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R-99-02 February 11, 1999
R-E-V-1-S-I-O-N N-O-T-I-C-E
To: Heads of Government Departments, Agencies and Others Concerned

1. Reference | TFM 4-2000 (Transmittal Letter No. 577) dated February 9, 1998

Thisrevises| TFM 4-2000, Payment Issue Disbursing Procedures. It providesinstructionsto
agencies requesting disbursement of payments billed in foreign currency. The letter replaces
pages in Section 2065, deletes subsection 2065.60, and updates pages in the Contacts and
Appendix No. 3.

2. Page Changes

Remove Insert
| TFM 4-2000 pages 17 through 21 | TFM 4-2000 pages 17 through 21
Contacts pages 23 through 26 Contacts pages 23 through 26
Appendix No. 3 pages 17 and 18 Appendix No. 3 pages 17 and 18

3. Effective Date
Upon receipt.

4. Inquiries
Direct questions concerning this revision to:

Operational Integrity Branch
Financial Management Service
Department of the Treasury
401 14th Street, SW.
Washington, DC 20227
Telephone: 202-874-6800

Ao 4 sy

Date: February 11, 1999 Richard L. Gregg
Commissioner

Department of the Treasury -
Financial Management Service m
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TRANSMITTAL LETTER NO. 577 VOLUME |
To: Heads of Government Departments, Agencies and Others Concerned

1. Purpose

This transmittal letter releases extensive revisions to | TFM 4-2000: Payment Issue
Disbursing Procedures.

2. Background

This revision of | TFM 4-2000 embodies a number of significant changes in the payment
issue process, afew of which are:

» Termination of acceptance of submission of Voucher and Schedule of Payments SF
1166 OCR, for processing viathe Optical Character Recognition (OCR) process.

* Full implementation of the Treasury Electronic Certification System (ECS) asthe
required method of submission of Voucher and Schedule of Payments to the Financial
Management Service.

 Utilization of electronic transmission of payment data as the preferred method for
submission of payment request data to the Financial Management Service.

» Reduction in the quantity of paper documents required for the payment issue process.

» Theimplementation of electronic payments as the preferred payment method.

» Procedures for submission of, and point of submission for, domestically originated SF
1166 Voucher and Schedule of Payments for payments to be issued in foreign currency.

3. Procedural Changes

Thisrevision of | TFM 4-2000 formalizes asignificant number of changes in the procedures
for payment issue, that have been introduced since the last major revision of this chapter.

4. Page Changes

Remove Insert
Table of Contentsfor Volume | Table of Contentsfor Volume |
Table of Content for Part 4 Table of Content for Part 4
| TFM 4-2000 | TFM 4-2000

5. Effective Date
Upon receipt.

Department of the Treasury -
Financial Management Service m



6. Inquiries
Any questions concerning this transmittal letter should be directed to:

Disbursement Management Division
Operations Directorate

Financial Management Service
Department of the Treasury

401 14th Street, SW.

Washington, DC 20227

Telephone (202) 874-6800

Date: February 9, 1998

Richard L. Gregg
Commissioner

Transmittal Letter No. 580
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4-2000

PART 4 - CHAPTER 2000

PAYMENT ISSUE DISBURSING PROCEDURES

This chapter prescribes payment issue disbursing procedures
relating to scheduling payments.

Section 2010 - Scope and
Applicability

The procedures prescribed in
this chapter relate to scheduling
payments (check and electronic) to
individuals, commercial entities,
non-profit entities, and Government
departments and agencies, and de-
ductions made from disbursement
vouchers. Procedures for schedul-
ing payments to Government de-
partments and agencies that do not
require the issuance of check or
electronic paymentsare coveredin |
TFM 2, Central Accounting and Re-
porting. Procedures for cash pay-
mentsare covered in| TFM 4-3000,
Imprest Fund Cash Held at Personal
Risk Disbursing Officers and Cash-
iers, and | TFM 4-4500, Govern-
ment Purchase Cards.

Check payment volumes are ex-
pected to decrease significantly in
1998/1999 due to mandatory Elec-
tronic Funds Transfer (EFT) legisla
tion included in the Debt Collection
Improvement Act of 1996.

Section 2015 - Authority

Regulations governing this
chapter are issued under 31 U.S.C.
3321, 3322, 3325, 3328, 3329,
3331, 3511, 3512, and 3513.

Section 2020 - Control Over
Disbursements

2020.10 - Objectives
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The principal objectives of con-
trol over disbursements are to en-
surethat all disbursementsarelegal,
proper, and correct and that al dis-
bursements are accurately recorded,
reported, and reconciled in atimely
and efficient manner. Each agency’s
system of internal control over, and
related procedures for, disburse-
ments should be based on the oper-
ating needs of that particular agency
and should bein conformity withthe
related principles and standards for
internal management control pre-
scribed in Title 2 of the GAO Policy
and Procedures Manual for Guid-
ance of Federal Agencies, and with
Department of the Treasury regula
tions.

2020.20 - Reporting Large
Disbursements

Refer to | TFM 6-8500, Cash
Forecasting Requirements, for in-
structions on reporting large dis-
bursements.

2020.30 - Preaudit of Vouchers

Effective control over disburse-
ments requires the preaudit and ap-
proval of vouchers before they are
certified for payment. The principal
objectives of the preaudit of a
voucher are to determine whether:

e Therequired administrative au-
thorizations for the procure-
ment and approvals for the
payment were obtained.

e The payment is permitted by
law and is in accordance with

the terms of the applicable
agreement.

¢ Theamount of the payment and
the name of the payee are cor-
rect.

e A proper Taxpayer Identifica
tion Number (TIN), or Payee D
Number, is provided for each
payee.

¢ The payment will not be a du-
plication.

« The goods received or the ser-
vices performed were in accor-
dance with the agreement.

e The quantities, prices, and
amounts are accurate.

e Only cost effective discounts
have been taken.

« All applicable deductions were
made and credited to the proper
account in the correct amount.

 The appropriation or fund from
which the payment will be
made is available for that pur-
pose.

 Proper forms of documentation
were used.

 Special certificates, if required,
were furnished.

2020.40 - Maximum Amount For
Which Payments Can be Issued

The maximum amount for which
anindividua payment can beissued
is dependent on the type of payment
instrument. Maximum individual
payment amounts, for each payment
instrument (paper check, Auto-
mated Clearing House (ACH) elec-
tronic payment, and Fedwire same
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day €electronic payment), are as fol-
lows:

e For paper check, with auto-
mated processing - May be used
for maximum individual pay-
ments of up to $9,999,999.99,
with certification via the Elec-
tronic Certification System
(ECS), or paper SF 1166 (for
payment data submitted via
magnetic tape only). Agencies
are discouraged from authoriz-
ing check payments of lessthan
$1.00.

 For paper check, with manual
processing - May be used for
maximum individual payments
of up to $99,999,999.99, with
voucher-schedule and certifica
tion submitted on paper SF
1166. (When available, Elec-
tronic Certification System
(ECS) version P7.6, or later,
should be used in lieu of paper
SF 1166.) Agencies are dis-
couraged from authorizing
check payments of less than
$1.00.

 For Automated Clearing House
(ACH) electronic payments,
with automated processing -
May be used for maximum indi-
vidual payments of up to
$99,999,999.99, with certifica
tion via the ECS, or paper SF
1166 (for payment data submit-
ted via magnetic tape only).

e For Fedwire electronic pay-
ments, with automated or man-
ual processing - May be used
for maximum individual pay-
ments of up to
$999,999,999.99, with certifi-
cation via the ECS or paper SF
1166.

2020.50 - Selection of Payment
Instrument for Large Payments

The Debt Collection Improve-
ment Act of 1996 mandates the use
of electronic funds transfer for al-
most all Federa Government pay-
ments. ACH is the preferred
mechanism for all payment amounts
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up to $99,999,999.99, except for
payments which must be made the
same day. Fedwire is the preferred
mechanism for same day payments.
Agenciesare strongly encouraged to
schedule payments in advance
whenever possible, to allow use of
the ACH payment mechanism, and
avoid having to use Fedwire. Both
ACH and Fedwire payments can be
certified to Treasury Regiona Fi-
nancial Centers (RFCs) viathe ECS.
Agencies are also strongly encour-
aged to weigh the administrative
costs of Fedwire payments, as well
as receiving financial institution
processing charges to recipients of
Fedwire payments, against interest
charges for late payments, before
scheduling relatively low dollar
Fedwire payments.

Agencies are strongly encour-
aged to make all payments via elec-
tronic means (ACH and Fedwire).
However, in instances for which an
agency has compelling reasons for
requesting large dollar
($10,000,000.00 or greater) pay-
ments to be made by check, the
agency has two options —

(1) Break the obligation into
multiple checks with individual
amounts up to $9,999,999.99. Cer-
tify via ECS. (Note: For ECS Ver-
sion P7.6, and | ater, the ECS may be
used to submit schedulesfor manual
check payments of up to
$99,999,999.99.)

(2) Certify one check up to
$99,999,999.99 via paper SF 1166,
Voucher and Schedule of Payments
(or multiple checks if the total obli-
gation is greater than
$99,999,999.99). (Note: For ECS
Version P7.6, and later, the ECS
may be used to submit schedulesfor
manual check payments of up to
$99,999,999.99.)

2020.60 - Certification and
Submission of Vouchers to the

VOL |

Financial Management Service
(FMS) for Payment

All vouchers submitted to the Fi-
nancial Management Service (FMS)
for payment must be signed (certi-
fied) by a duly designated Cer-
tifying Officer (CO), designated in
accordance with the provisions of |
TFM 4-1100. The CO must be au-
thorized to certify for the Agency
Location Code (ALC) the payments
will bedrawn against. No payments
will be processed by FMS, without
proper certification.

In the event that it becomes nec-
essary to change the scheduling of a
voucher previously submitted to
FMS (different processing or pay-
ment date), or it becomes necessary
to cancel a voucher previously sub-
mitted to FM S (prior to processing
and release of payments), instruc-
tions for such actions will only be
accepted from properly authorized
individuals. Properly authorizedin-
dividualsare: (1) A Certifying Offi-
cer (CO), designated in accordance
with the provisions of | TFM
4-1100, authorized to certify for the
ALC that the payments are to be
drawn against; or (2) An agency
Designating Official (DO), desig-
nated in accordance with the provi-
sions of | TFM 4-1100, with
authority to designate Certifying Of -
ficersfor the ALC the payments are
to be drawn against. Instructionsto
modify the scheduling of avoucher,
or cancel its processing, may be re-
ceived via telephone, facsimile, or
written memorandum. In the event
that notification is via telephone or
facsimile, a written memorandum,
addressed to the Director of the
FMS Regional Financial Center
(RFC) to which the voucher was
submitted, and signed by an autho-
rized individual must be submitted
to the RFC immediately.

Section 2025 - Basic
Disbursement Requirements
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2025.10 - General
Requirements

All disbursements, whether in
cash, or by checks or electronic pay-
mentsdrawnontheU.S. Treasury or
designated depositary banks, for au-
thorized and lawful payments
and/or refunds of amounts collected,
shall be supported with sufficient in-
formation on the disbursement
vouchers, or on documents attached
to them, to enable the audit of the
transactions of certifying and dis-
bursing officers, as required by law.

In order to prevent duplicate
payments, vouchers or
voucher-schedules and supporting
documents must be so marked as to
prevent their being processed for
payment a second time. However,
documents should be marked in
such a way as to avoid mutilation.
Agencies should be particularly
alert to the possibility of duplicating
payments whenever one or more of
the following situations exist:

e Payments have been delayed
for extended periods of time af -
ter the due date and duplicate
copies of invoices are received
from vendors as follow-up
claims.

« Invoices or bills may have been
submitted by the vendors to
more than one agency location
for payment.

 Adjusted invoices are received
after payments have been made.

2025.20 - Use of Invoices in
Place of Vouchers

For Non-Treasury Disbursing
Offices (NTDOs), disbursements
are not required to be processed on
vouchers prescribed by FMS, sub-
ject to requirements set by the ap-
propriate disbursing office.
Vendors invoices, bills, or state-
ments of account may be used as ba-
sic vouchers, in place of the
prescribed vouchers, in support of
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the agency’s accounts and account-
ability statements, provided they
show dl the information required in
Title 7 of the GAO Policy and Pro-
cedures Manual for Guidance of
Federal Agencies.

2025.30 - Recurrent Payments -
Fixed Amounts

Payments for services of a con-
tinuing nature such as rents, janito-
rial services, etc., which are
performed under agency-vendor
agreements providing for payments
of definite amounts at fixed periodic
intervals may be made without sub-
mission of invoices, or bills by the
vendor. The basic voucher prepared
by the agency to support payments
of thisnature should show asamini-
mum the contract number, the pe-
riod covered by the payment, the
name of the vendor, the amount of
the payment, and the account to be
charged. The basic voucher or the
SF 1166, Voucher and Schedule of
Payments, or other comparable
form, depending on the payment
system used, will be certified for
payment the same as are the vouch-
ers for al other types of payments.
Administrative controls should be
established for ensuring that recur-
rent paymentsare: (1) on unexpired
contracts or agreements, (2) for cor-
rect amounts, (3) for services actu-
ally performed, and (4) not
duplications.

2025.40 - Lost or Destroyed
Original Invoices

If an original invoice has been
lost or destroyed, aduplicate should
be obtained, from the original
submitter of the invoice, to support
the voucher or voucher-schedule.
The voucher or voucher-schedule
may then be processed through reg-
ular disbursement channels pro-
vided that there is placed on, or
attached to, the duplicateinvoice (1)
afull explanation as to the circum-

4-2000

stances of the loss or destruction of
the original invoice, and (2) a state-
ment that steps have been taken to
prevent duplicate payment.

2025.50 - Decreasing the
Number of Voucher-Schedules

Agencies are requested to in-
crease the number of payment items
per voucher-schedule, particularly
in those cases where schedules
cover only one, two, or three items.

Multiple invoices or hills pay-
able to one vendor at one office or
place of business, for supplies or
services rendered Government
agencies, should be consolidated
into one payment, when possible, to
reduce the number of vouchers pre-
pared and paymentsissued when the
due dates for the multiplebillsor in-
voices are the same. In each case,
payment in this manner must be
agreeable to the vendor; and only
one Government establishment may
be the debtor.

2025.60 - Prompt Payments to
Earn Discounts

When a cash discount has been
offered for prompt payment, every
effort should be made to process the
invoice within the discount period,
if thediscount iscost effectiveto the
Government (I TFM 6-8000). The
invoice must be processed accord-
ing to the specific terms on which
the discount has been offered by the
contractor or supplier. Discounts
should be taken only on those in-
voices which can be paid within the
specified discount period and which
are cost effective to the Govern-
ment. For effective cash manage-
ment, the voucher covering the
payment should be submitted for
payment as near the last day of the
prompt payment period as possible.
Prompt Payment Act conditions are
met if a check payment is dated and
mailed/deposited within the period,
not received by the recipient during
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the period. They are met for ACH
and Fedwire payments if the settle-
ment date for the payment is within
the prompt pay period.

2025.70 - Requests for Special
or Rush Payments

Treasury RFCs make every ef-
fort to rigidly adhere to a 24-hour
payment processing schedule (i.e.,
for agency payment requests re-
ceived prior to the close of the
RFC's daily window (usually in the
afternoon) of businessday 1, checks
will be released on business day 2,
and ACH funds will be credited and
availablefor use at the Financia In-
stitution on business day 2). This
service standard meets virtualy all
the disbursement needs of the oper-
ating agencies. Requestsfor special
or rush payment issuances will not
be processed unless they are ex-
treme emergency payment situa
tions approved by the Treasury RFC
Director or ahigher level official of
FMS. Saary payments, travel ad-
vances, cashier replenishments, dis-
counts, and hardship payments are
not emergency situations and will
receive the routine 24-hour payment
processing. Agency representatives
must not deliver voucher-schedules
for payment in person and wait at
the disbursing center for the pay-
ment or payments to be prepared on
a“walk-through” basis.

All payment requests must be
submitted through the Treasury
Electronic Certification System
(ECS), on an origina, certified pa-
per SF 1166, Voucher and Schedule
of Payments, or on other approved
voucher-schedule forms. Treasury
RFCs WILL NOT accept payment
requests received over thetelephone
or voucher-schedules for payments
transmitted over facsimile equip-
ment except under emergency con-
ditions, with specia permission of
the processing RFC’s director.
When submission of a payment
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scheduleisauthorized viafacsimile,
the RFC will complete processing of
the payments based on the facsimile
schedule. However, the payments
resulting from such a schedule
WILL NOT bereleased until receipt
of theoriginal copy of the schedule.

Where an agency requires spe-
cial delivery procedures, such asde-
livery via express service (FedEx,
etc.), FMS WILL NOT pay ship-
ping charges, other than normal U.S.
Postal Service charges. The agency
requiring the specia shipping must
make prior arrangement with the
processing RFC and provide the
RFC with pre-paid, pre-addressed,
shipping labels or pre-addressed la-
bels that contain shipping charge
data that will result in the shipping
charges being paid by the submit-
ting agency.

Agencies submitting payments
to be processed viathe Fedwire sys-
tem (same day payments) should
use the Treasury ECS to submit the
payment schedule. In an emer-
gency, agencies may use facsimile
equipment to transmit
voucher-schedules to the Philadel-
phia and San Francisco Financia
Centers for payment to be made via
the Federal Reserve Bank’ s Fedwire
system. Use of facsimile transmis-
sion for this purpose requires ad-
vance authorization from the
Philadelphia or San Francisco Fi-
nancial Center.

2025.80 - Disbursing for Major
Disaster or Emergency
Situations

In the event of major emergen-
cies such as natura disasters, FMS
will issue payments to emergency
victims, based on certified requests
received from Federal Program
Agencies. Normally, the emergency
paymentswill beissued fromFMS's
RFCs, but if aneed exists, FMS can
establish an emergency disbursing
office a or near the location of the
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disaster. FMS has the capability to
issue emergency payments in both
check and éectronic form, in any
volume necessary. For more infor-
mation, contact the FMS Emer-
gency Disbursing Manager (see
Contacts page).

Section 2030 - Standard Form
Vouchers

The following forms are pre-
scribed for use in vouchering dis-
bursements for purchases, services,
and refunds due remitters (Appen-
dix 1):

SF 1166 ECS - Electronic Voucher
and Schedule of Payments, Treasury
Electronic ertification System (ECS)

SF 1166 - Voucher and Schedule of
Payments (formerly SF 1166 OCR)

SF 1167 - Voucher and Schedule of
Payments (Continuation Sheet) (for-
merly SF 1167 OCR)

2030.10 - Voucher and
Schedule of Payments - SF
1166 ECS

The Treasury Electronic Certifi-
cation System (ECS) is a computer
based hardware/software system
that providesthefacilitiesfor gener-
ating and certifying a
voucher-schedule electronically and
telecommunicating it to a Treasury
RFC. In this system, al voucher
data are entered from the computer
keyboard or from a magnetic dis-
kette created by another computer
system. Voucher-schedules are cer-
tified by Certifying Officers who
have been issued tokens
(smartcards) and Persona |dentifi-
cation Numbers (PINs), by Trea
sury, for operation of the system.
The system aso requires that the
user agency have designated Secu-
rity Administrators who have also
been issued tokens (smartcards) and
PINsby Treasury. The ECS authen-
ticates voucher-schedules based on
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the encrypted keys assigned to each
Certifying Officer and Security Ad-
ministrator, and contained on their
tokens.

The ECS computer is used to
electronicaly transmit a certified
voucher-scheduleto an RFC, and re-
ceive confirmation of receipt by the
receiving RFC. The sending agency
retains an electronic or printed copy
of the schedule. The ECS computer
also generates an audit file during
each day of operation, that logs all
system access attempts and activity.
The audit file should be retained by
the agency, on paper or on magnetic
media, for a period of thirty (30)
days.

The ECS provides facilities for
creating SF 1166 ECS
voucher-schedules for all types of
payment requests to Treasury RFCs
and may be used with any or all of
the Centers. Further information on
the Electronic Certification System
may be obtained from any of the
Treasury RFCs.

The SF 1166 ECS is an elec-
tronic voucher and schedule of pay-
ments. There are three methods
available for creation of an SF 1166
ECS: (1) in the agency’s ECS com-
puter, via keyboard entry; (2) in an
agency PC using the off-line ECS
software, viakeyboard entry, down-
loaded to magnetic diskette, then
uploaded to the agency’s ECS com-
puter, by an authorized ECS Data
Entry Operator; or, (3) creation in
another agency computer system (to
FMS specified formats), down-
loaded to a magnetic diskette, then
uploaded to the agency’s ECS com-
puter, by an authorized ECS Data
Entry Operator.

The SF 1166 ECS may beused to
schedule paymentsin place of trans-
mitting individual basic vouchers
and supporting documents to Trea
sury RFCs. The SF 1166 ECS may
be used to certify and transmit
voucher and schedule of payments
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to a Treasury RFC, that includes
payment data and certification, or
may be used to certify and transmit a
voucher that provides certification
for payment data delivered to the
RFC separately (viabulk electronic
transmission or magnetic tape). The
SF 1166 ECS is the preferred
(strongly) method of certification
for payment requests delivered to
Treasury RFCs. Theuse of SF 1166
ECS voucher-schedules does not
preclude the preparation of basic
vouchers. Each basic voucher will
belisted on avoucher-schedulewith
al information required for pay-
ment issuance purposes. Basic
vouchers covered by the
voucher-schedule will be retained
by departments and agencies, unless
otherwise authorized herein.

2030.20 - Voucher and
Schedule of Payments - SF
1166 and SF 1167

Paper SF 1166, Voucher and
Schedule of Payments (formerly SF
1166 OCR) and SF 1167, Voucher
and Schedule of Payments - (Con-
tinuation Sheet) (formerly SF 1167
OCR), may be used to schedul e pay-
ments in place of transmitting indi-
vidual basic vouchers and
supporting documents to Treasury
RFCs, when the Treasury ECSishot
available, or its use is not appropri-
ate. FMS has discontinued the pro-
cess of generating payments from
paper SF 1166 OCR and SF 1167
OCR, using the Optica Character
Recognition (OCR) process. Con-
sequently, the paper SF 1166 and SF
1167 MAY ONLY be usad to: (1)
provide certification of payment
data submitted via magnetic tape,
when the ECS is not available; (2)
provide certification of payment
data submitted via bulk electronic
transmission of payment data, when
the ECSisnot available (duetofail-
ure or other emergency conditions);
(3) submit payment request and cer-
tification for small quantities of
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check payments that will be pre-
pared manually (normally check
payments over $9,999,999.99 and
emergency check payments when
the ECSis not available due to fail-
ure); (4) submit payment requests
and certification for same day pay-
ments to be made via the Fedwire
system, when the ECS is not avail-
able; and, (5) to submit payment re-
guests for payments to be made in
foreign currency. The SF 1166 and
SF 1167 normally are manufactured
as single sheet interleaved carbon
form sets. The use of
voucher-schedules does not pre-
clude the preparation of basic
vouchers. Each basic voucher will
belisted on avoucher-schedulewith
al information required for check
issuance purposes. Basic vouchers
covered by the voucher-schedule
will be retained by departments and
agencies, unless otherwise autho-
rized herein.

Departments and agencies that
submit basic vouchers to disbursing
offices may also use
voucher-schedules, on notification
of thisintent, to the Regional Direc-
tor of the servicing Treasury RFC.
(See Contacts page.)

2030.30 - Accountability and
Control of Voucher and
Schedule of payments

Appropriate accountability re-
cords must be maintained by the de-
partments, agencies and
instrumentalities of the U.S. Gov-
ernment for the purpose of control-
ling the stock of voucher-schedules
on hand and for fixing accountabil-
ity upon employees responsible for
their issuance and use.

Departments, agencies and in-
strumentalities of the Federal Gov-
ernment will requisition supplies of
SF 1166 and SF 1167 only from
GSA Stores Depot, Federal Supply
Service. The forms will not be
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available at GSA Self-Service
Stores.

2030.40 - Voucher Deductions,
Exception for Payrolls

Scheduling of deductions relat-
ing to payrolls is covered under |
TFM 3-2000, Payroll Vouchers.

2030.50 - Reduction of Voucher
and Schedule of Payments,
Used to Submit Same Day
Payment Request for Payment
Via the Federal Reserve
Fedwire System, When
Payments Fail Edits

In cases where an agency sub-
mits aVoucher and Schedul e of Pay-
ments (SF 1166 or SF 1166 ECS)
containing more than one payment
to be paid via the Federal Reserve
Bank’s Fedwire system (Same Day
Payment Request), AND one or
more of the payments, but not all
payments on the schedule, isare re-
jected by the RFC and/or FRB pro-
cessing systems, the Voucher and
Schedule of Payments will be re-
duced by the number and value of
the payments rgjected. Payments
contained on the schedule that DO
NOT reject WILL BE PAID. Pay-
ments on the schedule that DO re-
ject, will NOT be paid and will be
deducted from the schedule (item
count and amount), prior to process-
ing of the Voucher and Schedule of
Payments through the accounting
system. The submitting agency will
be natified, by the RFC, asto which
individual payments have been re-
jected and deducted from the
Voucher and Schedule of Payments.
Rejected payments must be resub-
mitted on anew Voucher and Sched-
uleof Payments. Incaseswere ALL
payments on a Voucher and Sched-
ule of Payments, for Fedwire pay-
ment, are rejected, the entire
Voucher and Schedule of Payments
will be rgjected and returned to the
submitting agency. The procedures
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of this section apply ONLY TO
PAYMENTS TO BE MADE VIA
THE FEDERAL RESERVE
FEDWIRE SYSTEM (Same Day
Payment Requests).

Section 2035 - Information to
be Furnished on Vouchers

2035.10 - General
Requirements

In al cases, the account symbol
or other appropriate referencewhich
clearly identifies the appropriation
or fund affected must be shown in
the accounting classification space
on all basic vouchers. Where con-
solidated working fund subsidiary
accounts are used, the subsidiary ac-
count classification will aso be in-
dicated. When the entire amount of
a basic voucher is chargeable to a
single appropriation or fund ac-
count, only the account symbol need
be shown. When thetotal amount of
the voucher is split between two or
more appropriations or funds, the
account symbols or other appropri-
ate references which identify the
funds or appropriations and the
amounts applicable to each must be
shown. Additional accounting clas-
sifications recorded in this space on
the voucher will be determined by
each agency according to its admin-
istrative requirements.

Agency limitation account refer-
ences (alotment control accounts)
are not required to be placed on ex-
penditure documents although such
data may be included for agencies
internal needs.

2035.20 - Payee Information

The following rules should be
uniformly followed by all agencies
in connection with the designation
of the payee or payees of govern-
ment checks:
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« Individuals. In all cases the
first name, middle initids, if
any, and surname should be
used. Punctuation marks are to
be omitted, except for the use of
commeas to set off the names of
more than two payees.

 Joint Accounts. Where two or
moreindividuals are jointly en-
titled to receive the payment,
the voucher should include all
as payees. The word “and”
should appear before the name
of the last payee. Such vouch-
ersshould never usethe alterna-
tive “or.”

However, where the account is
not joint but several, it is proper to
use a designation in the aternative.
In this connection care should be
taken to distinguish between joint
accounts and severa accounts.

» Trust Estates, Decedents Es-
tates, Trustees, Executors,
and Administrators. Under no
circumstances should the word
“estate” be designated as the
payee; for example, “Estate of
A., deceased.” When the partic-
ular estate has only one trustee
or one persona representative,
the individual should be desig-
nated by name as the payee in
that representative capacity; for
example, “T., trustee u/w of A.,
deceased” (inthecaseof atesta
mentary trust), “T., trustee u/d
from A. dated (date of trust in-
denture)” in the case of the
transfer of the ownership of
property between living per-
sons (such as, inter vivostrust),
and “E., executor of the Estate
of A. deceased” or “A., admin-
istrator of the Estate of B., de-
ceased” (in the case of a
decedent’s estate). If the estate
has several trustees or personal
representatives, all trustees, ad-
ministrators, or executors must
be designated by name in their
representative  capacities as
joint payees; for example, “A.,
B., and the X Trust Company,
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trustees u/w of D., deceased,”
etc.

Where a corporate trustee or ex-
ecutor is in receivership or in the
hands of the local banking depart-
ment, the payment should be made
payable to the liquidating officer
(Receiver, Secretary of Banking,
Commissioner of Banking, etc.) as
payee. The names of the corporate
trustee or executor and the estate
should also appear in such desigha
tion; for example, “Secretary of
Banking, in possession of the busi-
ness and property of the X Trust
Company, trustee u/w of D.” (This
form will vary according to the des-
ignation given the proper liquidat-
ing officer under the local law.)

The certifying officer must be
furnished a certified copy of the
grant-of-letters testamentary, the
will, or trust indenture stating that
the intended payee is duly ap-
pointed, qualified, and acting trustee
or executor.

In instances where the adminis-
tration of the estate is closed and the
trustee or personal representative
has been discharged, the legatees,
distributees, or beneficiaries, enti-
tled to receive the payment in ques-
tion, should be designated as joint
payees. The Certifying Officer must
be furnished first, with a certified
copy of the decree of distribution or
other proper evidencefrom the court
having jurisdiction of the particular
estate showing the persons entitled
to receive payment.

e Guardians of Minors. Be
cause of differences in loca
law, there is no al-inclusive
rule to determine the guardian
to whom payment will be made.
Some states require the guard-
ian of the estate of aminor to be
someone other than the guard-
ian of his person, while others
combine both functions in the
same individual. Thelocal law
will have to be examined in
each case. The certifying offi-
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cer will have to be furnished
with a certified copy of the ap-
pointment that the particular in-
dividual isauthorized to receive
the payment on behalf of thein-
dividual’s ward. The designa
tion of the payee may be in
many forms, depending on the
circumstances of the particular
case. Following are three sug-
gestions: “G., guardian of M., a
minor,” “G., guardian of the es-
tateof M., aminor,” “G., guard-
ian of the person and estate of
M., aminor.” In every case the
guardian should be designated
according to title under thelocal
law. The mentioned sugges
tions are not al-inclusive.

Ordinarily, parents or persons
standing in place of parents (loco
parentis) are not entitled to receive
payments on behalf of their minor
children. This question also is one
of local law. Wherethe appointment
of a guardian is not required and
payment may properly be made to
the parent, the payee should be des-
ignated in the following form: “F.,
father of M., aminor.”

e Incompetents. Asin the case
of guardians of minors, the des-
ignation in this class of cases
will be governed by the local
law according to the title given
the representative, for example:
“C., conservator of the estate of
X., incompetent,” “A. and B.,
committee for X., incompe-
tent,” “G., guardian of X., in-
competent,” etc. As proof of
authority to receive payment it
is suggested that a certified
copy of the appointment be re-
quired.

e Corporations. When there has
been a change in the corporate
name as a result of a merger,
consolidation, or other proceed-
ing, and a certificate verifying
such a change has been ob-
tained from the proper state of-
ficial, the voucher should be
drawn for payment in the new
name.
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In the case of successor corpora-
tions, where it is established that:
(1) the original claimant has been
dissolved, (2) its assets distributed
to the new company, and (3) thelig-
uidating trustees discharged, the
voucher should be drawn for pay-
ment to the order of the successor
company.

Where a company has been dis-
solved and its affairs are being liqui-
dated by liquidating trustees, the
designation will depend on the local
law. In most jurisdictions, the cor-
poration continues for the purposes
of liquidation, and it may be proper
to designate the corporation rather
than the liquidating trustees as the
payee. No hard and fast rule can be
established to cover all such cases.
Any uncertainties or doubts con-
cerning the payee to be designated
should be referred to the proper le-
ga officer of the department or es-
tablishment for consideration.

 Unincor porated Associations.
The vouchers should be made
payableto the order of the asso-
ciations, using their officia
names.

« Partnerships. Partnership
vouchersshould bedrawninthe
firm’s name.

 Doubtful Cases. Any doubtsas
to form should bereferred to the
proper legal officer of the de-
partment or establishment for
specia consideration.

2035.30 - Contract References

Reference to the contracts or
agreements should be made on the
voucher by placing the contract
number and the date in the spaces
provided. If the agreement is un-
numbered and attached to the
voucher, this should be so indicated.
However, where paymentsare made
on vouchersin favor of general sup-
ply contractors whose contracts are
itemized in the Federal Schedule of
Supplies and the item numbers cov-
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ering the articles purchased are
given on the face of the voucher, the
contract number and date need not
be shown.

2035.40 - Unit Prices of
Gasoline or Other Petroleum
Products

Where the purchases of gasoline
or other petroleum products are
made under contracts that provide
that the unit prices must be based on
tank, wagon, barge, or service sta
tion prices on the date and at the
point of delivery, such unit prices at
date and point of delivery should be
shown on the invoices or vouchers
as audit information.

Section 2040 - Certification and
Approval of Vouchers

2040.10 - General
Requirements

All original basic vouchers (in-
voicesor hills), including those cov-
ered by voucher-schedules (SF 1166
ECS/SF 1166), must be signed by
the proper administrative approving
officer of the agency concerned,
who is cognizant of the facts stated
on the voucher. All
voucher-schedules (SF 1166) will
be certified by an “ Authorized Cer-
tifying Officer,” whowill beheld re-
sponsible for the correctness of the
facts stated on the voucher or its
supporting documents, and to the ef -
fect that payment is proper from the
appropriations shown on the basic
voucher or voucher-schedule. All
SF 1166 ECS voucher-schedules
will be certified by an “Authorized
ECS Certifying Officer,” who will
be held responsible for the correct-
ness of the facts stated on the
voucher or its supporting docu-
ments, and to the effect that payment
is proper from the appropriations
shown on the basic voucher or
voucher-schedule.
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2040.20 - Signatures of
Approving and Certifying
Officers

Approving officers will sign
each basic voucher “ Approved for $
___ " over ther officia title. Cer-
tifying Officers will sign basic
vouchers or voucher-schedules (SF
1166) “Authorized Certifying Offi-
cer” with their name typed or
printed below the signature on the
voucher or voucher-schedule, and
the date of the certification will be
shown in the certification. For pa-
per voucher-schedules, Certifying
Officers are requested to provide a
telephone number, noted under their
typed or printed name, to be used to
contact the Certifying Officer in the
event the receiving RFC has ques-
tions related to the sched-
ule-voucher. ECS Certifying
Officers will certify SF 1166 ECS
voucher-schedules by selecting the
“Certify Schedule” function while
logged onto the ECS computer, re-
viewing the voucher-schedule and
then responding with a“Y” answer
to the question “Do You Want to
Electronically Affix Your Signature
to the Schedule (Y/N)” at the end of
thereview. The ECS computer will
calculate and affix an electronic sig-
nature (message authentication code
or MAC) to the certified schedule,
using the encrypted key and ID of
the Certifying Officer logged on to
the system and the Security Admin-
istrator that waslast logged ontothe
system.

2040.30 - Establishment of
Certifying Officer Authority

Applicability. Theproceduresin
this section apply to vouchers to be
certified to Treasury RFCs, Assis-
tant Disbursing Officers, and U.S.
Disbursing Officers.

Delegations and Designations of
Authority for Disbursement Related
Functions. By law, all authority to
expend agency funds resides with
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the head of the Executive Agency.
All individuals who certify voucher
and schedule of payments to Trea-
sury must be properly designated as
a Certifying Officer, by the respon-
sible head of agency or other person
duly delegated authority to make
such designations. Treasury has de-
termined that this designation pro-
cess also appliesto all other specific
positions related to the disburse-
ment of funds (i.e, ECS Security
Administrators, ECS Data Entry
Operators, Check Custodians, En-
cryption Officers, Designated
Agents to receive and deliver
checks, ASAP Authorizing Offi-
cials, and ASAP Financial Offi-
cias).

Treasury policy and procedures
for submitting such delegations
and/or designations of authority,
their renewal, and their revocation
areprovidedin | TFM 4-1100.

Section 2045 - Payments From
Basic Vouchers

2045.10 - Applicability of
Procedures

The procedures in this section
apply only to those agencies that
transmit the basic vouchers to the
Disbursing Officer for payment.

2045.20 - Submission of
Vouchers to Disbursing
Officers Other Than Treasury
Disbursing Officers, U.S.
Disbursing Officers
(Department of State), and
Assistant Disbursing Officers

Basic vouchers prepared on gov-
ernment standard forms or on forms
otherwise specifically authorized,
and invoices, bills, or statements of
account serving as basic vouchers,
will be submitted to the Disbursing
Officer in an origina and one copy
for payment processing. The Dis-
bursing Officer will record the pay-
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ment data on both the original and
the copy of the voucher. The origi-
nal voucher will be submitted as ac-
counting support for the payment
transaction and the voucher copy
will be retained by the Disbursing
Officer for the accounting document
files.

2045.30 - No-Check Vouchers

No-check voucherswill betrans-
mitted to the Disbursing Officer the
same as other vouchers, except that
across the face of the voucher there
will be written in red pencil or ink
the words “No Payment to be
Made.” Such vouchers will be as-
signed a voucher number the same
as any other voucher and will be
submitted with al other vouchers as
support for transactions in agency
accounts.

2045.40 - Assignment Of Basic
Voucher Numbers

Each basic voucher will be as-
signed an identification number by
the administrative agency process-
ing the document in its accounts.
This reference or document number
will be used for all accounting and
auditing purposes. The number will
be placed in the space on standard
form vouchers identified as
“Voucher No.” This rule will apply
regardless of which operating or ad-
ministrative unit or division of the
agency, including the disbursing of-
fice, may under agency internal op-
erating procedures, actually assign
and place the number on the docu-
ment. Separate disbursing office
voucher numbers, as such, are not
required to be placed on vouchers
except in the case of vouchers cov-
ering charges for transportation ser-
vices. |If, for administrative
purposes, it is necessary to assign
control or accounting numbers to
payment documents, these numbers
will be considered as supplementary
and subordinate to the official num-
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ber as prescribed above. The ad-
ministrative control or accounting
number, when used, will be placed
on the document reasonably re-
moved from the space provided for
the official document number
(voucher number), so that it will not
be confused with the document
number.

Disbursing office voucher num-
bers are required to be placed in the
space marked “Voucher No.” on
standard form vouchers.

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

2050.10 - Applicability of
Procedures

The procedures in this section
apply to certification and transmis-
sion of voucher-schedules to Trea-
sury RFCs using the Treasury
Electronic Certification System
(ECS).

2050.20 - ECS Overview

The Treasury ECS is an auto-
mated system for voucher prepara-
tion, certification, transmission, and
verification that replaces the paper
SF 1166, and SF 1166 EDP:
Voucher and Schedule of Payments,
and associated manual signature
validation process. The ECSusesa
computer to generate
voucher-schedules (SF 1166 ECS),
electronically certify the vouchers,
and transmit them viaadia-up tele-
phone connection to a mainframe
host computer at the servicing RFC.

The electronic certification pro-
cess provides positive identification
of the Certifying Officer who autho-
rizes the voucher, the source from
which it originates, and ensures the
authenticity of the transmitted data.
It also detectsany deliberate or inad-
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vertent manipulation, modification,
or loss of data between the time the
voucher is certified in the agency
computer and the time it is verified
at the servicing RFC host computer.

The General Accounting Office
has approved the ECS for satisfying
the signature requirements for cer-
tification contained in 31 U.S.C.
3325 and 3528.

Thefollowing types of payments
may be certified through the ECS:

 Vendor and miscellaneous
schedules containing detail
payment data and certification
for payment via Treasury
check. Checks issued for these
types of payment will normally
be dated the next business date
after receipt of schedule.

e Vendor Express, salary, and
travel schedules containing de-
tail payment data and certifica-
tion for payment via the
Automated Clearing House
(ACH) electronic payment pro-
cess of the Federal Reserve sys-
tem. ACH payments issued for
these types of payments will
normally be settled on the busi-
ness date following receipt of
the schedule.

+ Same Day Payment Request
schedules containing detail
payment data and certification,
for payment viathe Federal Re-
serve System’'s Fedwire funds
transfer system. Funds are nor-
mally transferred on the date of
schedul e receipt.

e Summary schedules containing
certification and payment totals
for detail payment data files
submitted via magnetic tape or
telecommunication to RFC
mainframe computers.  Pay-
ment data files may contain
check and/or ACH payment
types, and may be for any pay-
ment type processed by FMS
(such as benefit, vendor, salary,
tax refund, etc.). Checksgener-
ated as a result of this type of
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schedulewill beissued dated on
the payment date specified by
the agency in the Summary
schedule. ACH payments will
be issued for settlement on the
payment date specified by the
agency in the Summary sched-
ule. FMS does not maintain a
‘warehousing’ capability for
payment requests. Therefore, it
is the responsibility of the sub-
mitting agency to ensure that
payment requests are submitted
in atimely manner to allow for
payment processing and release
by the desired payment date, but
not significantly earlier than re-
quired for such timely process-
ing. The ECS Summary
Schedule feature MUST be
used to certify all payment files
submitted to Treasury RFCsvia
electronic transmission.

The processing capacity of each
ECS computer, installed at an
agency end-point, is 200 schedules
per day, of al types, toasingle RFC.
For “Type A" ECS schedules (those

containing individual payment data
as well as certification), an individ-
ua schedule may contain payment
data for up to 60 payments. An

agency end-point may be equipped
with one or more ECS computers, as
required.

The ECS uses message authenti-
cation technology defined by Amer-
ican National Standards Institute
(ANSI) Standards X9.9 - Financia
Institution Message Authentication

(wholesale) and X9.17 - Financid
Institution Key Management
(wholesdle).

The agency ECS computer sys-
tem consists of an IBM compatible
computer with a special security
board, key loader (smart card
reader) and interface unit, modem,

and software supplied by FMS.

Voucher-schedules may be created
by three different methods:

February 1998

» By keying all voucher-schedule
information directly into the
ECS computer.

By keying voucher-schedulein-
formation into acomputer other
than the ECS computer, using
an FMS furnished Off-Line
Data Entry Operator (DEO)
software package, writing the
voucher-schedule to amagnetic
diskette, and uploading the
voucher-schedule from the dis-
kette into the ECS computer.

» By generating a computer file,
to FM S specifications, contain-
ing the voucher-schedule infor-
mation on an agency mainframe
or mini computer, writing the
file to a magnetic diskette, and
uploading the file from the dis-
kette into the ECS computer.

Voucher-schedules are certified
electronically by computing, trans-
mitting, and verifying amessage au-
thentication code (MAC) for each
pay ment and each
voucher-schedule. The MACs are
automatically generated within the
special security board, installed in
the ECS computer, by a Data En-
cryption Standard (DES) agorithm
using the unique secret keys as-
signed to agency Certifying Officers
(CO) and ECS Security Administra-
tors (SA).

2050.30 - Agency Personnel
Requirements for ECS

Normally a minimum of three
agency personnel types are required
for total operation of the ECS. Each
employee type is assigned specific
functions, that the other employee
types cannot exercise. This pro-
vides proper separation of duties to
ensure integrity. Under normal cir-
cumstances an agency will assign
more than one individua for each
function to ensure availability of the
proper employee type at al times.
The employee functions required
are:

10
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Security Administrators (SA) -
Responsible for initial system in-
stallation, system daily start-up and
shut-down, table maintenance,
problem resolution, overall security
monitoring, and training of other
SAs, COs, and Data Entry Opera-
tors. Security Administrators must
be designated in accordance with
theprovisionsof | TFM 4-1100. Se-

curity Administrators are issued
ECS User IDs, tokens (smart cards)
and PINs for system access. There
are three (3) sub-types of Security
Administrator:

e Master Security Administrator
(MSA) - Has al functional ca
pabilitiesof an SA, plus, hasthe
capability to processtoken mes-
sages from the ECS Centra
Key Management System in
conjunction with a Master Cer-
tifying Officer (MCO) or
Transmission Certifying Offi-
cer (TCO). The MSA also has
the capability to create Trans-
mission Security Administra
tors (TSAS), and is responsible
for maintaining blank token in-
ventory. MSA tokensand PINs
are created and issued by the
FMS Central Key Management
System. The MSA is the only
individual who can perform
INITIAL setup of an ECS PC.

e Transmission Security Admin-
istrator (TSA) - Has dl func-
tional capabilities of an SA,
plus, has the capability to pro-
cess token messages from the
ECS Central Key Management
System, in conjunction with a
Master  Certifying  Officer
(MCO) or Transmission Cer-
tifying Officer (TCO). Does
not have the capability to create
other TSAs. TSA tokens and
PINs are created at the agency
ECS site, from token messages
transmitted from the FM S Cen-
tral Key Management System,
by the agency MSA in coordi-
nation with an agency MCO or
TCO.
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e Security Administrator (SA) -
Hasthe capability to instal, ini-
tidlize, start-up, maintain, and
shut-down the ECS computer
and create Data Entry Operator
(DEO) IDsinthe ECS. SA to-
kensand PINs are created at the
agency site, from token mes-
sagestransmitted fromthe FM S
Central Key Management Sys-
tem, by the agency Master Se-
curity Administrator (MSA) or
Transmission Security Admin-
istrator (TSA) in coordination
with an agency Master Cer-
tifying Officer (MCO) or
Transmission Certifying Offi-
cer (TCO).

An MSA must be appointed for
each ECS system location, appoint-
ment of TSAs and SAs is optional,
but recommended. The MSA will
be the primary SA for an agency
ECS location.

Data Entry Operators (DEO) -
Responsible for payment data entry
and editing voucher-schedules. Re-
sponsible for uploading into the
ECS computer voucher-schedules
created on other computer systems.
At the option of the agency, DEOs
may be authorized to initiate and
monitor transmission of certified
voucher-schedules from the ECS
computer to Treasury RFCs. DEOs
must be designated in accordance
with the provisions of | TFM
4-1100. DEOs are only issued ECS
IDs and PINSs.

Certifying Officers - Responsi-
ble for certification and transmis-
sion of voucher-schedules.
Certifying Officers must be desig-
nated in accordance with the provi-
sions of | TFM 4-1100. Certifying
Officers DO NOT have the capabil-
ity to install ECS software. Cer-
tifying Officersareissued ECS User
IDs, tokens (smartcards) and PINs
for system access. There are three
(3) sub-types of Certifying Officer:

Master Certifying Officer
(MCO) - Hasall functional capabili-
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tiesof a CO, plus, has the capability
to process token messages from the
ECS Central Key Management Sys-
tem (CKMS) in conjunction with an
MSA or TSA. The MCO aso has
the capability to create TCOs. MCO
tokens and PINs are created and is-
sued by the FM S Central Key Man-
agement System.

Transmission Certifying Officer
(TCO) - Has al functional capabili-
tiesof a CO, plus, has the capability
to process token messages from the
ECS Central Key Management Sys-
tem, in conjunction with an MSA or
TSA. Does not have the capability
to create other TCOs. TCO tokens
and PINs are created at the agency
ECS site, from token messages
transmitted from the FMS Central
Key Management System, by the
agency MCO in coordination with
an agency MSA or TSA.

 Certifying Officer (CO) - Has
the capability to install, certify,
and transmit voucher schedules.
CO tokensand PINs are created
at the agency site, from token
messages transmitted from the
FMS Central Key Management
System, by the agency MCO or
TCO in coordination with an
agency MSA or TSA.

An MCO must be appointed for
each ECS system location; appoint-
ment of TCOs and COs is optional,
but recommended. The MCO wiill
be the primary CO for an agency
ECSlocation.

2050.40 - System Security
Features

Each agency SA and CO is is-
sued a unique secret hexadecimal
number, called akey, and a persond
identification number (PIN), which
are used to access and operate the
ECS. The key and PIN are en-
crypted and stored on atoken (phys-
ical access device - smart card)
along with the ECS identification
number (ECS ID) of the user. The
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ECSID and PIN arealso provided to
the individuals in written form.

Thekeysand PINs are generated
by a Centra Key Management Sys-
tem (CKMS). The CKMSfunctions
are performed by Security Officers
(SOs) at the RFC administering the
CKMS. Therearetwo primary SOs,
each with back-ups. Primary SO1
and SO1 back-upshandleall matters
pertaining to tokens and PINs for
SAs. Primary SO2 and SO2
back-ups handle al matters pertain-
ing to tokensand PINsfor COs. To-
kens and PINs are furnished to the
SAs and COs under conditions that
ensure no one other than the in-
tended SA and CO has access to
them.

MSA and MCO tokensand PINs
arecreated at the CKM Sand distrib-
uted directly to the recipient by the
SO1 and SO2, respectively. MSAs
must document receipt of their to-
kens and PINs by completing FMS
Form 210RS (see | TFM 4-1100)
and forwarding it to the issuing Pri-
mary SO1. MCOs must document
receipt of their tokens and PINs by
completing FM S Form 210RC (seel
TFM 4-1100) and forwarding it to
theissuing Primary SO2. TSA, SA,
TCO, and CO tokens are created at
the agency site, from token and PIN
datatransmitted fromthe CKMS, by
the agency MSA/TSA and
MCO/TCO in coordination.

TSAs, SAs, TCOs, and COs
must document receipt of their to-
kensand PINs by completing the ap-
propriate form (FMS 210RS for
TSA and SA, FMS 210RC for TCO
and CO) and forwarding it to the ap-
propriate CKMS SO (SO1 for TSA
and SA, SO2 for TCO and CO).
DEOs must document receipt of
their IDs and PINs by completing
FMS Form 210RD and forwarding
it to the CKMS SO1. IDsfor ALL
types of CO, SA and DEO will not
be activated in the ECS until receipt
and validation of the appropriate re-
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ceipt(s). The SA and CO tokensare
also stored securely in the CKMS
wherethey are available only for se-
cure electronic transmission to all
Treasury RFC mainframe host com-
puters for use in validation of
voucher-schedules. Throughout the
process/system, no person has ac-
cess to the unencrypted key and no
person, other than the user, has ac-
cesstothe PIN. Keysand PINswill
be reissued by the CKMS periodi-
cally.

The security and integrity of the
voucher-schedule certification and
verification process depend on the
security afforded to the tokens and
PINs. The SAs, COs and DEOs
must never alow anyoneto have ac-
cessto their tokensand/or PINSs, and
must follow security procedures is-
sued with them. If SAs, COs or
DEOs suspect their tokens and/or
PINs have been compromised or if
the tokens become unusable, the
Treasury CKMS Security Officer
responsible (SO1 for SA, SO2 for
CO) must be notified immediately
and the tokens must either be rewrit-
ten (viathe Token Message function
of the ECS), or be returned for reis-
sue.

Violation of security procedures
will result in notification to the Se-
cret Service or appropriate I nspector
General and could ultimately be
cause to revoke authorization of the
agency to use the ECS.

2050.50 - Designation of
Certifying Officers, Security
Administrators and Data Entry
Operators for ECS

Certifying Officers (CO), Secu-
rity Administrators (SA) and Data
Entry Operators (DEO) for the ECS
will be designated as prescribed in |
TFM 4-1100. Only Head of Agency
and other officials lawfully dele-
gated designation authority may
designate COs, SAs and DEOs. A
single individual cannot be desig-
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nated as both a CO and SA, or CO
and DEO for the same ECS system
and agency location. Designations
for CO, SA and DEO arevalid for a
period of 2 years, unless revoked
earlier. Agency designating offi-
ciaswill be notified of pending des-
ignation expiration, by FMS, 2
months prior to expiration. If re-
designations are not received by the
expiration date, the keys for the in-
dividuals will be deactivated in the
Central Key Management System,
resulting in rejection of schedules
certified with those keys.

2050.60 - Revocation of ECS
Certifying Officers, Security
Administrators and Data Entry
Operators

When an ECS Certifying Officer
(CO), Security Administrator (SA)
or Data Entry Operator (DEO) be-
comes unentitled to exercise their
authority (through departure, reas-
signment, or other cause), the
agency will immediately notify the
Central Key Management System
SO1 or SO2, as appropriate, viafac-
simile message, as prescribed in the
ECS Users Manual. Upon receipt of
the facsimile message, the SO will
removethe appropriate key fromthe
CKMS database to ensure that the
token assigned to the person whose
authority has been revoked cannot
be used. Procedures in the ECS
Users Manual must be followed in
returning tokens to the servicing
RFC. The agency will aso notify
the Chief Disbursing Officer, via a
completed FM S Form 210, 210S or
210DEO, as appropriate, noting the
revocation action and effective date
(seel TFM 4-1100).

2050.70 - Agency Requirements

Agencies may make application
to use the Electronic Certification
Systemto any of the Treasury RFCs.
A single ECS computer may be used
to access any or al of the Treasury
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RFCs. However, prior arrangement
must be made with each RFC before
voucher-schedules can be transmit-
ted for the first time. When an
agency desires to use the ECS with
more than one RFC, one RFC will
be selected as the primary servicing
RFC and will coordinate communi-
cations between the agency and any
other RFC(s) to which schedules
will be sent (secondary servicing
RFCs). The primary servicing RFC
will bethe primary contact for prob-
lem resolution and token issu-
ance/update matters.

Agencieswill designateaMaster
Certifying Officer (MCO) and Mas-
ter Security Administrator (MSA) to
receive training. The primary ser-
vicing RFC will provide training
covering all functions performed by
the SA, CO, and DEO. The agency
must train additional employees to
perform SA, CO, and DEO func-
tions. The primary servicing RFC
will provide training materials and
user manuals.

The Master Security Adminis-
trator (MSA) will be the primary
contact with the RFC for solving
routine system problems. The MSA
must understand computers and
have a knowledge of the agency
payment process to be effective.
The MSA should aso be in a posi-
tion of responsibility within the
agency. The MSA will train other
agency employees (SAs, COs, and
DEOs) in proper system operation
and procedures.

Agencies must ensure that the
same employee is not designated or
authorized to servein morethan one
of the three ECS positions (CO, SA,
or DEO). In exceptional circum-
stances, where only a very limited
number of personnel are available
for operation of the ECS, it will be
permissiblefor an SA to also bedes-
ignated to perform DEO functions.

Agencies must ensure that their
employees comply with the security
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and operating procedures contained
in the ECS Users Manual.

Agencies are responsible for ob-
taining the computer and peripheral
equipment needed for the ECS. In-
formation about the required equip-
ment can be obtained from the
servicing RFC.

Only ECS software, security
boards, key loader interface units,
modems, and tokens supplied or
designated by Treasury can be used
in the ECS. Agencies must procure
security boardsand key loader inter-
face units via Treasury contracts.
Information on how to obtain these
items will be furnished by the ser-
vicing RFC.

Agencies must not make any
changes to the Treasury supplied
software, security boards or other
unique items furnished as a part of
the ECS. The security boards
(PCEM board) are controlled items,
whose cases are sealed with tamper
evident seals. As such, they may
only be opened, disassembled, mod-
ified, or repaired by authorized par-
ties. For any security board
requiring repair the agency should
contact the servicing RFC for autho-
rized procedures. Breaking the sed
on a security board is a security vio-
lation and will be reported and han-
dled as such. Removing the cover
from a security board will com-
pletely disable the board, requiring
it to be returned to the manufacturer
to be made usable. As a controlled
item, security boards cannot be ex-
ported or disposed of in an uncon-
trolled manner. Agencies should
contact their servicing RFC for dis-
posal instructions. Localy gener-
ated software modifications are
prohibited, will completely destroy
configuration control, and could re-
sult in major security and opera
tional problems. Any modification
or change to the ECS software,
without Treasury’ swritten approval,
isasecurity violation.
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Agencies will contact their pri-
mary servicing RFC for assistance
in solving system problems.

Agencies will resolve al prob-
lems due to the faulty equipment
and software that is not furnished by
Treasury. Treasury will correct
hardware/software/system prob-
lems related to items furnished by
Treasury (security boards, key
|oader interface units, tokensand the
ECS program software).

Agencies will provide two sepa-
rate securelockabl e storage contain-
ers for storing ECS items requiring
secure storage. The MSA (who
holds the first master key for ECS
system initialization) should have
access to one and the other SA hold-
ing the second master key for the
ECS should have accessto the other.

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

2055.10 - Applicability of
Procedures

The procedures prescribed in
this section apply only to those
agencies required to submit paper
SF 1166 forms, or comparable
forms, to Treasury RFCs for pay-
ment, and may be used by other
agencies performing their own dis-
bursing functions upon notifying the
Chief Disbursing Officer of suchin-
tent. Treasury has discontinued Op-
tical Character Recognition
processing of SF 1166 OCR and SF
1167 OCR. Consequently, the re-
placement forms (SF 1166 and SF
1167) may only be submitted to
Treasury RFCs for certification of
payment files submitted via mag-
netic tape, as Voucher and Schedule
of Payments for checks to be pre-
pared manually, paymentsto be pro-
cessed via the Federal Reserve's
Fedwire system, and paymentsto be
paid in foreign currency. Treasury
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strongly recommends that all
payment regquests be certified and
submitted viathe Electronic Certifi-
cation System, or that payment data
be submitted via €electronic trans-
mission, with certification via the
ECS.

2055.20 - Preparation and
Distribution of
Voucher-Schedules

The paper SF 1166 will be pre-
pared in an original and two copies.
(Where applicable, al payment in-
formation that designates a mailing
address must include a ZIP Code.)
The original of the
voucher-schedule will be sent to the
servicing Treasury RFC for pay-
ment processing and two copies will
beretained by the agency. Agencies
should submit voucher-schedules to
the RFC so asto allow payments to
be issued as close to the payment
due date as possible. Mail delivery
time is to be considered in the due
date scheduling process.

Preparation of check payments
from voucher-schedules will be by
manual typing (on an exception ba-
sis, for check payments of $10 mil-
lion or more, foreign currency
payments, and cashier advances),
from electronically transmitted pay-
ment files or computer magnetic
tapes. To the maximum extent pos-
sible, agencies should scheduletheir
payment activities so that each tape
containsaminimum of 100 payment
records. If an agency is unable to
meet this minimum, it is within the
jurisdiction of each RFC to accept
tapes with fewer than 100 records.
Agencies should submit only one
magnetic tape per day for a particu-
lar class of payment. For miscella-
neous payment files, all payments
on the tape should be certified under
asingle paper SF 1166.

Agencies unable to produce
computer magnetic tape or
telecommunicate payment files
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electronically must submit and cer-
tify payments via the Electronic
Certification System.

The RFC will make the pay-
ments, place the payment informa-
tion on the voucher-schedule and
retain the original paid
voucher-schedule as support to its
Statement of Accountability. RFCs
will make every effort to adhereto a
24-hour (in today - out tomorrow)
processing schedule for payments
submitted on computer magnetic
tape that does not include manual
enclosures. The use of manual en-
closures may require up to 72 hours
for payment processing and rel ease.

NOTE: Agencies must submit
the original and two copies of
the paper SF 1166 to the RFC
for processing of foreign cur-
rency vouchers (see section
2065.40 - Generd).

On the date of payment, issuing
RFCs report payment issue data
from paid voucher-schedules to the
GOALS/RFC Agency Link, for
agency accountability. The pay-
ment data will consist of the SF
1166 (document type A or B) or
SSA 110s (document type K) sched-
ule number, payment date, check
symbol or ACH symbol, check
range, or combined check and trace
ranges, and certification amount.
The agency will have access to the
paid data, usualy, within 24 hours
of the paid date. Microfiche, con-
taining the same data, is mailed at
the end of each month to the
agency’s accounting office, which
should be kept for future inquiries.
Any unusua delays in receipt of
paid voucher-schedule data (on
GOALYS) by agency offices should
be reported to the issuing RFC.
Upon receipt, the agency immedi-
ately must compare the paid data
with the pending copy of the
voucher-schedule. Any erroneous
datashould bereported immediately
to the agency Inspector General’s
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office (or appropriate agency
security officials) and the Dis
bursing Officer. Copies of the ac-
complished voucher-schedules,
with the related basic voucher, will
be submitted as accounting support
to the agency’s Statement of Trans-
actions. One copy will be retained
in the agency’s accounting docu-
ment files as accounting support to
the agency’s Statement of Transac-
tions.

2055.30 - Basic Vouchers

Basic vouchers are the source
documents for the issue data on SF
1166 or comparable forms. Each
basic voucher will be listed on a
voucher-schedule with al informa
tion required for check issuance pur-
poses. Basic vouchers covered by
voucher-schedules will be retained
by departments and agencies unless
otherwise authorized. Each
voucher-schedule page should con-
tain the greatest number of items
that normal spacing requirements
will permit.

Assignment of Identification
Numbers to Basic Vouchers. Each
basic voucher must be
cross-referenced to the
voucher-schedule by agency identi-
fication numbers in a manner that
enables positive association of one
withtheother. Administrative agen-
ciesor officesmay electtoassignin-
dividual numbers to each basic
voucher, invoice, or hill, or they
may assign only the related Voucher
and Schedule of Payments number
to each basic accounting document.
Depending on the system used by
the administrative agency with re-
spect to numbering basic vouchers,
invoices, or bills, thefirst column of
the Voucher and Schedule of Pay-
ments may or may not be used.

Classification on Basic Vouchers
for Purposes of Separate Sched-
uling. Basic vouchers should be
segregated into the following gen-
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eral classificationsfor processing on
separate voucher-schedules:

 Payroll vouchers.
 Travel vouchers.

» Vouchers payable in foreign
currency.

» “No-check” vouchers requiring
no action by the Regiona Fi-
nancial Center.

 Fedwire payment vouchers.
 Vendor payment vouchers.
» All others.

In those caseswhere an adminis-
trative agency estimates that the
daily average number of basic reim-
bursement travel vouchers, SF 1012
“Travel Voucher” to be processed at
ascheduling point will besix or less,
such vouchers need not be listed on
a separate voucher-schedule, but
may be included with those classi-
fied as“adll others.”

2055.40 - Combined Payments
Due a Single Payee

If the amounts of two or more
basic vouchers or invoices due one
payee may be properly combined in
one check, the individual basic
voucher numbers should be clearly
indicated in the voucher number
column on the voucher-schedule,
but the items will be added and
listed as a single payment. In such
cases, it is desirable that an adding
machine tape or facing sheet listing
of the individua amounts be at-
tached to the related group of basic
vouchers.

2055.50 - Guidelines for
Entering Information on the
Voucher-Schedules

Entering Information in the
Payee Column. As a genera rule,
the RFC will create payments di-
rectly from the information shown
on the SF 1166 (I TFM 4-5000).
Consequently, except as otherwise
provided in section 2070, the data
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should be restricted to the informa-
tionwhichisto be shown ontheface
of the check or would be required to
post an electronic payment to an ac-
count at a financial institution, and
should betyped in uppercase letters.
Punctuation marks are to be omitted
except for the use of commas to
setoff the names of more than two
payees. Long addresses should be
avoided unless necessary for postal
identification.

Check issue data for foreign ad-
dressed payments submitted to
Treasury RFCs should include a
3-digit foreign sorting code in the
domestic ZIP Code location. If the
payment file is submitted as a bulk
file (electronic file transmission or
on magnetic tape), the foreign sort-
ing code should not contain leading
zeros in the 5-digit ZIP Code field,
otherwise, it may be mistaken for a
domestic ZIP Code. Checksbearing
these codes are sorted by country
and receive priority delivery
through Department of State facili-
ties. A list of the foreign country
sorting codes may be obtained from
the Office of the Chief Disbursing
Officer (see Contacts page). Checks
addressed outside of the United
States must bear the name of the
country, except for checks with
APO/FPO addresses. Foreign ad-
dressed payments included in Rail-
road Retirement Board (RRB)
benefit payment files, and Office of
Personnel Management (OPM) ben-
efit payment files, must belocated at
the beginning of thefile.

When necessary, special han-
dling instructions should be placed
inthe payee column asthefirst entry
on the SF 1166. Payee information
should belocated insidethe brackets
provided on the form. Thefirst line
should begin at the first spaceinside
the left bracket. No payee informa
tion should extend into the amount
column. Foreign addressed pay-
ments, except to APO/FPO ad-
dresses, should be submitted to
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Treasury RFCs on a separate SF
1166 or at the beginning or end of
the bulk file.

Voucher-schedules prepared to
show only the name of the payee and
amount, such as advances to travel-
ers, etc., may have the payee names
triple spaced so that two such in-
scriptions appear in each payee
space. |f payment identification leg-
ends (travel advance, etc.) are re-
quired to be shown on the checks,
the legend should be triple spaced
bel ow the name of the payee and one
inscription alotted to each payee
space.

Invoice numbers or other data
identifying the payment should be
typed on the second succeeding line
following the last line of address, as
long as it does not overlap into the
next payee space. Otherwise, it may
be indented dightly and started on
the next line following the last line
of address to avoid overlapping into
the next payee space. (For related
information concerning inscription
of Payee Name and Other Identifi-
cation Data, see | TFM 4-5000.)

In order to preclude the possibil-
ity of the numerica identification
number being mistaken for ZIP
Codes by the U.S. Postal Service,
all such numeric information should
be typed in the payee column begin-
ning with the first space inside the
left margin. Payment identification
information should not appear adja-
cent to the ZIP Code area. Numeric
foreign postal codes should aso be
thefirst entry in the last line or next
to last line of address depending on
the postal regulations of the country
involved. AnexceptionisCanadian
alphanumeric postal codes, which
should be the last entry in the last
line of the address.

Entering Information in the
Amount Column. The amount for
which the payment is to be drawn
will be shown in the “Amount” col-
umn on the same line as the payee's
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name. Theamounts should betyped
within the index marks in the
amount column. Amounts should
be typed without decimal points or
dollar signs for payments in U.S.
currency. Amounts should be lo-
cated so that the last digit of the
amount (units position) is located
three typewritten spaces from the
right-hand vertical ruling of the
amount column. Except where prior
arrangements have been madeto the
contrary, amounts stated in foreign
currencies should contain decimals.
This is necessary to ensure that the
correct amount will be paid, since
some countries are not on the deci-
mal system. Thetotal of the amount
column on the voucher-schedule
must includeitemslisted on the con-
tinuation sheets.

Typing. Schedules prepared on
electric typewriters create the most
consistently dense and therefore the
best quality impressions for read-
ability or preparing foreign currency
payments. The use of manual type-
writers to prepare
voucher-schedules should be
avoided, if at all possible. Vouchers
may be prepared using computer
driven impact or non-impact print-
ers. Typewriters equipped with
10-pitch style (10 characters to the
inch) produce an image superior to
the elite (12-pitch) style. Type
writers having Optical Character
Recognition (OCR) fonts (OCR-A
10-pitch, 1403 OCR 10-pitch or
OCR-B 12-pitch uppercase alpha
numeric) are acceptable and desir-
able for all voucher-schedules.
Typewriters with script or italic
style fonts and typewriters that print
numeric zeros should not be used for
typing voucher-schedules. Sched-
ules should be typed using all capi-
tals for names and addresses.
Pressure setting of typewriters
should be adjusted to produce heavy
impressions, but not heavy enough
to produce “brailled” or embossed
characters. A one-time use car-
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bon-base ink or film ribbon creates
the best images for payment produc-
tion. Fabric ribbons should not be
used for preparing
voucher-schedules. Ribbons should
be changed and typing elements
cleaned frequently to ensure dense
impressions.

Errors made in typing the pay-
ment inscription should be corrected
using the OCR scanner correction
method regardless of how the pay-
ments will be prepared. Inthe OCR
scanner method of correction, four
guestion marks are typed in the first
four positions of the next line. After
typing the question marks, double
space the typewriter and start the
payment record over again. Do not
X-out or line out entries. Also, the
OCR scanner method for end of
page coding should be used on all
schedules, regardless of the method
of check preparation. Type four
dlash marks (////) after double line
spacing from the last payment re-
cord on the page.

Audit Notations. To the fullest
extent possible, audit notations on
the schedule should be made in the
voucher column. [f required, check
marks, initials, or other notations
may be placed on schedules in the
payee or check-number columns.
All audit notations should be made
with ball-point pensor pencilsof the
nonreproducing type.

Mailing of Schedules to Dis
bursing Officers. Schedules should
be submitted in 9- by 12-inch or
larger envelopes so that the vouch-
erswill not have to be folded.

2055.60 - Scheduling Invoices
From Government Agencies
When Payment is Made by
Check

Invoices or other billing docu-

ments received from government
agenciesthat areto be paid by check
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will be listed for payment on a
voucher-schedule and processed as
if payment were being made to a
non-government creditor. In such
cases, the original invoice or billing
document is the basic voucher and
becomes a part of the accounting
documentation for therelated period
of account.

2055.70 - Scheduling No-Check
Vouchers

Vouchers for which no-checks
are to be issued or from which de-
ductions are made, will be assigned
voucher numbers, as other disburse-
ment vouchers, and scheduled in the
following manner:

 Vouchersthat do not requirethe
RFC to issue a check, and do
not require the agency station to
process a transaction in its
Statement of Transactions, will
be scheduled separately from
all other disbursement
voucher-schedul es.
These scheduleswill be marked
“No-Check Vouchers” and will
be submitted with all other
schedules.
“No-Check Vouchers’ will not
be submitted to RFCs for pro-
cessing. These transactions
should be documented on Op-
tiona Form 1017-G “Journa
Voucher” or other similar
form(s).

» Vouchers from which deduc-
tions are made will be sched-
uled with all other disbursement
voucher-schedules submitted to
RFCs with the notation
“No-check”  opposite  the
voucher deduction in the “D.O.
Check No.” column.

2055.80 - Scheduling Travel
Advances

The preparation of SF 1012
“Travel Voucher” in vouchering ap-
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proved travel advances is optiona
where a voucher-schedule is used.
Where SF 1012 is not used, an ab-
breviation of the notation “Travel
Advance per Authorization No.,
Dated” will be entered in the
voucher number column of the
voucher-schedule. When this pro-
cedure is followed, the travel ad-
vance item on the voucher-schedule
will not be supported by a basic
voucher, but instead by acopy of the
travel authorization.

Where the travel advance pay-
ment is to be made by an imprest
fund cashier, thetraveler will submit
aproperly approved SF 1012, or SF
1038 “Advance of Funds Applica-
tion and Account” to the cashier for
the advance payment (I TFM
4-3000).

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

2060.10 - General

The Treasury Electronic Certifi-
cation System (ECS) isthe preferred
method of certification. However,
when it is not available, SF
1166-EDP may be used to certify
payment data submitted on mag-
netic tape. SF 1166-EDP is a com-
puter generated facsimile of the SF
1166, generated via agency com-
puter programs. The provisions in
section 2055 generally apply to the
SF 1166-EDP. However, the SF
1166-EDP is limited to such data as
tape reel number, payment volume,
amount, and certification. Individ-
ua payment data for payment in-
scription are not to be included.

SF 1166-EDP must be certified

by an authorized certifying officer
to the effect that payment is proper
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from the appropriations shown
thereon.

A description of the information
to be reported on the SF 1166-EDP
isin Appendix 1.

2060.20 - Requests to Submit
Magnetic Tape and/or SF
1166-EDP

Requests to submit check-issue
data on magnetic tape and/or SF
1166-EDP should be directed to the
Chief Disbursing Officer (see Con-
tacts page).

2060.30 - Electronic
Submission of Payment Data
(Telecommunications)

The Financial Management Ser-
vice maintains a wide area network
(WAN) to facilitate electronic trans-
mission (telecommunication) of
data between al of the Treasury
RFCs, the Federal Reserve System,
and participating government agen-
cies.

Agenciesmay elect to make con-
nections to the FMS WAN for the
purpose of establishing facilities for
electronic transmission of payment
and other data between the agency
and the RFCs.

Use of the Treasury Electronic
Certification System, for certifica-
tion of payment data submitted via
telecommunication, isaprerequisite
to establishment of FMS WAN con-
nections.

Requests to establish connec-
tions to the FMS WAN and initiate
electronic transmissions should be
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directed to the Chief Disbursing Of -
ficer (see Contacts page).

Section 2065 - Foreign
Currency Payments

2065.10 - Purpose

This section provides instruc-
tions to agencies requesting dis-
bursement of payments billed in
foreign currency.

2065.20 - Disbursements in
Foreign Currency

Prior to submitting a request for
the disbursement of foreign cur-
rency, an agency must haveonfileat
the Financial Management Service
(FMS) an FM S 210: Designationfor
Certifying Officer. That form must
cover each designated certifying of-
ficer. (Seel TFM 4-1100for instruc-
tions on completing the FM S 210.)

To request the disbursement of
foreign currency from the Kansas
City Financia Center (KFC), com-
plete an SF 1166: Voucher and
Schedule of Payments. (See the
Contacts page.)

Only the KFC will processan SF
1166 for payment in foreign cur-
rency. To meet the time frames es-
tablished by the Prompt Payment
Act, KFC must receive the agency’s
SF 1166 10 days before the payment
date indicated.

The KFC will verify that the cer-
tifying officer’ s signature on the SF
1166 matches the signature on the
filed FMS 210. Then, KFC will pro-
cessthe SF 1166 for payment within
the normal 24-hour time frame.
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2065.30 - Scheduling SF 1166
for Foreign Currency Payments

General. Each SF 1166 should
request payments for only one type
of foreign currency. When more
than one payment isbeing madeina
given currency, list as many payees
as possible on each SF 1166. To ini-
tiate a wire or check payment, use
the SF 1166 to supply the KFC with
the following information:

Wire Payment

« SW.ILLF.T. code.

» Payee name.

« Bank identifier number.
« Bank name.

« Bank address.

« Bank account number.
» Currency type.

« Amount.

« Invoiceinformation.

Check Payment

» Payee name.

» Payee address.

» Currency type.

« Amount.

« Invoiceinformation.

If a payee agrees to receive a
wire payment instead of a check,
agencies complete a separate SF
1166. Annotate that form to indicate
that a “wire payment” is requested
and supply the above data. KFC will
return all wire payments that do not
include the data above to the agency
submitting the payment request.

Anindividual SF 1166 may con-
tain either wire payments or check
payments, but not both. A separate
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SF 1166 isrequired for each type of
payment. (See the Contacts page.)

Appendix 2 to this chapter has
additional instructions on schedul-
ing the SF 1166 for payment in for-
eign currency when: (1) the foreign
currency amount is known, (2) the
foreign currency amount is not
known, and the U.S. dollar equiva-
lent isprovided, (3) the amount pay-
ableis limited by law, and the U.S.
dollar equivalent limit is provided
and (4) the currency billed is consid-
ered excess or near excess, but the
amount must bepaidin U.S. dollars.

Expressing Payment Amount.
Ensure that the amount billed on the
invoice is the same as on the SF
1166 to avoid disbursement of an er-
roneous amount.

All foreign currency payment
amounts should contain a decimal
point, except: Japanese Yen, Korean
Won, Indonesian Rupiah and Greek
Drachmas. (For example, for those
countries listed above, schedule
5000.95 as 500095, except for

Greek Drachmas, which should
be expressed as awhole number and
scheduled as 5000.)

Payments Requiring U.S. Dol-
lars. Schedule payments in the for-
eign currency billed, unless the
currency is. (1) destined for a re-
stricted currency country or (2) Pan-
amanian Balboas (“Panamanian
Balboas’ areU.S. dollars), requiring
paymentsin U.S. dollars.

Note: In some countries the
foreign exchange control regu-
lations prohibit local exporters
from receiving or accepting
payment in local currency for
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purchase of items to be
exported. Before scheduling
payments, agencies should ask
vendorsif they may be paid in
their local currency.

Payments Requiring Foreign
Currency. If paymentsare billed in
U.S. dollarsto aforeign country that
is considered an excess or
near-excess currency country,
schedule payment in that foreign
currency instead. Do this unless
thereisavalid reason for paymentin
U.S. dollars, in which case the certi-
fying officer should indicate the
“amount must be paid in U.S. dol-
lars” on the SF 1166.

Note: Agencies are notified,
through Office of Manage-
ment and Budget Bulletins
sent to heads of executive de-
partments and establishments,
of those countries where the
supplies of currency arein ex-
cess or near excess of the U.S.
Government’ s normal require-
ments.

2065.40 - Rejecting an SF 1166

The KFC may reject an SF 1166
if: (1) the signature on the SF 1166
does not match the signature on the
FMS 210 form on file or (2) the
scheduling instructions provided in
subsection 2065.30 are not fol-
lowed.

The Department of State U.S.
Disbursing Officer may reject an SF
1166 if an agency does not providea
valid appropriation on the voucher.

2065.50 - Reporting Foreign
Currency Payments

Agencies Using an 8-digit

Agency Location Code (ALC).
These agencies will report foreign
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currency disbursementsto an appro-
priation on their SF 224: Statement
of Transactions. An agency will re-
ceive confirmation of the disburse-
ment of foreign currency payments
and the amounts of the U.S. dollar
equivalent of those payments from
the KFC via Government On-line
Link System (GOALYS). InGOALS,
these foreign currency paymentsare
coded with an “X.” In addition, the
KFC will mail weekly detailed in-
formation on foreign currency pay-
ments disbursed to the address of the
ALC provided on the SF 1166.
These reports will contain informa
tion on each payment disbursed in-
cluding U.S. dollar equivalent,
check number, amount and issue
date.

Agencies Using a 4-digit ALC.
These agencies will not report for-
eign currency disbursements on SF
224s. Instead, the Department of
State will report a charge to the
agency appropriation indicated on
the SF 1166 for these disbursements
on an SF 1221: Statement of Trans-
actions. An agency will receive con-
firmation of the disbursement of
foreign currency payments and the
amounts of the U.S. dollar equiva-
lent of those payments from the De-
partment of State through reports
mailed to the address of the ALC.

The Department of State will
mail these reports by the 10th day of
the month following the month that
the foreign currency payments were
disbursed.

These reports will include: (1)
the SF 1221, providing summary
chargesto agency appropriationsfor
the amount of the U.S. dollar equiv-
alent of the payments disbursed and
(2) the Voucher Auditor’s Detail Re-
port, providing detailed information
(including check number, amount
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and issuedate) on each payment dis-
bursed.

Section 2070 - Furnishing of
Enclosures or Inserts With
Treasury Checks

2070.10 - Instructions
Pertaining to Enclosures for
Check Identification Purposes

The invoice numbers or other
identifying numbers shown on the
payee’ shilling form and theidentifi-
cation of the agency making the
payment will be shown on the check
at least two linesbel ow the address.

The RFC will issue the check
directly from the information shown
on thevoucher-schedule asfollows;

XY Z Company

1581 Vine Street

Washington, DC 20015
*DOE INV NOS 1856; 1858;
1920

A maximum of 6 inches of writ-
ing space (that is, two 3-inch lines)
below thethreelinesrequired for the
payee's name and address is avail-
able for check identification infor-
mation.

However, this method of check
identification should not be adopted
until an agreement is reached, in
writing, by the agency and vendors
or payees concerning the exact ref-
erences required on the check.

In the absence of such an agree-
ment, check identification informa-
tion will not be shown on the
voucher-schedules.

T/L 577: R-99-02

2070.20 - Instructions
Pertaining to Inserts Enclosed
with Treasury Checks

Agencies submitting requestsfor
inserts to be enclosed with Treasury
checks must adhere to the instruc-
tions in the following paragraphs
and the instructions in Appendix 3,
concerning insert specifications and
shipping addresses for insert deliv-

ery.

Approva will be granted only
for program related inserts printed
on tabulating cards. The messageto
be conveyed should be written in
general terms so that the matching
of inserts with specific checksis not
required.

Itisthe primary responsibility of
the agency to determine whether in-
serts are appropriate and program
related. The Chief Disbursing Offi-
cer retainsfinal authority on the lan-
guage and content of all inserts
enclosed with Treasury checks.

To avoid unnecessary expenses,
Chief Disbursing Officer approval
should be obtained prior to entering
printing contracts. Any questionsor
problems concerning inserts should
be referred to the Chief Disbursing
Officer, Attention; Administrative
Services Branch (see Contacts

page).

If enclosure is approved, the
Chief Disbursing Officer may re-
quire reimbursement for expenses
involved in preparing and mailing to
payment recipients enrolled in the
direct deposit program. Payment of
postage to the U.S. Posta Service
for these mailingsisthe responsibil-
ity of the requesting agencies.

19
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Asalesscostly aternative, toin-
serts, FM S offers the ability to print
messages on the back of envelopes
used to mail Treasury checks. (For
further information, contact the Ad-
ministrative Services Branch - See
Contacts page.)

2070.30 - Instructions for
Requesting Enclosure of
Program Inserts

Program agencies desiring en-
closure of inserts must submit the
requests sufficiently in advance of
delivery of check issue datato allow
for approval action, to stock enclo-
sure supplies, and to make computer
program changes when necessary.
Normally, submission of requests 6
weeks prior to delivery of check is-
sue data is sufficient, with earlier
submissionif programming changes
arerequired.

L etters of request must providea
sample of theinsert or afacsimileif
asample is not available, and must
include the following information:
(1) proposed enclosure numbersand
titles; (2) type and size of enclosure;
(3) date of checks; (4) class of pay-
ment; (5) Regiona Financia Cen-
ters involved; (6) volume at each
Regional Financial Center (volumes
should correspond to current pay-
ment figures, plus an additional 5
percent overage to cover spoilage);
(7) total volume of enclosures; (8)
delivery date; and (9) special en-
closing instructions.

When an actual sample of the
check insert isnot provided with the
request, any approval will be condi-
tional on inserts meeting the specifi-
cations as prescribed in this release.
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All proposed inserts must now
contain the statement, “Any ques-
tions or inquiries concerning the
content of this insert should be di-
rected to (agency name/of-
fice/phone).”

Insert requests must be submit-
ted to the Chief Disbursing Officer
for approva of both content and
specifications (see Contacts page).

Section 2075 - Restricted
Delivery of Checks

2075.10 - General Procedure

Agencies will not draw checks
or warrants intended for delivery in
the restricted countries designated
in 31 CFR 211 and listed in Appen-
dix 4. Inplaceof drawing acheck or
warrant, which would be withheld
under 31 CFR 211, the drawer
agency will withhold payment and
will establish the liability on its
books.

From time to time the Secretary
of the Treasury or hisher designee,
the Fiscal Assistant Secretary (Trea
sury Department Order No. 101-5,
dated December 21, 1981), will
temporarily withhold checks to cer-
tain countries without publication of
the name of the country in 31 CFR
211 or including it in Appendix. In
these instances, the imposition of
the restriction will be communi-
cated directly to the affected agen-
cies. Temporary withholdings are
normally due to conditions within
the country, such as natura disas-
ters, political upheaval, postal dis-
ruption, or lack of U.S. diplomatic
representation, which make it

February 1999

doubtful that checks will reach the
payees.

Exceptions. The provisions of
31 CFR 211 do not apply to pay-
ments to foreign governments, nor
to checks or warrants issued in pay-
ment of salaries or wages or for
goods or services purchased by the
U.S. Government in foreign coun-
tries, unless the payments are sub-
ject to the regulations of Treasury’s
Office of Foreign Assets Control
referenced in Appendix 5.

2075.20 - Reports

Reports, containing the informa-
tion required in 31 U.S.C. 3329,
may be requested by Regional Oper-
ations from time to time for pay-
ments withheld (1) under both the
Foreign Assets Control regulations
listed in Appendix 5 and the deter-
mination of the Secretary of the
Treasury under 31 CFR 211 or (2)
solely according to any such author-

ity.

2075.30 - Claims for the
Release of Withheld Checks or
for the Proceeds Thereof

Claims for proceeds withheld
shall be processed by the adminis-
trative agency responsible for origi-
nally authorizing issuance of those
proceeds.

Payment Withheld on
Agency’s Books. If the drawer
agency has withheld payment on its
books, in place of drawing a check
or warrant, that agency will arrange
for the issuance of a check and will
decrease the respective liability on
its books.

Payment Deposited With the
Financial Management Service
(FMYS). If the proceeds of withheld

20
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checks were on deposit prior to
April 1976 and are still on deposit
with FMS in deposit fund account
20X6048 “Proceeds of Withheld
Foreign Checks,” administrative
agencies will submit requests for
payment with the recommendation
on such payment to FM S (see Con-
tacts page).

Section 2080 - Designating
Agents to Receive Salary
Checks

2080.10 - General

Agenciesare encouraged to have
their payroll checks mailed to home
addresses or elect to receive the Di-
rect Deposit/ Electronic Funds
Transfer to their bank. Addi-
tionally, the Debt Management
Collection Improvement Act of
1996, requires that all payments
be issued electronically by calen-
dar year 1999. The Chief Dis
bursing Officer may, upon request,
delegate to employees of other
agencies that part of its function in-
volving distribution and delivery of
checks to the respective recipients.
Policy and procedures for designa
tion and revocation of Designated
Agent to Receive and Deliver
Checks are provided in | TFM
4-1100.

U.S. Savings Bonds are no lon-
ger printed by Treasury. This ser-
vice has been transferred to the
Federal Reserve Bank (FRB) of
Cleveland, Pittsburgh Branch.
Therefore, any request for desig-
nated agent delivery of U.S. Savings
Bonds must be directed to that insti-
tution. (Reference | TFM 3-6000.)

T/L 577: R-99-02
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2080.20 - Requirements
Applicable to Designated
Agents

Intheinterest of internal control,
no person or position having duties
of a Certifying Officer or otherwise
directly or indirectly involved in the
preparation of payrolls or
voucher-schedules may be desig-
nated as an agent. Agencieswill be
responsible for preventing recom-
mendation actions for such persons
or positions. The Chief Disbursing
Officer is, however, authorized to
consider arequest for waiver of this
requirement in unusual circum-
stances where separation of duties
may not be possible. In this in-
stance, the Chief Disbursing Officer
should be notified of the reasons for
such areguest.

It is not necessary for the desig-
nated agent to send a receipt to the
Disbursing Officer when checks are
received, as long as the designated
agent isemployed in the administra-
tive office or the delegation is still
effective. If the checks bear issue
dates, which are predetermined ac-
cording to atime schedule, they will

T/L 577: R-99-02

not be delivered to the payee prior to
the scheduled payment date. A des-
ignated agent may mail employees
salary checksto an address specified
by the employee on atemporary ba-
sis due to the employee being in
travel, sick, or annual leave status.
However, designated agentswill not
mail checks to payees on a continu-
ing basis.

2080.30 - Pick Up of Checks by
Authorized Messengers

Agencies may authorize messen-
gers to pick up checks at Treasury
RFC upon approval of the Dis
bursing Officer. Messengersmay be
government employees or commer-
cial courier service personnel.
Agencies will designate in writing
to the RFC the name of the govern-
ment or commercial courier em-
ployee who will act as the
messenger and will provide the re-
quired specimen signature of the
messenger. Designations of com-
mercia couriers must also specify
the commercia courier’s corporate
name and certify that each employee
acting as a courier is bonded for a
minimum of $2,000,000.

21
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An agency may require higher
bonding to correspond to the dollar
value of check paymentsto betrans-
ported. Anagency’s contract with a
commercial courier service must
stipulate that the courier will be lia
ble for any loss to the government
due to the mishandling of Treasury
checks while such securities are en-
trusted to their possession. In the
case of loss, it will be the responsi-
bility of the agency to aggressively
pursue all available remedies
against the commercial courier ser-
vice.

Agency authorizations for mes-
sengers to pick up checks will re-
main in effect until the Treasury
RFC is advised in writing that such
authorization is revoked.

Instead of having salary checks
released to a designated agent for
distribution to employees, agencies
should encourage their employees
to have their net pay remitted regu-
larly to the financial organizations
of their choice for credit to their ac-
counts (I TFM 3-8000), in compli-
ance with the mandatory EFT
provisions of the Debt Collection
Improvement Act of 1996.
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CONTACTS

Direct inquiries concerning this chapter to:

Chief Disbursing Officer
Financial Management Service
Department of the Treasury
Liberty Center, Room 335

401 14th Street, SW.
Washington, DC 20227
Telephone: 202-874-6800

For Emergency Disbursing Services, contact:

Financial Management Service
Disbursement Management Division
Emergency Disbursing Manager
Liberty Center, Room 335

401 14th Street, SW.

Washington, DC 20227

Telephone: 202-874-6800

For submission of “Proceeds of Withheld Foreign Checks,” contact:

Finance Division

Financial Management Service
Department of the Treasury
Liberty Center, Room 257

401 14th Street, SW.
Washington, DC 20227
Telephone: 202-874-7110

To submit electronic payment files and/or magnetic payment tapes
under Computer Specifications Series No. 19 (CPSS 19), contact:

Disbursement Management Division
Regional Operations

Financial Management Service
Department of the Treasury

Liberty Center, Room 335

401 14th Street, SW.

Washington, DC 20227

Telephone: 202-874-6800
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For check insert information and questions, contact:

Administrative Services Branch
Regional Operations

Financial Management Service
Department of the Treasury
Liberty Center, Room 358

401 14th Street, SW.
Washington, DC 20227
Telephone: (202)874-6932

Send the SF 1166, schedule for payment in foreign currency, to:

Kansas City Financial Center (KFC)
Attention: Special Operations/CAS
P.O. Box 7528-0228

Kansas City, MO 64116-0228

For detailed instructions on how to complete the SF 1166, call the
KFC Special Operations/CAS at 816414-2100.

Contacts for the Treasury Regional Financial Centers include:

T/L 577: R-99-02

Austin Financial Center (AFC)
P.O. Box 149058
Austin, TX 78714-9058

Telephone: 512-342-7200

Birmingham Financial Center (BFC)
P.O.Box 2451
Birmingham, AL 35201-2451

Telephone: 205-912-6100

Chicago Financial Center (CFC)
P.O. Box 8670
Chicago,|L60680-8670
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Telephone: (312) 353-2364

Kansas City Financial Center (KFC)
P.O.Box12599K ansas City, MO 64117

Telephone: 816-414-2000

Philadelphia Financial Center (PFC)
P.O. Box 12599
Philadel phia,PA19101-8676

Telephone: 215-516-8000

San Francisco Financial Center (SFC)
P.O. Box 193858
San Fran cisco, CA 94119-3858

Telephone: 415-817-7100

25
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App. No.

T/L 577

Form

SF 1166

SF 1167

SF1166EDP

SF 1166

SF 1166

SF 1166

SF 1166

4-2000

APPENDICES LISTING

Title

Voucher and Schedule of Payments
Voucher and Schedule of Payments (Cortinuation Sheet)

Print Layout SF 1166 EDP Voucher and Schedule of Payments
(Computer-genaated)

Voucher and Schedule of Payments

Explanation of Items to be Reported on SF 1166 $heduled for Payment in Foreign
Currency

Voucher and Schedule of Payments

Explanation of Items to be Reported on SF 1166 $heduled for Payment When the
Precise Equivalent tobe Paid in Faeign Curengy is Not Known

Voucher and Schedule of Payments

Explanation of Items to be Reported on SF 1166 $heduled for Payment to a Payee
in an Exces or Nea-Excess Currengy County WhenPayment Must be Made in
U.S. Dollars

Voucher and Schedule of Payments

Explanation of Items to be Reported on SF 1166 $heduled for Payment When the
AmountPayable in Faeign Curengy is Limited by Law

Insert Specificatiors, Packing, andshipping Instructionsfor Tebulating Cads
List of Restricted Countties Designated in31 CFR Part 211

List of Fareign Assets Contol Regulations Rierenced i3l CFRPart 211
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SF 1166
4 TFM 42000 (Rev. -84 VOUCHER AND SCHEDULE OF PAYMENTS
1106-1.
DEPARTMENT OR ESTABLISHMENT | | D.O. VOU. NO. (TRANSP)
BUREAU OR OFFICE [ |
LOCATION OF TRANSMITTING OFFICE |
PURSLANT TO AUTHORITY VESTED IN ME, | CERTIFY THAT THE ITEMS LISTED HEREIN ARE CORRECT AND PROPER FOR PAl D BY
PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.
DATE AUTHORIZED CERTIFYING OFFICER
APPROPRIATION SUMMARY
ALIGN AREA | ALIGN AREA
FONTSHEET| OF | AGENCY STATION NO. | SCHEDULE NUMBER | FOR D.O. USE ONLY
[ [ [ P D o SUFFIX
GRAND TQTAI NO-CHECK TOTAL | |:| |:| |:| | | | | | | | | | | | | | |
PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NUMBER, OTHER IDENTIFICATION NO
LINES 1,3,5,AND 7 LINES 2, 4,6, AND 8 AMOUNT |CHECV1 VOUCHER NO.
5
4
3
2
1
0
D.O. CHECK| BEGINNING ENDING BEGINNING ENDING
NUMBERS
USE FOR FIRST CHECK SERIAL RANGE USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

T/L 577 3 February 1998
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ST 2000 Rev. 5.8 VOUCHER AND SCHEDULE OF PAYMENTS
1167-424 (CONTINUATION SHEET)
ALIGN ARE ALIGN AREA

DEPARTMENT OR ESTABLISHMENT |

BUREAU OR OFFICE

LOCATION OF TRANSMITTING OFFICE

FONT|

SHEET]

OF

AGENCY STATION NO.

SCHEDULE NO.

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NUMBER, OTHER IDENTIFICATION

LINES 1,3, 5 AND 7

LINES 2, 4,6, AND 8

AMOUNT

|checd  VOUCHER No.

orNWAO

February 1998
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PRINT FORMAT REQUIREMENTS FOR COMPUTER
GENERATED SF 1166-EDP

Agency SF 1166 cetifications ganeraedby computer equpment in support of magnetic tape
payment input meda must adhere to the requrements dated.
(1) The pint layout of the S 1166isto be followed as sdy as wssble. Theseforms are
desgnedfor 10 daracersto the inch printers ughg amaximum of 75 msitionsor 7 1/2inches
and 8 1/2inch-wide $ock paper.
(2) Thefirstline of print should be spaced 3/¢hch from the top of the page.

(3) The dimensions of the formswill not be nore than 8 1/2 by 11 inches.

(4) Agencies argo comply with the procedures presitredin | TFM 4-2060in prepaing SF
1166EDP. All copiesof the original form that areto be dstributed $ould be leghble.
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SF 1166
‘{ri%@”l_:ggi?"" VOUCHER AND SCHEDULE OF PAYMENTS
DEPARTMENT OR ESTABLISHMENT | HEALTH & HUMAN SERVICES D.O. VOU. NO. (TRANSP)
BUREAU OR OFFICE | PUBLIC HEALTH SERVICE HOSPITAL
LOCATION OF TRANSMITTING OFFICE | BALTIMORE MD 21211
PURSUANT TO AUTHORITY VESTED IN ME, | CERTIFY THAT THE ITEMS LISTED HEREIN ARE CORRECT AND PROPER FOI PAlD BY
PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.
5/1/97
DATE AUTHORIZED CERTIFYING OFFICER
APPROPRIATION SUMMARY
ENGLISH POUNDgOHN H. DOE (202)922-1220

7570350 25.00
7572140 9.75
7572186 5.73
ALIGN AREA XX| XX |ALIGN AREA
FONT|SHEET| OF | AGENCY STATION NO.| SCHEDULE NUMBER | FOR D.O. USE ONLY

1111 |1 75030323 23467 b b o  SUFFIX

GRAND TOTAL | Nochecktotal L O O LI CIITITTTTT]
Eﬁ“EESElgNEI;’\!‘\l&?E‘ SARY, ADDRESS, INVOICE NUMBER, OTHER IDLE”l:‘lggIZC»:TleoﬁNDg AMOUNT | CQSCK| VOUCHER NO.

PAYABLE IN FOREIGN CURRENCY ENGLISH POUNDS

WM DAWSON & SONS LTS CANNON HOUSE 25.00

FOLKSTONE KENT CT 195 EE ENGLAND

*PHS CHARGE SLIP NO 509 X 7958

SOCIETY OF CHEMICAL INDUSTRY 9.75

PUBLICATIONS DEPT 14 BELGRADE SQUARE

LONDON SW 1 ENGLAND *INV BB15878

ACADEMY PRESS INC LTD BERKLEY SQUARE HOUSE 5.73

BERKLEY SQUARE LONDON SW 1 ENGLAND

*INV REP 130

5

4

3

2

1

0

D.O. CHECK | BEGINNING ENDING BEGINNING ENDING

NUMBERS

USE FOR FIRST CHECK SERIAL RANGE USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

T/L 577
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FORM SF 1166
EXPLANATION O FITEMS TO BE REPORTED ON SF 1166

SCHEDULED FOR PAYMENT IN FOREIGN CURRENCY

If the invoiceindicates pgment in foreign currency, it mustbe steddedin foreign currency.

1. APPROPRIATION SUMM ARY. Insat the appopriation symbols axd the anounts
payable in foreign currency that appy to eat appopriation symbol. Typethe name, ad the
area ode and telephone number of the cetifying officer dove the appopriation information
inserted.

2. PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NO., OR OTHER
IDENTIFICATION. Typethe heading, "PAYABLE IN FOREIGN CURRENCY" at the
top of the name and addressaumn, avoiding the prepmtedbrackes and precethg the
listing of the names and addressesf the individud payees.

3. AMOUNT. Show thetypeof currency atthe top of the anount column; for example,
English Pounds, French Francs, éc. Theindividud amounts dueto eat payee epressedn
foreign currency will be rearded in the amount column opposite the name of the payee Use
deamal pointsin foreign currency amounts (with the excegions of those curencies
referencedin | TFM 2080400). Dollar sgns may not be sibstitutedfor foreign currency
symbols.

4. SIGNATURE OF CERTIFYING OFFICER. Any changesonthe S 1166mustbe
initialed by the certifyi ng offi cer.
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SF 1166
g%@”lsggi?"" VOUCHER AND SCHEDULE OF PAYMENTS
DEPARTMENT OR ESTABLISHMENT | HEALTH & HUMAN SERVICES D.O. VOU. NO. (TRANSP)
BUREAU OR OFFICE | PUBLIC HEALTH SERVICE HOSPITAL
LOCATION OF TRANSMITTING OFFICE | BALTIMORE MD 21211
PURSUANT TO AUTHORITY VESTED IN ME, | CERTIFY THAT THE ITEMS LISTED HEREIN ARE CORRECT AND PROPER FOI PA | D BY
PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.

5/1/97

DATE AUTHORIZED CERTIFYING OFFICER

APPROPRIATION SUMMARY
U.S. EQUIVALEN
25.00

1,]OHN H. DOE (202)922-1220

WM DAWSON & SONS LTS CANNO

7570350
7572140 9.75
7572186 5.73
ALIGN AREA] XX| XX |ALIGN AREA
FONT|SHEET| OF | AGENCY STATION NO.| SCHEDULE NUMBER | FOR D.O. USE ONLY
I1[T [T [ 75030323 | 23467 s b o surex
GRAND TOTAL NO-CHECK TOTAL D D D | | | | | | | | | | | | | |
Eﬁ“EESEig\VH;I;’\V;gEgE‘SARV,ADDRESS,INVOICENUMBER,OTHERIDLEIIV:‘lggIZCQTIGCv)ﬁNDs AMOUNT |CSSCK| VOUCHER NO.
PAYABLE IN FOREIGN CURRENCY USE

FOLKSTONE KENT CT 195 EE ENGLAND

ENGLISH POUNDS
N HOUSE 25.00

USE FOR FIRST CHECK SERIAL RANGE

*PHS CHARGE SLIP NO 509 X 7958
SOCIETY OF CHEMICAL INDUSTRY 9.75
PUBLICATIONS DEPT 14 BELGRADE SQUARE
LONDON SW 1 ENGLAND *INV BB15878
ACADEMY PRESS INC LTD BERKLEY SQUARE HOUSE 5.73
BERKLEY SQUARE LONDON SW 1 ENGLAND
*INV REP 130
5
4
3
2
1
0
D.O. CHECK | BEGINNING ENDING BEGINNING ENDING
NUMBERS

USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

T/L 577
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FORM SF 1166
EXPLANATION O FITEMS TO BE REPORTED ON SF 1166

SCHEDULED FOR PAYMENT WHEN THE PRECISE EQUIVALENT TO BE PAID
IN FOREIGN CURRENCY IS NOT KNOWN

If the invoiceindicates pgment in foreign curraency, it mustbe steduedin foreign currency.
When the predse equivalent amount to bepaid in foreign currency is rot known, the
"Appropriation Summary" block and the "Amount" column should indicéae that the U.S dollar
equivalent (USE) is provided. The foreign currency amount will be determined by the U.S.
Disbursing Officer usng the rate of exchange on the dade of payment.

1.

3.

APPROPRIATION SUMM ARY. Inseat the appopriation symbols and the U.S. dbllar
equvalent amounts that appy to eat appiopriation symbol. Typethe name, axd the area
code and telephone number of the cetifying officer dove the appopriation information
inserted.

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NO., OR OTHER
IDENTIFICATION. Typethe heading, "PAYABLE IN FOREIGN CURRENCY" at the
top of the name and addressa@umn, avoiding the prepmtedbrackes and precethg the
listing of the names and addressesf the individud payees.

AMOUNT. Show the U.S. dbllar equvalent (USE) amounts and indicae the type of
currency to be pad atthe top of the anount column; for example, USEEnglish Pounds, USE
French Francs, éc. Theindividud amounts dueto eat payee expressednthe U.S. dllar
equivalent will be recorded in the amount column opposite the name of the payee Use
deamal points inexpressng the USE amounts.

SIGNATURE OF CERTIFYING OFFICER. Any changesonthe §- 1166mustbe
initialed by the certifyi ng offi cer.
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APPENDIX NO. 2

4-2000

SF 1166

4 TFM 4-2000
(Rev. 5-84)
1106-128

VOUCHER AND SCHEDULE OF PAYMENTS

DEPARTMENT OR ESTABLISHMENT

| ENVIORNMENTAL PROTECTION AGENCY

BUREAU OR OFFICE

| DIVISION OF FINANCIAL MANAGEMENT

D.O. VOU. NO. (TRANSP)

LOCATION OF TRANSMITTING OFFICE

|WASHINGTON DC 20460

5/1/97

PURSUANT TO AUTHORITY VESTED IN ME, | CERTIFY THAT THE ITEMS LISTED HEREIN ARE CORRECT AND PROPER FOR
PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.

DATE

AUTHORIZED CERTIFYING OFFICER

APPROPRIATION SU

68X0100

ALIGN AREA] X X]

MMARY

JOHN H. DOE (202)922-1220

U.S. DOLLARS
$51,286.24

PAID BY

XX ALIGN AREA

or NwWAMOG

NO HEADING IS USED IF THE
STATED IN U.S. DOLLARS FOH
LISTED BY OMB AS AN EXCES
CURRENCY COUNTRY

BILLING DOCUMENT IS
R PAYMENT IN A COUNTRY NOT|
S OR NEAR-EXCESS FOREIGN

FONTSHEET OF AGENCY STATION NO.| SCHEDULE NUMBER FOR D.O. USE ONLY
TI01 1T 175030323 [ 23467
P D (0] SUFFIX
GRANDTOTAL | NocHEckTotal O 0O L LCLLTTTTTTT]
Eﬁ\jvEESEig’\Y‘%YI;y\’j\‘DE(;Et SARY, ADDRESS, INVOICE NUMBER, OTHER IDSN.IE-EIE/ZTIGCY)’XND s AMOUNT | C}-’\{‘SCKI VOUCHER NO.

[AMOUNT MUST BE PAID IN UJ6. DOLLARS]
KALL KWIK INC YUGOSLAVIA 902 £1286.24
*

D.O. CHECK BEGI
NUMBERS

NNING

ENDING

USE FOR FIRST CHECK SERIAL RANGE

BEGINNING

ENDING

USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

T/L 577
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FORM SF 1166
EXPLANATION O FITEMS 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

If the invoiceindicates pgment in U.S. dllarsto a pgeelocaedin aforeign country and the
country islistedby OMB asheing an excessor nea-excess ctrency country, it mustbe
scheduled for payment in foreign currency. (Seeseparate Appendix No. 2 instructions on (1)
preparéion of SF 1166 sbeduedfor payment when the pregse equalent to be pad in foreign
currency isnot known, or (2) prepartion of SF 1166 sbeduedfor payment when the anount
payable in foreign currency is limited by law, whichever is applicable.) If there is areason for
payment in dollars,the auhorized cetifying officer must speify thatthe § 1166be pad in
dollarsby typing the porase AMOUNT MUST BE FAID IN U.S. DOLLARS" atthe top of the
name and addressaumn precedhg the listing of the names and addressesf the individual

payees.

1. APPROPRIATION SUMM ARY. Insat the appopriation symbols and the U.S. cbllar

3.

amounts that appy to eat appopriation symbol. Typethe name, axd the aea ©de and
telephone number of the cetifying officer dove the appopriation information inseted.

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NO., OR OTHER
IDENTIFICATION. Typethe headng, "AMOUNT MUST BE FAID IN U.S. DOLLARS"
at the top of the name and addressaumn, avoiding the prepmtedbrackds and preceahg the
listing of the names and addressesf the individud payees.

Note: No healing isused if the billi ng document is stated in U.S. dollars for payment in a
country not listed as a excessor nea-excessforeign currency country.

AMOUNT. Reword theindividud amounts dueto ead payeein the anount column opposite
the name of the paree. Use dema pointsin the USE anount.

SIGNATURE OF CERTIFYING OFFICER. Any changesonthe § 1166mustbe
initialed by the certifyi ng offi cer.
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SF 1166
g‘%@%ﬁgﬁ?w VOUCHER AND SCHEDULE OF PAYMENTS
DEPARTMENT OR ESTABLISHMENT ‘ TREASURY D.O. VOU. NO. (TRANSP)
BUREAU OR OFFICE ‘ FINANCIAL MANAGEMENT SERVICE
LOCATION OF TRANSMITTING OFFICE ‘ WASHINGTON DC 20227
PURSUANT TO AUTHORITY VESTED IN ME, | CERTIFY THAT THE ITEMS LISTED HEREIN ARE CORRECT AND PROPER FOI PA| D BY
PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.
5/1/97
DATE AUTHORIZED CERTIFYING OFFICER
APPROPRIATION SUMMARY JOHN H. DOE (202)922_1220
U.S. EQUIVALENT
20X6045 NOT TO EXCEED
$2,476.02
ALIGN AREA| XX| XX | ALIGN AREA
FONTSHEET OF | AGENCY STATION NO.| SCHEDULE NUMBER | FOR D.O. USE ONLY
1171 |1 20180001 C361
P D o SUFFIX
GRAND TOTAL _No-checkTotal| L U 0O L CILITITTTTT]
Elﬁ;«\‘YEESEigl\Ylglir\l‘\::!’E(;ESSARY, ADDRESS, INVOICE NUMBER, OTHER IDLI—qug:gQTIGOQND s AMOUNT | CF’YEOCK| VOUCHER NO.
PAYABLE IN FOREIGN CURRENCY USE
NOT TO EXCEED SPANISH
PESETAS
NAVIERA AZNAR SA PLAZA ALFERENCES 2476.02
PROVISIONALES 2 BILBAO 1 SPAIN
5
4
3
2
1
0
D.O. CHECK | BEGINNING ENDING BEGINNING ENDING
NUMBERS
USE FOR FIRST CHECK SERIAL RANGE USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE
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FORM SF 1166

EXPLANATION O FITEMS TO BE REPORTED ON SF 1166

SCHEDULED FOR PAYMENT WHEN THE A MOUNT PAYABLE
IN FOREIGN CURRENCY IS LI MITED BY LAW

If the amount of a payment scheduled in foreign currency is limited by law, the "AMOUNT"
columnand "APFROPRIATION SUMMARY™" block should indicae the U.S. dollar equivalent
not to be exceeded.The foreign currency amount will be determined by the U.S. Disbursing
Officer usng the rae of exchange on the dde of payment.

1.

3.

APPROPRIATION SUMM ARY. Inseat the appopriation symbols and the U.S. dbllar
amounts not to be exceededhat apiy to ead appopriation symbol. Typethe name, and the
area ode and telephone number of the cetifying officer dove the appopriation information
inserted.

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NO., OR OTHER
IDENTIFICATION. Typethe heading, "PAYABLE IN FOREIGN CURRENCY" at the
top of the name and addressaumn, avoiding the prepmtedbrackes and precethg the
listing of the names and addressesf the individud payees.

AMOUNT. Show thatthe anounts expressed areot to exceedthe U.S. dllar equvalent
(USE), and indicae the type of currency to be pad atthe top of the anount column; for
example, USEnot to exceedEnglish Pounds, USEnot to exceedFrench Francs, @c. The
individud amounts dueto eat payee expressedn the U.S. dllar equvalent will be recorded
in the anount column opposite the name of the paee. Use daemal pointsin the USE
amounts.

SIGNATURE OF CERTIFYING OFFICER. Any changesonthe S 1166mustbe
initialed by the certifyi ng offi cer.
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INSERT SPECIFICATIONS, PACKING AND SHIPPING
INSTRUCTIONS FOR TABULATING CARDS

A. Specfications

Spedficaions will adhere to those provided in Federal Spedfications G- C-116, Card;
Tabulating, when tegedin acordance with paragraps 43.3 through 4.4 of that spedication.
(Tabulating cadsmustbe de cutto exact spetficaions.) Bidsfor theseinsats sould only be
accepedfrom "Tabulating Card Pinters"

Length : 7.375inches {anation plusor minus Q005)
Width . 3.250inches (anation + 0.007 - Q003)
Paper :  Standard tabulating cad gock
Thickness: 0.0070inches {ariation plusor minus Q0004)
Weight : (24by 36 - 1000) 198 lpsor minus 5 percet
Bursting Strength : 55 p.s.. min.
Folding Endurance

Machine Dredion : 100 cbuble foldsmin.

Cross Drection : 100 dbuble foldsmin.

Tearing Resistance
Machine Dredion : 125 gn. min.

Cross Drection : 125 gn. min.
Stiffness
Gurley M achine Drection : 1200mg. min.
Cross Drection : 500mg. min.
SmoothnessBekk
Wire : 40 - 100 seaonds
Ash X 2.0 max.
Trim : Pardlel 9des 90 degreesigle dusor minus O5minutes
Grain :  Long dredion
Curl : Shall lieflat and freefrom wrinkles appoximately 20to 75 percat
relative humidity at appoximately 69.8 - 77 degreeBahrenheit
Cleanliness Free from residual chemicd, sime spots, carbon, etc.
Printing : Mustbelegble, without excessink, and causeno embossng or distortion of the

cad. Theink must be ronconductive, nonabrasive, and ronblocking when dry,
and mustnot transfer to feedrolls, mntactrolls, or brushesof CheckWrappng
Systems or inseting and seéing equpment.

Color : Cardswill not be green and will not have green border stripes (cards to be
enclosed wth Suppemental Secuity Income payments will not be gold or have
gold border dripes).

Inseatsto be Mailed Without Checks: Card inserts to be mail ed without cheds to dired

deposit enrolleesor other regpients $ould be deggnedto dlow appopriate spacdor printing of
the name and address, henever possble, ad include a upperleft-hand corner cu. This
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includes inserts when only a portion of the total number is to be mailed without cheds. The
cadsmustmeetthe following spedicdions:

(1)  The uppeteft-hand corner of the sdeto be addressedhustbe cu. The cutmustbe
1/4inch by 30 degrees.

(2) The sdeto be addressenhay only bear pimting in the upper 3/4nch and the lower
1/2inch as $iown in the example.

If inserts to be mailed without checks a@e not desgned asndicaed dove, sepeate mailer cads
(provided by Treasury) are required, which increases costs for maili ng the inserts.

B. Packing

Geng al - Spedficaions will adhere to those provided in Federal Spedfi cation PPP-B-636, Type
CF, dass @medic.

Unit Containers - Cards will be padaged in corrugated unit containers of 2,000 card capaty.
The cadsmust d facethe sane dredion and topsof the cads mustbe toward the top of the
box.

2,000 Cad Capacity Unit Container

Cartons - Five 2000 card capaty cardoard wit containers wil be padaged in ead corrugaed
shipping container. All unit containers will facethe sane dredion within the ipping caton.
The unit containers will be placedin the catons sothat the cadslie flat on the bottom of the
catons.

C. Shipping

Insets mustbe ippedfor recapt atthe appopriate Regonal Financial Center no later than 5
working days or no ealier than 3weeks prior to delivery of payment data. Shipments will not be
scheddedfor recept by the cetters dumg the last 5 vorking days or the first working day of the
month.

D. Palletizing

Shipping cartons will be delivered to the Regional Financial Centers on palets which must
conform to Federd Spedficaions NN-P-71b, daedApril 26, 1966, ad any amendments
thereto. Palets must be Type Il (four-way partial), flush assembled, non reversible, Sze 2, (40
inches long by 84 inches wide), and made of Group Il medium density wood or Group |1 high
density wood. Shipping cartons will be paded flush to the corners of the pallet with no overhang
permitted at any edge. The shipping cartons will be stadked so that the cards lie flat. Pallet loads
shall consist of no more than 30 catons (3layersof 10 catons ead), with the height of the pdlet
not to exceed 54nches. Suplper sl securethe ipping catons onto the pd et by any of the
following methods:

(@5 Stretch-wrap padic.
(2) Shrink-wrap pastic.
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(3) Sted strapping over edge-protectors.

(4) Plastic or nylon strapping over edge-protectors.

SHIPPING ADDRESSES FOR INSERT DELIVERY

Shipping Address

Austin Financial Center (AFC)
1619 E. Woodward Street
Austin, TX 78741

Birmingham Financial Center (BFC)
190 Vulcan Road
Birmingham, AL 35209

Chicago Financia Center (CFC)
536 S. Clark Street

Chicago, IL 60605

(Délivery trailers must not exceed
40 feet, excluding tractor.)

Kansas City Financial Center (KFC)
4241 NE. 34th Street
Kansas City, MO 64117

Philadel phia Financial Center (PFC)
13000 Townsend Road
Philadelphia, PA 19154

San Francisco Financia Center (SFC)
390 Main Street
San Francisco, CA 94105

T/L 577: R-99-02
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Teephone Numbers
512-342-7200

205-912-6100

312-353-2364

816-414-2000

215-516-8000

415-817-7100

4-20000
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LIST OF RESTRICTED COUNTRIES DESIGNATED IN
31 CFR Pat 211

Republic of Cuba
Democraic Kampudea (Canbodia)

Democraic Peple's Replic of Korea (North Korea)
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LIST OF FOREIGN ASSETS CONTROL REGULATIONS
REFERENCED IN 31 CFR PART 211

31 CFR Part 500 - Foreign Assets Control Regulations
31 CFR Part 515 - Cuban Assets Control Regulations

31 CFR Part 520 - Foreign Funds Control Regulations
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