Authority 
3020 Third-Party Drafts 

Contacts 
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4500 GOVERNMENT PURCHASE CARDS 

4510 Authority 

4515 Policy and Use 

4520 Definition of Terms 

4525 Agency Procedures 

4530 Refund of Contractual Costs 

4535 Review and Approval of Billing Statement for Payment 

4540 Electronic Commerce 


Contacts 

5000 REQUISITIONING, PREPARING, AND ISSUING TREASURY CHECKS 

5010 General 
5015 Submission of Disbursing Officers’ Signature Specimens and Designation 

of Assistants 
5020 Specifications and Characteristics of Treasury Checks 
5025 Requisitioning Treasury Checks 
5030 Safekeeping and Control of Blank Check Stock 
5035 Drawing and Inscribing Treasury Checks 

Contacts 

Appendices 

1. GPO Form 2431: Print Order 
2. Packaging Units and Shipping Weights 
3. Definition of Secure Room 

6000 CHECKING ACCOUNTS WITH THE U.S. TREASURY 

6010 Scope and Applicability 
6015 Checking Account Symbol Maintenance 
6020 Check-Issue Reporting 
6025 Reporting of Documents by Disbursing Offices 
6030 Spoiled Checks 
6035 Control Checks 
6040 Voided Checks 
6045 Checking Account Reconciliation Reports and Adjustments by FMS 
6050 Check-Issue Adjustments by Disbursing Offices 

Contacts 

Appendices 

1. SF 1179: Month End Check Issue Summary 
2. FMS 5206: Advice of Check Issue Discrepancy 
3. OF 1017-G: Journal Voucher 
4. CRRER252: Notification of Check Issue Correction – Disbursing Office Requested 

6500 MAGNETIC TAPE CHECK ISSUE AND REPORTING LEVEL 8 

6510 Scope and Applicability 
6515 Authority 
6520 Issue Reporting for Level 8 
6530 Conversion Testing Processes for Level 8 
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6540 Tape Reporting Requirements for Level 8 
Disbursing Office Responsibility for Magnetic Tapes 

6595 Inquiries 
6550 

Appendices 

1. Sample Tape/Transmittal Structure 
2. Standard Issue Transmittal Header Record 
3. Standard Issue Record 
4. Standard Issue Transmittal Trailer Record 
5. 	 TFS 351: Magnetic Tape Control Record 

Explanation 

7000 CANCELLATIONS, DEPOSITS, AND CLAIMS FOR CHECKS DRAWN 
ON THE UNITED STATES TREASURY 

7010 Scope and Applicability 
7015 Authority 
7020 Definition of Terms 
7030 Automatic Cancellation of Available Checks 
7035 Special Processing of Undeliverable Checks in the Possession of Disbursing Offices and 

Agencies 
7040 Claims for Undeliverable Checks 
7045 Procedures for Depositing Available, Canceled, and Undelivered Checks 
7050 Treasury Regional Financial Center Cancellation of Available Checks by Magnetic Tape 
7055 Accounting and Reporting Requirements for Available Check Cancellations and 

Undelivered Check Deposit Transactions 
7060 Unavailable Check Processing 
7065 Filing a Claim 
7070 Accounting and Reporting Requirements for Unavailable Check Cancellations and 

Related Transactions 
7080 Holder-In-Due-Course Claims Procedures 
7095 Inquiries 

Appendices 

1. SF 1098: Schedule of Canceled or Undelivered Checks 
2. 	 SF 1184: Unavailable Check Cancellation 

Explanation of Items To Be Indicated on SF 1184: Unavailable Check Cancellation 
Magnetic Tape Format 

3. List of Stop Reason Codes 
4. FMS 1133: Claim Against the United States for the Proceeds of a Government Check 
5. FMS 3864: Agency Recertification Follow-Up 
6. SF 1184: Batch Control Sheet 
7. FMS 3875: Out-of-Balance Notice 
8. Tape Capture Report (SF 1184 Tape Capture Output Report) 
9. FMS Daily Advice of Status 
10. 	Status Codes/Messages for Subsequent Treasury Communications 

Cross Reference Chart of Status Codes/Messages Provided to Agencies 
11. 	Explanation of Codes/Messages on Daily Advice of Status (DAS) and Claims 

Documents (FMS 3858) 
When Treasury Will Reject a Subsequent SF 1184 Submission on the Same Check 
Action To Be Taken on Rejected Subsequent SF 1184 Submissions 

12. SF 1081 EDP: Voucher and Schedule of Withdrawals and Credits 
13. SF 1081 Listing 
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14. FMS 1185: Schedule of Unavailable Check Cancellations and Credits 
15. 	FMS 3858: Claims Document (Four Parts) 

Page 1 Claims Document (Payee) 
Page 2 Claims Document (Agency) 
Page 3 Payee Instructions 
Page 4 Claim Against the United States for the Proceeds of a Government Check 

16. FMS 1133: Modified Claim Against the U.S. for the Proceeds of a Government Check 
17. FMS 3859: Claims Disposition Notice 
18. Worksheet for Monthly SF 224 Report for SF 1081 Only 
19. FMS 6653: Undisbursed Appropriation Account 
20. Holder-In-Due-Course Claim 

7100 CHECK RECLAMATIONS 

7110 Scope and Applicability 

7115 Authority 

7120 Definition of Terms 

7125 Check Reclamations 

7130 Interest, Penalty Charges, and Administrative Fees 

7135 Collection Action 

7140 Electronic Transmission of Partial Credits 

7145 Abandoned Reclamations 

7150 Reporting to the IRS on IRS Form 1099-C: Cancellation of Debt 


Contacts 

Appendices 

1. Abandonment Notice to Agencies 
2. Agency Receivables for IRS Form 1099-C Reporting 
3. Corrected Agency Receivables for IRS Form 1099-C Reporting 

8000 DESIGNATED DEPOSITARY CHECKING ACCOUNTS 

8010 Introduction 

8020 Checks, Check Issue Records, and Deposit Information 

8030 Voided and Spoiled Checks 

8040 Check Issue Adjustments by Disbursing Offices 

8050 Cancellation of Depositary Checks 

8060 Undeliverable Checks Drawn on Designated Depositaries 

8070 Claims on Account of Nonreceipt, Loss, Theft, Destruction, Mutilation, or Forgery 


of Depositary Checks 
8080 Periodic Transfer of Proceeds of Uncurrent Checks 
8085 Monthly Depositary Bank Statement 
8090 Closing of the Bank Accounts 
8095 Inquiries 

Appendix 

Forms Prescribed for Designated Depositary Checking Accounts 
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9000 FOREIGN EXCHANGE 

9010 Background 

9015 Authority 

9020 Instructions Contained in Other Treasury Financial Manual Chapters 

9025 Definition of Terms 

9030 Designated Depositaries 

9035 Foreign Exchange Transactions for Official Purposes 

9040 Cashing Checks and Other Instruments in Foreign Countries for Accommodation 


Purposes 
9045 Acquisition of Foreign Exchange 
9050 Rate of Exchange for Expenditures and Accommodation Exchanges 
9055 Collections and Interest on Deposits 
9060 Disbursements 
9065 Gains and Deficiencies 

Contacts 

10000 DELEGATION OF DISBURSING AUTHORITY 

10010 Authority 
10015 Standards for Delegating Disbursing Authority 
10020 Delegated Disbursing Authority Document 
10025 Authorities of Treasury's Chief Disbursing Officer 
10030 Responsibilities and Liabilities of the Agency with 

Delegated Disbursing Authority 
10035 Oversight Requirements 
10040 Termination of Delegated Disbursing Authority 

Contacts 
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