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DSM 7200. 9
FOREWORD

The purpose of this manual is to provide accounting policy
and procedural guidance to DoDDS financial nanagenent personnel
in managi ng resources of the Departnent of Defense Dependents
School s. This manual shall be used by DoDDS personnel in the
application of accounting principles as promul gated by the U S.
Congress, GCeneral Accounting Ofice (GAO, Ofice of Mnagenent
and Budget (OVB), Departnment of Treasury, and the Ofice of
Secretary of Defense (0SD), for the financial managenent of
DoDDS

Thi s manual establishes a DoDDS policy on various topics
while also maintaining the flexibility to account for exceptions
and interpretations which occur as DoD policies are inplenented
on a DoDDS wi de basi s.

A copy of this nmanual nust be maintained in each of the
poobs accounting offices and should be made available to other
functional managers involved in resource nanagenent. Any
coments, questions, or suggestions for inprovenment are wel cone
and may be submitted to the Ofice of Dependents Schools, Fisca
Di vision, 2461 Ei senhower Avenue, Alexandria, Virginia 22331.

9 n . r e
Director
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CHAPTER |
| NTRODUCTI ON

A GENERAL

The purpose of this manual is to provide accounting policy
and gui dance for DoDDS personnel. This manual expands policy and
procedural material expressed in the Departnment of Defense
Accounting Manual (DoD 7220.9M and is intended to provide clear
policy and direction as related to activities of DoDDS.

Wiere this manual is in conflict with published DoD
accounting policy, the DoD policy will prevail. However, where
policy/procedures stated herein are in conflict with other
Mlitary Services policy, the DoDDS policy mnust prevail
Irreconcil able differences between those military organizations
in conflict with DoDDS will be resolved at the Ofice of
Dependent Schools (ODS) |evel.

B.  OBJECTIVES

1. Accounting Control. The purpose of the DoDDS accounti ng
systemis to disclose the financial status of DoDDS
appropriations and to provide the control and accountability for
appropriations nmade available to DoDDS consistent w th accounting
procedures and reporting requirenments prescribed by Ofice of the
Secretary of Defense (OSD). Accounting for funds in DoDDS begins
with receipt of funds from Washi ngton Headquarters Service (WHS),
continues with the distribution of funds to ODS and the regiona
offices at the allotnent level, and is conpleted in DoDDS through
reports of utilization to ODS. The accounting cycle is conpleted
outsi de of DoDDS through subm ssion by ODS of consolidated
financial reports back to the fund issuing office at WHS. The
process is continual and does not end until the appropriation is
fully disbursed and is financially conplete.

2. lnprove Managenent Decision Mking. It is inportant that
financial personnel who nake decisions regarding the methods in
which different types of transactions are accounted for fully
understand the ramfications of those decisions throughout the
accounting and reporting process. It is equally inmportant that
the accounting system identify those managenent decisions nade
which result In loss of funds due to under-utilization,
especially where identified needs are not net.

| =N
1
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C. RESPONSIBILITIES

1.  Einancial Mnagers. The responsibilities stated bel ow
are the responsibilities of the ODS and regi ona
financi al /resource nmanager but are also considered to be
applicable to the accounting officers. These responsibilities
are not nmeant to be all enconpassing but establish, as a policy,
the mninum responsibilities associated with the functions
addressed in this manual. Those responsibilities are:

a. Financial Reporting. To assure that fiduciary
reports are consistent, tinely, and accurate.

b. Fund Control. To assure that funds are used for the
purpose intended and do not exceed anpunts authorized.

' c. Internal Control. To assure that internal controls
are in place to prevent waste, fraud, and abuse of resources.

d. Staffing. To assure that conpetent personnel are
hired, trained, and that workload is efficiently distributed.

e. Review and Analysis. To certify that periodic
reviews of unliquidated obligations are performed, trends and
deficiencies are identified, and assure that accounting data is
accurate.

f. Maintain Records. To receive and nmaintain records
for all funding, expenditure, and reinbursenment transactions.

9« Policy Inplenentation. To assure that accounting
policies are inplemented and reflected by current procedures.

~h. Financial Advice. To provide guidance and advice
concerning fiscal nmatters.

i.  Financial Analyses. To perform financial and
quantitative analysis and participate in the qualitative
assessnent of performance.

Mai ntain Hi storical Data. To maintain an audit trail

and histéiy for all financial transactions where DoDDS resources
are inpacted.

1-2



DSM 7200. 9

2. Responsibilities of the Accounting Oficer

a. It is the responsibility of the accounting officer to
mai ntai n the accounting system to produce the quantitative data

required, and to nmaintain a system of records to support that
dat a.

b. Each accounting officer is responsible for carefully
pl anni ng the organizational structure, establishing well defined
standard operating procedures, providing clear delegation of

duties to subordinates, and maintaining a strong internal review
progr am

c. The DoDDS Accounting Oficer will provide liaison
with servicing Finance and Accounting O fices providing services

such as disbursing, comercial accounts, travel entitlenments, and
payrol |l on DoDDS behal f.

d. Ensure that:

(1) Costs for payrolls disbursed by the mlitary and
charged to DoDDS funds do not include pay for non-DoDDS
enpl oyees.

(2) Travel advances to DoDDS enpl oyees are repaid
within a specified period of tine.

(3) Procedures are established to nonitor and
i qui date accounts receivable resulting from erroneous paynents,

reconciliations of allowances, damages, unearned travel advances,
etc.

(4) DoDDS activities forward tinely docunentation
such as receiving reports to the appropriate office.

(5) Disbursenents and collections are properly
char ged.

1-3
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CHAPTER |
SYSTEM OVERVI EW

A SYSTEM PROPONENT

1. ODS Fiscal Division is the proponent for the DoDDS
automat ed accounting system software and operating procedures.
Detailed instructions on the operation of the autonated
accounting system may be found in the “DoDDS Autonmated Accounting
System Training Minual.” The DoDDS aut omat ed accounting system
is a standard system i.e., the same version of software is
operated in all regions.

2. No systemchanges will be nade to the accounting system
wi thout prior ODS coordination and approval. ODS will review,
coordinate, direct, or acconplish any and all system changes at
the five regions and ODS. (DS will periodically update the

accounting systemsoftware at all regions with approved system
changes.

3. Requests for system changes nust be well docunented and
deficiencies fully described. Request s/ recommendat i ons nust be
forwarded in witing to ODS. Additional information and
supporting witten request nmay be submtted on diskette or by
annotating copies of pertinent prograns.

B. ACCOUNTI NG SYSTEM MODULES. The DoDDS automated accounting
system is conprised of the follow ng nodul es:

1. Tables. The tables nodule refers to the process of
entering selected fiscal codes and information into “edit
tables.” Al accounting transactions are conpared agai nst the
edit tables for validity. Al fiscal years, appropriations,
appropriation limts, progranms, organization codes (CORC), and
object classes to be subsequently entered on accounting
transactions nust first be |oaded into these edit tables. As
accounting transactions are entered, the actual codes are
conpared with the edit tables and rejected if not matched.

2. Funding. The systemallows for funding targets to be.
established. The funding targets are based on a | egal funding
docunent and are used to establish and nonitor direct and
rei nbursable fund availability. The system will enable

mai nt enance of targets by appropriation, program ORC, or object
cl ass.
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3. Batching. A separate data base has been established to
noni tor batch totals. Batch totals are entered by appropriation,
type action code, total anount, and the nunber of transactions.
The purpose of the batching nodule is to provide internal contro
over transactions entered by conparing batch total data and
bal ancing with the detail transactions subsequently entered for
t hat batch.

4. Data Entry. The data entry nodule refers to the process
of entering detail transactions from source documents into the
accounting system

5. Updating. The update nodule refers to the process of
updating all transactions which pass all balancing and edit
routines into the permanent data base from which subsequent
reports will be produced.

6. Reporting. Departnental, budgetary, internal, as well
as, ad-hoc reports are available upon request. Reports are
general ly any predefine presentation of data fromthe avail able
data bases and are standardized based on managenent, internal and
external requirements.

7. Transmittal. The transmittal nodul e enabl es batching of
di sbursenent and collection transmttal data from mlitary
di sbursenent offices and bal ances vouchers received on the
transmttal with anmpbunts entered into the batching data base by
cycl e nunber.

8. Prior Year. The prior year nodule refers to the interna
prograns and data el ements which enable financial reporting for
expired and nerged appropriations.

9. Purge. The purge nodule consists of all prograns which
del ete detall transactions which are closed. The sumtotals of
transactions purged are stored by object class, whether
governnment or non-government, to preclude changing the val ues of
departnmental and budgetary reports and to allow for greater
operating efficiency of the accounting system

10. Consolidation. This nodule refers to a separate data
-base and operating programs which allow for the consolidation of
data from separate equi pment for the preparation of certain
reports.

11. Payroll. This nodule refers to the prograns which
enabl es automated payroll accruals, reversals, and payroll
interface between DoDDS and the mlitary finance and accounting
of fi ces data.
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C.  TRANSACTI ON CODI NG

Each transaction entered into the DoDDS accounting system
must be identified by the follow ng:

1.  Type Action Code. Refers to the stage of the obligation,
expenditure, or reinbursenent transaction.

2. Governnent Indicator Code. For the purpose of

identifying the recipient of outlays, i.e., within government or
out si de governnent.

3. Docunent Nunber. Each transaction nust be identifiable
to a specific source docunment with a unique document nunber.

4. Suppl enental | nf ormati on. Information which will assist
in the mai ntenance of an audit trail.

5. Liquidation Indicator Codes. Provides a neans whereby
previously entered data can be liquidated or nodified by entry of
one of several codes.

6. Foreign Currency Code. Identifies the specified foreign
currency appropriation limtation to charge foreign currency
fluctuation.

D. OTHER REQUI REMENTS

1. Assessing Performance. Accounting and reporting in DoDDS
is designed to provide financial and program managers tinely
feedback related to execution of the budget. Accounti ng
procedures are designed to enable nonitoring of actua
expendi tures agai nst approved prograns and budgets and to assure
that all appropriation expenditures, reinbursenents, and fundi ng
transactions are recorded in a tinmely manner and are used for the
pur pose i ntended.

2. Useful Information. Accounting and reporting should
provi de the DoDDS managers with useful nonetary and quantitative

information that will enable themto nake inforned decisions. To
be useful, information nust be tinely, accurate, reliable, and
consi stent. It is equally inportant that the goal of

standardi zation remains a top priority in the DoDDS financi al
managenent environmnent. St andardi zation refers to the consistent
use of term nol ogy, procedures, systens, etc. , in all aspects of

financial managenent.
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3. Accountability for Assets of the Governnent. The
obj ective of assessin% the performance of budget execution neans,
that is, the responsibility of all managers to nonitor the
effective utilization of the budget while funds are available for
obl i gati on/ expendi ture. It is also inportant to provide
accountability for assets of DoDDS and for the utilization of
t hose assets beyond periods of time exceeding two years. Fi xed
asset accounts are not included in the accounting system but wll
be integrated into the DoDDS accounting systemto carry forward
Cﬁpi%alized values for which related benefits will be realized in
the future.

4, Program Pl anning, and Budget System (PPBS] Support.

The planning, programm ng, and budgeting system
(PPBS) within DoDDS and the DoD is an ongoi ng process which
relies on actual accounting data to effectively project new
resource requirements. The PPBS requires detailed information
necessary for budget formulation, justification, and defense and

also for conparing actual expenditures with planned and/or budget
amount s.

b. The DoDDS accounting System nust be the only source
of actual data to support this process. Since the DoDDS
accounting systemis not an “integrated’” system whereby we do
not perform the conplete array of financial functions found at an
integrated accounting office (i.e. , includes disbursing, payroll,
comerci al services, travel services, etc.) , it is often
necessary to draw on information from systens outside DoDDS for
input to the PPBS process. This does not preclude DoDDS from
having total responsibility for control and managenent of funds.
Also, it is the responsibility of accounting operations in DoDDS
to assure that the information required to support the budget
execution phase of the PPBS process is provided by the accounting
system

5. Internal Control. Strong internal controls nust be
integrated into the accounting system operations, processes, and
procedures. Internal control is described in OMB Circul ar A-123,
“Internal Controls,” and DS Regul ation 1080.1, “Interna
Management Control Program’ Accounting processes, procedures,
and systens should be designed so that funds are safeguarded from
waste, fraud, and abuse and that adequate checks and bal ances
exi st and are enforced to preclude |oss.
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CHAPTER 11 |
FI SCAL CCODI NG STRUCTURE

A, GENERAL

The fiscal coding used for financial nmanagenent w thin DoDDS
is prescribed by DSAI 7710.1, *“Financial Managenment Directory.”
DSAI 7710.1 is a conpilation of various structured codes used in
t he assignnent of accounting classification data to source
docunents for entry into the DoDDS automated accounting system
reporting on a departnental basis to OSD, and for collecting cost
accounting data to support managenent information requirenents.

This chapter establishes and defines the coding structure
utilized by DoDDS for classifying financial transactions for both
internal and external reporting purposes.

The requirenent to capture accounting data under this coding
structure is set forth by the Treasury, OVB, DoD, or designed
locally for purposes of accounting or providing managenent
information within DoDDS only. The conbination of these codes
form the fundanental financial structure from which DoDDS
captures financial data.

B.  ACCOUNTI NG CLASSI FI CATI ON STRUCTURE

1. Structure. The classification coding for an accounting
transaction is structured as follows: (*Denotes Fiscal Year)

DATA ELEMENT EXAMPLE
Treasury | ndex 97
Fi scal Year *
Appropriation Synbol 0100
Limtation 6001
Pr ogr am P7300
Organi zati on Code 2104
hj ect d ass 2525
Document Number AMF0001
Fi scal Station Nunber $49451
Forei gn Currency Code GE

The above el enments are described in detail as foll ows:

a. Treasury |ndex. The Treasury Index is assigned by
the Departnment of Treasury and identifies entities of the U S
CGovernnent for the purpose of accounting and reporting
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on a CGovernnent-w de basis. The Treasury Index 97 is assigned to
DoD agencies and includes DoDDS. Treasury |ndex synbols are
published in the Treasury Fiscal Requirenents Manual (TFRM.

b. Fiscal Year. The fiscal year refers to the year for
which the appropriations were nade available by the US
Congr ess. For the Operation and Mintenance Appropriation, the
fiscal year will be the current fiscal year or one of the two
expired years or “M year. For nmulti-year appropriations
(Procurenent, Mlitary Construction), the fiscal year cited wll

be the year in which the appropriation is initially available for
obl i gation.

c. Appropriation Svnbol. Appropriation synbols are
assigned by the Treasury and identify the specific type of
appropriation within a specified treasury index. I n DoDDS the
appropriation synbols are for: Operation and Mii ntenance (0100),
Procurement (0300), and Mlitary Construction (0500). The
“appropriation” is also used to refer to the Treasury I ndex,
fiscal year, and appropriation basic synbol as one (9780100).

d. Appropriation Limtation. Identifies the specific
conponent receiving an allotnment. Wthin DoDDS, appropriation
[imtation codes are assigned to ODS, the five regions, and to
“specified” foreign currencies for which foreign currency
fluctuations are to be charged. The specified foreign currencies
are determned by OSD (Conptroller)

e. Program Code. Program codes are intended to _
i ncorporate programmed or “end use” classes of expenditures in

order to provide financial managenent information for manageria
pur poses.

An exanple of a DoDDS program woul d be administrative
costs , summer school prograns, special studies, etc. The use of
program codes in this manner could be useful to a specific or
sel ect group of managers in DoDDS or to an OSD conponent with
oversight responsibility. Pay, TDY, PCS, contracts, etc., are
not programs in this sense in that they are nore closely mgjor
obj ect cl ass groupi ngs. However, they may be used to identify
programs if the purpose is to provide managenent information for
a specific entity responsible for managing or budgeting for that
program DoDDS prograns are not reportable on a departnental
accounting |level except that they often represent information
frequently required by OSD or other outside activities.
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It is the responsibility of all financial personnel
to incorporate functional area nanagers who manage resources into
the identification of their financial prograns and to provide
t hem useful nanagenment information accordingly. Regi ons may
assign additional programs to further breakdown and nonitor the
execution of budgets for those prograns as desired.

f. Oganization and Responsibilitv Center (ORC. ORC
codes are not reportable or required at the departnental
accounting level but may, as with programs, define managenent
information frequently required. “ORCs” are intended to assist
financial and functional area managers in managi ng their prograns
and fund targets. ORC's are intended to identify the . _
"responsibility Center"” or functional |ine-staff” organizational
| evel responsible for incurring certain costs. An exanple of an
ORC woul d be a school, district superintendent, division, etc.
An ORC may al so be used to further breakdown costs within a
certain program It is the responsibility of all financial
personnel to assure that the use of ORC codes are consistent and
that they pronote the optinmm coding franework.

9. nject Cass Codes. hject class codes identify the
nature of the goods and services provided and refer to the first
use classification of an expenditure. Obj ect class accounting is
prescribed and required by the OMB in Crcular A-n, “Preparation
and Subm ssion of Budget\Exhibits.” Only "mgjor object class"
accounting is required for departnental |evel accounting.

However, it would be inpossible for the accounting systemto
support the objective of useful information and assessnment of
performance w thout identifying costs at a nore detailed |evel
W thin nmajor object class. It is the responsibility of all
financial personnel to assure that the |evel of object class
reporting supports preparation of budgets, budget exhibits, and
other "as required” information. (hject class codes are
determned by ODS with regional coordination and are centrally
managed and prescri bed. DoDDS regions will not assign object
cl asses w thout prior approval from ODS.

h.  Docunent Number. Docunent nunbers are uni que nunbers
assigned by each accounting office entering transactions into the
DoDDS accounting system Al source docunments for expenditure
and rei nbursable accounting transactions entered into the DoDDS
automated accounting system nust be identifiable by a document
nunber . The docunment nunber refers to a specific accounting
event for which one or nore expenditures wll accrue.
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The docunent nunber is parampunt to daily accounting operations
in that it is the primary source of control and focal point for
the review and l|iquidation of obligations. As accounting
transactions (MPRs, Travel Oders, Contracts, etc.) are
initiated, every effort should be made to assign a docunent
nunber at inception which will carry through to the fina

l'iquidation of obligations for that docunent. In many cases,
this poses difficulty in that during the commtnent stage, the
docunent nunber that will be needed during the obligation stage

may not yet be known. For exanple, when a Purchase Request and
commtrment (Commitnment) is sent to the local contracting office,
it may be nonths before the actual contract (obligation) is
returned. At this tine, a docunment nunmber nust be assigned to

commit funds. However, it nmay be necessary to record a different
docunment nunber based on the actual contract as it is executed in
order to match future disbursements against it. In such cases,
adjustnments will be required in the accounting records to

identify all stages of the expenditure for a specific event under
one docunent nunber. The docunent nunber is structured as
fol |l ows:

EXAMPLE: DEAM* OOOL

ELEMENT | DENTI FI ES
DE Identifies the specific DoD component
(DoDDS) whose funds are being used.
AM Identifies the type of docunent code,
such as MPRS, Travel Oders, PCS
Orders, Supplies, Payroll, etc. It is

important to assign docunment type
codes consistently in that they nmay
determ ne certain accounting or
reporting treatnment for expenditures
under that document nunber.

Identifies the Fiscal Year of the
appropriation.

0001 Serial nunber or other unique nunber
assigned to each event.

i Fiscal Station Number. The FSN identifies the
activity which is charged with accountability for the

transaction, i.e., accountable station. Fi scal station nunbers
are of particular inportance in identifying interdepartnental
transactions such as billings, TBO TFO, and in identifying a
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particular reporting entity. Each accounting activity in DoDDS
Is assigned a unique FSN. The U S. Army Finance and Accounting
Center, Indianapolis, IN, is responsible for assigning and
publishing FSN's for OSD activities. ODS al so advi ses other
agenci es and publishes the FSN's to ensure all paying stations
have current data.

. Foreign Currency Code. Two position abbreviation of
t he coun{ry for transactions subject to foreign currency
fluctuati on account paynents.

2.  DSSN ADSN. Di sbursing Station Nunmbers or, in the case of
Air Force, Accounting and Disbursing Stations Nunbers are
assigned to all unique mlitary disbursing offices. All
di sbursenent and collection docunments nust be identified by a
DSSN ADSN

C.  REIMBURSABLE ACCOUNTI NG CLASSI FI CATI ON _STRUCTURE

1. Structure. The accounting classification structure for
rei mbursenents is as follows:

DATA ELEMENT EXAMPLE
Treasury | ndex 97
Fi scal Year *
Appropriation Synbol 0100
Appropriation Limtation 6001
Program Proj ect Pl 000
ORC 2104
Sour ce Code C300
Obj ect d ass 9999
Fiscal Station Nunber $49451
Cust omer Nunber DE2104* O1

*Fiscal Year as appropriate

The above elenents are further described except where
al ready discussed in para B above as follows:

2. Source Codes. Source codes are used to identify the
sources of funds received by DoDDS as the result of tuition
col | ecti ons. Rei nbursabl e activity is sumarized by, source code
and reported to ODS and OSD via the DD 725, “Report on
Rei mbur senent s. “ Source codes may al so be used to help satisfy
| ocal managenent information requirenments such as identifying
DoDDS students by various enrollnent categories. Reinbursable

source codes are specified in DSAl 7710.1, “Financial Managenent
Code Directory.”
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3.  Custoner Nunber. The custoner nunber identifies a
specific accounting event for which one or nore collections wll
arise. Again, the application of this code in DoDDS is unique as
most collections within DoDDS result from the collection of
tuition

D. TRANSPORTATI ON CODES

Transportation Account Codes (TACQ)_. The purpose of
transportation account codes is to identify the DoD conponent and
appropriation to be charged for shipnents of material. TAC s
also identify the billing address and the chargeable fiscal
station. TAC codes for the DoD are naintai ned by the Defense
Logi stics Agency and published in DoD 4500.32, "MLSTAMP." TAC
codes within DoDDS generally identify the region to be billed and
are annotated on Bills of Lading or other transportation
docunents by the mlitary services at the tinme such docunents are
gener at ed. GBL's or transportation docunents citing DoDDS funds
generally are for the transportation of supplies or household
goods (for PCS noves) and apply to first and second destination
transportati on. ot ai ning TAC codes from DLA is an ODS Logistics
Division responsibility. DoDDS TAC codes are al so published in
DSAI 771001, *“Financial Managenent Code Directory.”

NOTE :  Transportation account codes are not related to Type
Address Codes (also referred to as TAC codes) in reference to
DoDAAC s.
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CHAPTER |V
AUTHORI ZATI ON OF FUNDS

A FUND ADM NI STRATI ON AUTHORI TY

The Director, DoDDS, is accountable for funds suballocated to
DoDDS. The Chief, Fiscal Division, ODS is by DoDDS Regul ation
7100.1 del egated authority to adm nister all funds received by
the Director on behalf of the DoD Dependents Schools. Thi's
i ncludes the subdivision and allotment of funds within ODS, to
regional offices, and to other DoD and governnment agencies.
Regional Directors are accountable for all funds distributed to
their appropriation limtation. The Regional Directors by
i ssuance of a regulation delegate fund admnistration authority
to fiscal chiefs/resource or financial managers or other
desi gnees.

B. FUND CERTI FI CATI ON AUTHORI TY

Fund certification authority is authority delegated by the
fund adm nistrator to others to certify the availability of funds
based on the mai ntenance of official accounting records and
subject to the provisions of law concerning anti-deficiency
requirenments.

1. Al docunments upon which obligation of funds will be made

will be certified in advance by the properly designated fund
certifying authority.

2. Al delegations of fund certification authority wll be
in witing and maintained on file in the accounting office.

3. Delegations of fund certification authority wll be
specific, stating to whom authority is granted, for what purpose,
any limtations placed thereon, and the accounting classification
applicable to the grantee.

4, Subal l otnrents are a subdivision of funds allotted and are
also a delegation of fund certification authority.

5. (Qbligation of DoDDS funds may not be authorized unless

funds are certified only by specifically authorized DoDDS
enpl oyees.
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6. Issuances of certifications for obligations prior to the
approved appropriation of funds by the U S Congress may include
a statenent that use is “subject to the availability of funds.”
Al'l docunents issued with this qualification nust be anmended
removi ng such qualification when the funds beconme avail abl e.

c. APPROPRI ATI ONS

1. Operating Accounts. Based on receipt of the Fund
Aut hori zation Docunment (SD Form 477), the follow ng
appropriations are available for expenditure in DoDDS:

APPROPRI ATl ON SYMBOL ALLOTMENT HOLDERS
Qperation and

Mai nt enance ( Q&M 0100 ODS & Regi ons
Pr ocur enent 0300 ODS & Regi ons
Mlitary Construction 0500 ODS

2. Foreign Currency Fluctuation, Defense (FCF. D). FCF
funding is nade available for 0100 and 0500 funds and is
(zentr?lly managed at ODS in tw centrally managed accounts
C\W' s

D. SUBALLOCATI ONS AND ALLOTMENTS

1. The Director, DoDDS receives suballocations of funds from
Washi ngt on Headquarters Services, Director of Budget and Finance
via Funding Authorization Docunents (FAD). Fi nanci al reports
prepared by ODS and forwarded to OSD/VWHS will reflect all
subal | ocations received to date for DoDDS. An allotnent of funds
is transmtted to the regional directors via a Fao. The Regi onal
Director may, in turn, suballot funds (e.g., to DGSC). I nt er nal
distribution of funds such as targets or ceilings issued
internally within DoDDS does not constitute an adm nistrative
subdi vision of funds or a suballotnment subject to the provisions
of the Anti-deficiency Law

2. Allotnents will be credited against suballocations when
issued to ODS (allotnment level) and Regional Directors.
Al'lotnment |evel accounting reports forwarded from regions to ODS
(allotment level) nmust reflect all allotnments and anmendnents
i ssued by DoDDS.

3. Records will be maintained to support receipt of all
sub-al | ocations, issuance of allotnents, and w thdrawal s,
restorations, and reprogranm ng actions, or any other
transactions which affects funding. Al'l such transactions w |
be docunented by receipt or issuance of a FAD.
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E. FUNDI NG AUTHORI TY

Fundi ng Aut hori zati on Docunments will identify direct and
rei mbursable authority. DoDDS is authorized to receive
appropriation reinbursements for the collections of tuition only.
During the budget process, regions wll submt anounts
anticipated for tuition collections. These projected anounts
will be used by ODS to issue Annual Rei nbursenent Authority on
the FAD. Reinbursable orders, earnings, and collections nmay not
exceed Annual Reinbursable Authority received. Increases in
authority nust be approved by ODS, by issuance of a FAD effecting
such an increase.

F. CONTI NUI NG RESOLUTI ON AUTHORI TY- ((CRA)

CRA wi |l be accounted for the sane as new appropriation
authority except that there nmay be no obligations incurred for
new programs or enhancenents not authorized in the previous year.
O her restrictions nay be applied as part of authority
| egi sl ation.

G ANTI - DEFI G ENCY ACT

The application of the provisions of the Anti-deficiency Act
as codified in 31 U.S.C. are explained in DoD 7200. 1,
"Admi nistrative Control of Appropriations." Subsection 1517
potential (over-obligation which |eads to an anti-deficiency
violation) is extended to the Director, DoDDS, and DoDDS Regi ona
Directors since they are the hol ders of suballocations and
subsequent al | ot ment s/ subal | ot nent s.

H  REPORT OF FUND AUTHORI ZATI ON STATUS

1. Preparation of Departnental Accounting Reports. The ODS,
Fiscal Division is responsible for maintenance of departnental
accounting records and subm ssion of departmental (fiduciary)
accounting reports for DoDDS. Departnental accounting reports
are submtted according to specified schedul es to DoD/ WAshi ngt on
Headquarters Services, Departnental Accounting Branch. WHS then
consol i dates OSD-w de accounting reports for subm ssion to OSD
Comptroller; US. Department of Treasury; OVB;, OPM etc. ODS
will assure that all regions submt tinely financial reports and
feeder data sufficient to prepare department |evel accounting
reports.
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2. Regional lInput. Al DoDDS regional accounting offices

and ODS accounting operations will report to ODS, Departnental
Accounting Section via prescribed formats. Financial/Resource
Managers submitting fiduciary reports to ODS will be responsible

and accountable for the accuracy and integrity of all _
departnmental |evel reports forwarded to ODS from their regions.

4-4



DSM 7200. 9

CHAPTER V
| NSTALLATI ON LEVEL ACCOUNTI NG

A CGENERAL

This chapter sets forth guidelines and policies for
accounting at the allotnent level at ODS and the regiona
accounting offices.

B. ACCOUNTI NG SYSTEM

1. Accounting System Concept. The “Accounting Systen
refers to the overall interrelationship of naintaining accounts
in accordance with established statutes, policies, and accounting
procedures.

' 2. Major Functions. The follow ng functions are grouped
into three separate areas and should be performed by different
individuals to foster effective internal controls.

a. Control. The control function is the process of
controlling the inputs and outputs to the accounting system The
control function consists generally of the foll ow ng:

(1) Governs the fiscal aspects of docunent
preparation for docunents which authorize fund utilization (i.e.,
affixing accounting classification and fund certification) and
prescribes procedures for transmtting fiscal copies to the
accounting office.

(2) Reviews incom ng docunents for correctness and
t akes appropriate action. Docunents are reviewed for the type
and propriety of the transaction, signature authority, and fund
availability.

(3) Determines the correct accounting classification
and annot ates docunents accordingly.

(4) Batches docunents by the type of transaction
(Conm tments, obligations, accruals, disbursenents, advances,
orders received, reinbursenents earned, collections, funding) and
cal cul ates the amount of the batch and the nunber of docunents
contained in the batch.

(5) Enters batch control totals into the autonated
accounting system
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- (6) Assures that all transactions are entered into
the accounting system

b. Accounti ng Mi nt enance. The mmi ntenance function

refers to input of data into the system The function includes
the follow ng:

(1) Enters individual accounting transactions into
t he accounting system

(2) Maintains supporting records and audit trai
docunentation for transactions recorded in the accounting system

(3) Notifies individual responsible for the contro
function of all out of balance batches.

(4) Assures that accounting reports reflect the
current status on a docunment by docunment basis and that all
transactions are properly reflected in summary reports.

C. Anal vsi s and Revi ew. This function invol ves,

general ly, review of data and reports after it has been placed in
the system It may include the follow ng functions:

(1) Reviews unliquidated and aged transactions to
determ ne validity.

_ (2) Perforns research in unusual cases and records
adj ustments required.

(3) Reviews system output for consistency and
accuracy between reports of the same period and prior periods.

(4) Perfornms financial analysis as required. My
i nclude performance evaluation for trend of obligations vs.
aut hori zation, current year vs prior years, projections to year
end, nonitoring transactions which deviate from normal, etc.

(5) Performs “Quality Assurance" reviews.

d. System Control. The systemis under the overal
control of professional and/or supervisory accounting personnel
As such system update and report preparation wll be perfornmed

under the direct supervision of such personnel
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c. OBJECTIVES
The objectives of this system include:

1. Fund Control. To provide the financial manager and
functional area nmanagers accurate up-to-date information
regarding the availability of funds, the propriety and legality
of expenditures, and to provide technical expertise for the
execution of funding prograns.

2. Source Docunent Control. To assure that all accounting
transactions are supported by legal, conplete source docunents,
that an audit trail exists, and that adequate internal controls
exi st and are observed.

3. Miintenance of Accounting Records and Report Preparation
To provide to ODS data sufficient to satisfy departnental |eve
accounting and reporting requirenents.

4. PPBS To provide accurate budget execution data which
relates to the nmethodol ogy used in budget fornulation for the
PPBS process.

D. ACCOUNTI NG FOR RESOURCES

This section sets forth mninmm accounting requirenments for
ODS and the five regional accounting offices and defines
accounts, the level of accounting classification, subsidiary
record requirenents, policies, etc., which are mnimlly required
to neet the above objectives.

1. Al | ot nents

a. Based on a suballocation received at ODS from WHS,
Budget and Finance, allotnments will be distributed to the five
DoDDS regions and ODS via SD Forns 477, “Fund Authorization
Docunment” (FAD). A separate FAD will be forwarded for each
appropriation and will identify quarterly and annual direct and
rei mbursabl e budget authority, ceilings or floors, all subsequent
changes, w thdrawals, restorations.

bh. Al funding docunents will be sequentially nunbered.

c. Alotments are effective as of the date given and
upon signature by the approving authority. Wthin 2 days upon
receipt of an allotnent, the entire anount of direct and
rei mbursabl e funding authority allotted will be recorded in the
al | ot ment accounting system
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d. Wthin the accounting system funding targets will be
established to reflect specifically designated ceilings or floors

and to establish fund controls as determ ned by the Financia
Manager .

e. The accounting officer will maintain records of
allotments and assure that funding authority entered into the

accounting systemis supported by and reconcilable to funding
docunents.

f. Over-obligation of allotnment results in a violation
of RS 1517, etc.

2. Subal | ot nent s

a. Regional directors may issue suballotnments as
required upon receipt of allotnents (FADS) from ODS

b. Suballotments may be issued for DGSC purchases,

payroll, travel, etc. Al rules that apply to allotnments also
apply to suballotments, i.e. , subject to the provisions of
RS 1517.

c. Suballotnments will be recorded i Mmediately in the
al | ot ment accounting system

d. Obligations incurred agai nst suball otnents nust be
recorded in the nmonth in which they occur based on officia
reports of the suballotnment hol der or through an estinate based
on historical data. If an obligation is based on a estimate, the

anount nust be reversed in the subsequent nonth and every effort
made to obtain actual docunentation

e. An over obligation/expenditure of a suballotnment nmay
subj ect the suballotnment holder and the Regional Director to an
Anti-deficiency Act violation

f. Suballotments will be anended by issuance of an
amendnment to the suball ot ment.

o« Issuances of suballotnents will be recorded as a
comm tment against the basic allotnment used to issue the funds.
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E. ACCOUNTING FOR FUND UTILIZATI ON

1. Conmi t nent s

a. Commitnents are administrative reservations of funds.
As a general rule, a conmmitnent should be recorded when jt
becones known that an obligation will exist at a future date.
The oﬁjective of recording-commtnents is to nmaximze fund
control by reserving funds for transactions that will ultinmately
result in a reduction of available funds.

b. Formal conmmitments will be recorded in the allotnent
accounting system to the extent necessary to admnistratively
reserve funds for eventual obligations which are certain but for
which legal liabilities to pay do not yet exist. There is an
assunption that a significant lag tinme between the requisition
and recei pt of docunmentation supporting an obligation
necessitates the admnistrative reservation of funds. There is
al so an assunption that all anpbunts committed are significant
(material) enough to affect fund availability.

c. Funds are generally commtted for purchase requests
and MPR s not yet accepted. Upon receipt of docunmentation
supporting a valid obligation, the conmtnent will be |iquidated
(reduced to zero). In the case of a direct cite MPR funds are
commtted at the time of issuances and remain a conmtment unti
such tine as a contract is signed and there is docunentary
evidence an obligation has been incurred. \Were it can be
determ ned that a contract has been awarded but a copy of the
executed contract cannot be obtained in a tinely nmanner, the
accounting officer may execute an administrative determ nation
that an obligation has occurred, and an obligation may be entered
into the accounting records based on this determ nation.

d. Commtments are used to record suballotnents, funding
of bulk funds, inprest fund, or other supplies but are generally
not necessary for travel, PCS, or payroll

e. Qutstanding commitments will be reviewed continually
to determine their validity. Goss commtnments may exceed the
authorized quarterly funding in the allotnment received but nay
not exceed the annual funding target. | ssuances of conmtnents
in excess of funding targets should be stringently nonitored by
mai nt enance of specific internal controls.
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~f. At the end of the fiscal year in which the
appropriation expires, all conmmtnents nust be reduced to zero
since those funds may not be obligated after fund expiration.

g. Commitnents are not legal, bonafide liabilities of
the Federal Governnent and are therefore not subject to an
Anti-deficiency Act violation. An over commtnent of funds does
however, indicate the possibility of a violation if the

comm tment becomes an obligation

2. bl i gations

a. Recordi ng Obligations

(1) Qonligations are incurred at the time the
transaction obligates the governnent to legally pay for goods or
services. Failure to record an obligation does not preclude an
Anti-deficiency Act violation as it can be assuned that a | ega

l[iability exists whether or not it is recorded in the accounting
system

(2)  Upon receipt of docunentation or know edge of a
legal liability to pay, obligations nust be recorded in the
al ot mrent accounting systemin accordance with the rul es which
apply to the specific type of obligation

(3) Al obligations entered into the all otnent
accounting system nust be supported by docunentary evi dence and
reconcilable with records of the accounting system The only
exception to this policy is mscellaneous obligation docunents
(para. i below). Files will be maintained to support all
transactions recorded.

(4) Al obligations should be identified to the
proper program organization code, and object class in accordance
with DSAl 7710.1, “Financial Managenment Code Directory.”

(5) Al source docunents supporting one or nore
obligations nust be identified by a uni que docunent nunber which
will serve as the focal point for the review and |iquidation of
that obligation.

(6) Obligations must be identified as within
governnment or non-governnment. This nust be based on whether the

subsequent outlay will be paid to another governnment agency or a
private citizen or concern.
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(7) Al unliquidated obligations will be reviewed at
| east quarterly in accordance with DSAl 7205.3, “Establishment,
Review, and Validation of Obligations.” Only valid obligations,
properly and accurately recorded, will remain on the books.

b. M scel l aneous nligation Docunents (MXDS) . MODS

represent an approved estimate of costs to be incurred based on
an adm nistrative determ nation of senior accounting office
personnel. MODS may be used when an obligation is known, but
docunentary evidence has not been received in the accounting
office. The use of MIDS should be kept to a m ninum

The npst comon use of the MO is to record payroll
obligations for the nonth. The anmount of the MOD nust be
reversed as the actual docunented obligations are recorded or
di sbursing docunents are received as in the case of paid payrolls
as di sbursenents are processed.

The use of MODS to obligate funds on a contingency basis
is inappropriate unless a bonafide need is established and an
actual obligation will. be incurred based on docunentary evidence
of such a transaction is avail able.

c. Reinbursable vs. Direct Onligations. In the case of
tuition collections, it is not necessary or cost effective to
match obligations against any specific reinbursable order, i.e. |,

each student enroll ed. By definition reinbursable obligations
are, therefore, equal to the sum of the anount of reinbursenents
ear ned. For purposes of determining fund availability, direct
obligational authority and reinbursable funding authority equa
total obligation authority. Direct obligations are then conputed
by subtracting reinbursable obligations (reinbursenents earned)
fromtotal obligation authority.

d. Foreign Currency Transactions

(I). Ceneral. (bl igations, subject to paynent in
foreign currency (FC), wll be recorded and |iquidated at the
budget rate of obligation. No obligations will be recorded for
foreign currency fluctuation. Obligations for the fluctuation
amount for foreign currency disbursenents are recorded in the
centrally managed account (CMA) official accounting records at
ODS at the time of disbursement. Source docunment records of
foreign currency affected transactions are naintained at regiona
| evel for the operations account budget rate portion of the
transaction. The documents supporting FC portion of the charge
are maintained at the CVA at ODS.
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(2). oligation Ampunt [Budget Rate). Cbligations
subject to foreign currency are recorded in the accounting
records at the budget rate of exchange as published by DoD and
charged to a regional appropriation [imtation. FC obligations
in the allotment accounting records are not adjusted for changes
in the current exchange rate except for “M account. Obligations
for | apsed (successor M accounts will be recorded at the sane

anount as recorded in the"kgpsed aHPr%Priation. Any variance
amounts payable from the accou ue to currency fluctuations

are chargeable to the "M account and not to FCF, D

(3). FEoreign Currency Code. Obligations recorded at
t he budget rate nust be identifiable to the specific foreign
currency and are reported as such. No currency identification is
required in the “M account.

(4). Non-Specified Foreign Currencies. Obligations
whi ch are subject to foreign currency fluctuation but are not
“specified” are not treated under the procedures outlined in this

section. Foreign currency fluctuation (FCF) for non-specified
currencies are charged at the current exchange rate to the
appropriation limtation of the allotment holder. For

non-specified foreign currencies, obligations should be adjusted
periodically when material changes in the exchange rate occur.

(5). FEoreign Currency Records. The source docunents
(di sbursenent and col | ection vouchers) showi ng foreign currency
fluctuation amounts disbursed will be maintained within the
centrally managed account.

(6) . Ligquidating FC Cbligations. Forei gn currency
fluctuation amounts nust be separately identifiable from budget
rate obligation ampbunts (original and adjustments). Obligations
are liquidated in the accounting records at the budget rate.
Foreign currency fluctuations (realized variances) are not
charged to the regional appropriation limtation.

e. Payroll bligations

(1) Personnel conpensation obligations are recorded
in the nmonth in which they accrue (i.e., paid and/or earned).

(2) Each nonth a m scellaneous obligation document
must be prepared to record anpbunts accrued but not paid. The
m scel | aneous obligation is reversed upon receipt of the actua
payrol |l voucher for the period of the MOD

(3) As payroll vouchers are received, an
obligation, accrual, and disbursenent should be sinultaneously
recorded, and the estimted accrual reversed.
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(4) Advance vouchers may be used as a basis for
recording payroll costs, but care nust be taken to ensure that
internal controls are in place to preclude duplicate posting of
di sbursenents and or obligations. Care nust taken to ensure that
advance vouchers used to record disbursements are in fact paid.

f. Drect Cte vs. Reinmbursable Cite MPRS. Cbligations
for MPRS are recorded for reinbursable MPRS upon acceptance by
the performng activity; or when a MPR is accepted on a direct
cite basis, the obligation is recorded upon docunentary evidence
that a contract has been awarded and not on acceptance of the
M PR

o g.. Non-DoD Tuition Fee School Costs. Costs incurred for
tuition paid for dependents of MIlitary or DoD civilian personnel
nmust be preceded by approval by DoDDs personnel authorizing
attendance at the non-DoD school facility.

No obligations may be incurred prior to execution of
t he above requirenments and nay not be applied retroactively.
Such costs paid or incurred on behalf of the dependent prior to
approval may not be paid to the non-DoD facility or reinbursed to
t he dependents sponsors irrespective of subsequent approval or
di sapproval by DoDDS approving officials.

. Qoligations incurred for such costs nmay be nade on
the basis of fund availability of DoDDS funds and the nethod of
payment required by the non DoD school facility.

Where payment for tuition is demanded by the facility
for an entire school year

~a. and the senesters are not severable for
purposes of tuition payment

o b. and the contract facility will not accept
payment in increments and will not permit student attendance
until paynent is received,

payment may be made in full from currently available funds

irrespective of the fact that the predomi nant costs will be
incurred in the subsequent fiscal year
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_ Where paynment for tuition is not demanded for an
entire school year but bills are submtted for an entire school
year

a. and the senesters or periods are severable

b. and demand for paynent is required at the
begi nning of a senmester not in the sane fiscal year,

obligations nust be recorded only in the fiscal {gar in which the
services are provided and funds are avail abl e. aynents wll be
made from the funds applicable to the fiscal year in which the
obligation is incurred.

h. bl i gation Adjustnents.

(1) Cbligations will be adjusted to reflect
cancel lations of prior obligations, differences in amunts
recorded and paynents, refunds, and accounting adjustnents. The
total anmounts of obligations netted with adjustments is
reportable as obligations incurred.

(2) Material adjustnents in unexpired multi-year
accounts relating to obligations incurred in prior years are not
netted but are considered recoveries of prior year obligations.

i. Estimated Qoligations. \Wen the actual obligation
amount is known, previous estinmates mnmust be renmoved from the
books . nligations based on statistical or other techniques are
not valid when the actual cost is known.

3. Accrued Expenditures

a. Accruals nust be recorded. in the allotnent accounting
system upon recei pt of goods or services.

b. Accruals may be recorded sinmultaneously with either
an obligation or a disbursenent in order to mnimze workload
provi ded that accounts payable are not overstated in cases where
an accrual indicates a receipt of goods or services.

4. Undelivered Orders. Undelivered orders nust be
identifiable in the allotnent accounting system at the docunent
nunber |evel and reportable in sumary on a departnmental basis.
Undel i vered orders are calculated as obligations mnus accruals.

5. Accounts Payable. Accounts payable nust be identifiable
in the allotnment accounting system at the document nunmber |eve
and are reported in summary on a departnmental basis.
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6. Net Accounts Payable. Net accounts payable are defined
as the amount owed for goods and services received and not paid
for income received but not earned and uncollected accounts
recei vabl e.

7. Advances

a. Al advances for pay, travel, PCS, or for other
purposes made by the mlitary services for DoDDS enpl oyees or, if
not charged directly, are ultimately chargeable to DoDDS
appropriations must be individually recorded and nonitored in the
al l ot ment accounting system

bh. Advances are reported in total on a departnental
basi s.

C. It is the responsibility of DoDDS to follow up on
del i nquent travel or other advances to DoDDS enpl oyees even
t hough those advances are made from the nmilitary disbursing
officers’ cash account.

8. TBO Transnittal and Voucher Processing

a. Cenera
(1) Al disbursements nmust be received from
supporting disbursing offices via "transmittal" through the TBO
system nodified TBO procedures, or as "advanced" copy vouchers.
(2) Al disbursenents will be identified by:
(a) Disbursing officer voucher nunber.
(b)  Cycle number for the “transmittal” received.

(c) Disbursing or accounting and disbursing
station nunber (DSSN ADSN).

~b.  Disbursenents should be entered into the allotment
accounting records as soon as practicable but not |ater than 30
days after receipt at the regional accounting office.

_ c. Al transmttals should be stanped with the date
received so as to assist in maintaining quality control and an
audit trail for vouchers received.

d. Al disbursenents will be identified by a docunent
nunber for which valid obligations exist.
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e. 1B | e Nunber

(1) Al disbursenent and collection transactions
af fecting DoDDS funds will be nade by other than DoDDS, in nost
cases, the Arny, Navy, or Air Force. Al transactions as such
must be identified by a cycle nunber regardl ess of the nethod
received, e.g., TBO procedures, nodified TBO procedures, or
advance vouchers to nmaintain the necessary control over
transmttals of disbursements and collections for DoDDS.

(2) Cycle nunbers may be originated at the | ocal
DSSN ADSN or at the mlitary headquarters in the case of TBO
transmttals and may not correspond exactly for the sane
transaction.

(3) The follow ng procedures should be used to
determ ne cycle nunbers:

(a) Arny/Air Force - Use the cycle nunber shown
in the upper right hand corner of the transmttal listing (e.g.,
A, A2).

(b)  Navy - Precede the cycle nunmber shown in
colum 15 on the transmttal wth the Navy Regi onal Fi nance
Center nunmber shown in colum 3 (e.g., N AL, N3A2).

(c) DoDDS - Use the cycle nunmber indicated on
the transmttal. (Not e: DoDDS cycl e nunbers will only be used
for clearing disbursements nmade prior to COctober 1987.)

(d) State Departnent - Use ST followed by the
month (MON) (e.g. , STJAN, STMAR). (Note: State Departnent
vouchers are processed under Agency: Navy).

(4) The cycle date for transmttals is determ ned as
fol | ows:

(a) For transmttals fromthe Air Force and
Navy, the date is determned by the first letter of the cycle
nunber shown on the listing, as follows:

A=CCT B=NOV C=DEC D=JAN E=FEB F=MAR
G=APR H=MAY [ =JUN J=JUL K=AUG L=SEP

(b) For transmttals fromthe Arny, the cycle
date is determined in a manner simlar to that for the Air Force
and Navy except the letter | is not. used. Therefore:

J=JUN K=JUL L=AUG  M:SEP .
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(¢c) For the State Departnent, the cycle date
will be shown on the transnmittal

f. Responsibilities

(1) ODS Fiscal shall

(a) Serve as a focal point for receipt of DoDDS
TBOtransmttals fromthe Mlitary Services and State Departnent

and followup with these activities on mssing and rejected
vouchers.

(b) Verify that all anticipated transmttals are
recei ved.

(c) Segregate vouchers by fiscal station and
forward themto the regions.

~(d) Receive reports fromthe regions on vouchers
processed and missing and rejected vouchers.

(e) Take followup action on mssing and
rej ected vouchers.

(f) Adm nister these guidelines and provide
advice to regions to resolve problens.

(2) The Regional Accounting Ofices shall:

(a) Serve as the control point for al
transmittals and vouchers pertaining to their funds.

(b) Assure that all received transnmittals and
vouchers are processed in a tinmely and accurate manner.

(c) Verify all vouchers against their

activities rovidinghéﬁgional accounting and

transmttals for \
m ssing” and "no post"” vou

identify ~

(d Use the DoDDS accounting system or nanua
procedures to track transmttals processing for all disbursenent
transmittals for their region

(e) Provide required reports concerning
transmittal processing.

(f) Serve as a control point for providing
verified transmittals to their prior year accounting activities
and establishing local procedures, as needed, to accommpdate the
needs of these activities in processing DoDDS TBO transnittals.
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(3) procedures

(a) Transmttal s/vouchers received fromthe
Mlitary Service finance centers and the State Departnent sent to
ODS will be processed under this guideline.

(b) ODS will segregate the vouchers by fiscal
station, determine transmttal totals for each station, and nake
a copy of the transmttal for each station for which vouchers are
i ndi cat ed. CDS will mail to each regional office the

transmttals and vouchers for fiscal stations providing regiona
accounting.

(c) For each fiscal station for which a
transmttal is received, the regional office will sort the

vouchers in the order shown on the transmttal and review each to
det er m ne;:

Rej ected vouchers,

M ssi ng vouchers,

Vouchers for another DoDDS Fi scal
Station, and

4)  Vouchers already received and
processed.

W N -

(d) For transmittals for the prior year
accounting activity, the follow ng procedure should be followed:

1) Fill out a Transmittal Processing Log
including data for “nmissing” as well as “no post” vouchers.

2 Send a co of the Jransmttal Processin
Log, with “rejected’ %ouchers atté?heJ, to . J

(e) For each transmittal for the region's fisca
station, reports required by ODS or the transnmittal can be

processed using the Transmittal Processing Mdul e of the DoDDS
accounting system

(f) Procedures for processing transmttals using
the “TRANSM procedures in the DoDDS automated accounting system

are explained in the “DoDDS Automated Accounting System Trai ning
Manual . ”

(99 Regions will assure the tinely and accurate
processing of all vouchers for the region’s fiscal station in the
DoDDS accounting system  Regions receiving vouchers for other
regions fiscal stations should mail themw th a copy of the
transmttal |isting and Transactions Processing Log to the
appropriate regional office.
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(h) Regions will nmaintain a suspense file for
rejected vouchers and execute local followup procedures to
nmonitor the clearance of inproper or incorrect charges by
di sbursing activities.

(i) ODS will maintain a suspense file on mssing
vouchers. At least nonthly, ODS will send letters to the
Mlitary Service Finance Centers concerni ngf m ssi ng vouchers.
When vouchers are received by ODS, they will be forwarded to the
appropriate regional office citing the original cycle nunber.

(j) The regional offices will clear mssing
vouchers received from ODS from the appropriate cycle. Vouchers
for the region's prior year accounting activity (fiscal station)
will be forwarded by the region to the station in accordance with
| ocal |y established procedures.

(k) Di_sbursenents

1) Disbursements will be recorded in the
al l ot ment accounting system within 30 days of receipt of valid
di sbursenent vouchers.

2) Al disbursements will be identified by
the proper fiscal station nunber, disbursing station nunber, and
cycl e nunber.

- 3) Disbursenents will be matched in the
al l ot ment accounting records against the proper obligation
docunment nunber.

4) Disbursenents may be recorded based on
"advance vouchers" received from disbursing offices pending the
recei pt of official vouchers received through the TBQO cross
di sbursing system Procedures nust be established to ensure that
advance voucher transactions posted to the accounting system are
reconciled to the official record of disbursenents received
t hrough the TBO system

9. Goss Unpaid Qbligations. G oss unpaid obligations are
the 30 Septenber balance of gross obligations mnus disbursenents
m nus advances and are reportable on a departnental basis from
records in the allotnent accounting system

10,  Unliquidated Qnligations. Unliquidated obligations nmust
be identifiable on a docunent |evel basis and nonitored as such.
In accordance with DSAl 7205.3, "Establishment, Review, and
Validation of Ovligations, obligations will be reviewed on a

quarterly basis to determne the validity thereof. This is
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acconplished by a review of the document files or listing of
obligations to assure that all recorded transactions represent
valid (legal) obligations and are supported by adequate
docunentation and that a need still exists for undelivered goods
or services.

11. Reinbursable Oders. Although reinbursable authority is
received via a FAD, funds are not available for obligation unti
earned. The general concept of a reinbursable order received is
represented by a docunment issued by one organization and accepted

by a performng activity. In DoDDS, registration of a student is
considered as receipt of the reinbursable order along with an
advance paynent. Subsequently, charges incurred are not

allocated to individual students but to all students; and
earnings are related to the continued enrollment of students and
t he passage of tine through the senester

12. Rei nmbur senents Ear ned

a. Reinbursenents earned nust be recorded in the
al l ot ment accounting systemin the nonth in which they occur. A
rei mbursenent is considered earned when an allocated portion of
obligations applied to all orders received (students paying
tuition) by category of student. i.e., when the goods and
services have been provided by the performng activity (DoDDS).
Rei nbursements earned for tuition collections wll be recorded in
the accounting system in sunmmary, by source code, and whet her
within or outside of the governnent. Summary totals nust be
supported by and reconcilable to detail subsidiary records.

b. Since the source of the reinbursable program in DoDDS
is tuition collections, it is not desirable to identify specific
rei mbursable obligations to a particular reinbursable order.

Rei mbur sabl e obligations are considered to be included in total
obligations for accounting purposes. Reinbursable obligations
are equal to amounts recorded as reinbursenents earned.

c. Reinmbursenents earned relate to the period in which
an obligation is incurred. Therefore, earnings nust relate to
the fiscal year in which the obligations are incurred.

13. Unfilled Custoner Oders

a. For tuition paynents, unfilled orders is the sum of
tuition collections supported by DS Form 100 or other proof of
enrol |l ment (reinmbursable orders) mnus all anounts earned
(rei nbursabl e earnings) and transferred from the services
suspense account to the DoDDS appropriation
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h. Unfilled orders represent the amount of reinbursable
obligation authority currently available for obligation.
Unfilled orders is the anount of orders received m nus
obligations attributed to those orders and may be cal cul ated as
orders received mnus reinbursenments earned provided that
earnings are considered to represent anounts of reinbursable
obl i gations.

¢c. For tuition collections, nonthly unfilled orders
bal ances nust be reconcilable to subsidiary records. Subsi di ary

records will be maintained by an account for each student paying
tuition.

14. Anti ci pated Rei mbursenents

a. Anticipated orders represent the difference between
annual reinbursement authority and orders received for the
current year and must be reported in summary by the all otnent
accounting system

h. Anticipated orders should be reviewed to assure that
amounts reflect realistic estimates for orders expected for the
remai nder of the year since spending levels will be adjusted
based on anticipated reinbursenents.

15. Accounting for Tuition Collections

a. Al collections for tuition paynents to DoDDS w Il be
taken up in the O&M operating account (not a servicing office’s
suspense account) and recorded as either earned or unearned
revenue. Any refunds or deposits to M scellaneous Receipts that
may be required may be transferred to the servicing office’ s
suspense account for paynment when required.

b. Unearned Revenue. Unearned revenue wll be recorded
when collections are received for an entire senmester but is not
earned until obligations are incurred in subsequent periods. For
coll ections received for tuition that spans fiscal years, that
portion of the anmount collected applicable to the subsequent
fiscal year will be taken up as unearned revenue in the account
current when the collection is nmade. At the close of the current
fiscal year, all unearned revenues will be reduced to zero for
reporting purposes. At inception of the new fiscal year, the
previous year unearned anount W Il be recorded as either earned
or unearned and an adjusting docunent is processed through the
di sbursing network to change the fiscal year to which the
collection is applicable.
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c. Collections nust be identified by a voucher nunber
and a DSSN assigned by the collecting FAO

d. The sane criteria for recording disbursenments also
applies to collections (DSSN ADSN, voucher nunber, and a DSSN
cycl e nunber).

e. Earned Revenue. Revenue will be recorded as earned
on a nmonthly basis and shall represent the anount of tuition due
and payabl e whether received or not. Tuition anmounts which are

due and payable but not paid should be reported as delinquent
accounts receivable. \Were arrangenents have been nmade (wth

ot her government agencies or quasi governnent agencies) to pay on
a del ayed basis, no accounts receivable is created and no
earnings may be reported until the anmount is due and payable
under that agreenent. For non-governnent accounts, all tuition
nmust be collected in advance.

16. Accounts Receivable

a. Accounts receivables nmust be identifiable in the
al l ot ment accounting system by source code. Accounts receivable
may be conputed as reinbursenents earned mnus collections for
all reinbursable orders where the earnings are greater than the
collections, i.e., accounts receivables nust be net of unearned
revenues.

b. Summary accounts receivable balances in the allotnent
accounting system must be reconcilable with subsidiary records.
In addition to supporting sunmary control anpunts, subsidiary AR
records nmust be maintained in sufficient detail to satisfy debt
managenment requirenments set forth by DSAI 7200.3,” Collection of
Debts Due the U S.," and to provide ODS input required to Frepare
SF 220, Schedule 9, "Status of Loans and Accounts Receivabl es Due

fromthe Public.’

c. Subsidiary accounts receivable nust also be
established for all unearned travel advances, overpaynents of pay
or benefits, assessnments, etc., and procedures must be in place
to reconcile subsidiary accounts receivable maintained by DoDDS
with those arising out of the mlitary services disbursing
offices on DoDDS behal f.

d. Accounts Receivable nust be aged on a nonthly basis.

e. It is the responsibility of accounting officers to
assure that procedures and controls exist to assure pronpt
billing and liquidation of accounts receivable.
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f. See Section G of this chapter for admnistration of
t he debt managenent program

F.  PURCHASES FROM THE DEFENSE GENERAL SUPPLY CENTER ( DGSC]

1.  Ceneral. The Defense Ceneral Supply Center located in
Ri chnond, Virginia, is a conponent of the Defense Logistics
Agen_c%/_ and is designated as the DoDDS worl| dw de supplﬁ oint for
specifically designated items. These itens include, but are not
[Imted to, such things as textbooks, |ibrary books, publication,
software, school furniture, audio visual equipnment, etc. DGSC
purchases are generally funded from both the O&M (0100) and
procurenment (0300) appropriations and result in charges to najor
object classes 26 and 31. The Base Operations Support System
(BOSS) is a DLA Standard System and is the primar\é sgstem _
utilized by DGSC in their support of DoDDS. The BOSS systemis
quite extensive and is divided into several interfacing nodules
which are generally operated by different departnments at DGSC.
The operations conponents of BOSS significant to DoDDS are the
supply and finance nodule. As supply requisitions are processed
through the DGSC supply nodule, the DGSC accounting nmodule is
constantly interfaced to determne fund availability, apply
costs, produce financial reports, etc. Because of the magnitude
of service required by DoDDS, DGSC has established a separate
supply, procurenent, and accounting section at the R chnond
| ocation to handl e DoDDS separately. The agreement to support
DoDDS is negotiated yearly by ODS Logistics Division, and the
cost of admnistrative support is funded by ODS. DoDDS regi ons
t hen provide DGSC fundi ng through i ssuance of suball otnent and
request supply and procurenment support directly from DGSC in
accordance with fund targets and controls established at the
region. DoDDS requisitions issued to DGSC will be funded
directly by the suball otnment. Regi ons nay establish targets for
each school, conplex, or District Superintendent’s Ofice.

2. Fundi ng for DGSC Purchases

a.  SD Form 477, Fundi ng Aut hori zation Docunents
received at regions from ODS will include but will not separately
identify funding for items to be requisitioned from DGSC.

b. Suballotment to DGSC. Regions will in turn provide
DGSC a suballotnment via SD 477, “FAD,” to establish obligation
authority at DGSC.

3. BOSS Financial Reports. DGSC will forward all DoDDS
regi ons accounting reports required to account for the

expendi ture of suballotnments provided to be incorporated into the
DoDDS accounting system
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4, Accounting for DGSC Purchases.

a. Dobbs regions are not required to account for
obl i gations processed through the BOSS accounting systemon a
line item (requisition, docunment nunber) basis. Regions are
responsi ble for nonitoring execution of suballotnents issued to
pesc and review ng obligations processed through the DoDDS BOSS
accounting system However, in order to input data into the
accounting system each nonthly accounting report received from
pcsc shoul d be summarized to one or several transactions and nust
be identified by program and object class codes.

b. Based on the suballotnent issued, regional accounting
offices will record a comm tnment and sinmultaneous reduction of
funds available in the DoDDS accounting systemfor the ful
amount of the suball otnent.

c. Obligations and disbursenments will be recorded on a
mont hly basis based on BOSS financial reports. Alternatively, a
MOD will be recorded in the DoDDS systemto reflect an estinated
amount for that nonth. The m scell aneous obligation will be
reversed in the foll ow ng nonth upon recei pt of actual BGOSS
obligation figures.

d. Goss obligations for BOSS purchases will be recorded
in the DoDDS accounting system under the proper progranlcodes and
obj ect cl asses. BCSS obli1gations in the DoDDS accounting system
can be uniquely identified by the use of a specific docunent
nunber for which all BOSS obligations may be identified.

e. oligations will be liquidated based on di sbursenents
recorded in BOSS financial reports.

f. The funds avail able recorded in the DoDDS accounti ng
system for DGSC purchases nust be reconcilable to the fund
availability recorded by the various activities (schools) to
whi ch funds are distributed.

G DEBT MANAGEMENT

1. Reference. Debt collection procedures for DoDDS are
covered in DSAl 7200.3, “Collection of Debts Due the U S.” This

section provides gui dance on accounting requirenents for accounts
recei vabl e.

2. Est abl i shing Accounts Receivabl es. It is the
responsibility of the regional accounting offices to establish
and mai ntain subsidiary records for accounts receivables and to
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nonitor the collection thereof. Accounts receivable may result
in either appropriation refunds or appropriation reinbursenent.
Accounts receivable generally result from any of the follow ng:

Non payment of tuition (Appropriation Reinbursenent)
(includes centrally billed anounts).

b. Unearned travel advances (Appropriation Refund).
c. Overpaynent of allowances (Appropriation refunded).

d. Overpaynents of salary or benefits (Appropriation
ref unded) .

e. Non-conpletion of training (Appropriation Refund).

3. Controls. Controls must be established to assure that
billings are pronpt and docunentation is received to support
recordi ng accounts receivable. Sources of such data should be
obtai ned consistently from originating activities such as
mlitary disbursing offices, civilian personnel offices, tuition
records, clerks, schools’, etc.).

4, Appropriation Reinbursenents. Collections for tuition
result in increased fund availability and are, therefore,
appropriation reinbursenments. This augnentation of appropriated
funds is authorized for DoDDS operations appropriations but may
not be augnented for any other purpose.

5. Mscel l aneous Recei pts. Coll ections for damages and the
Treasury share of tuition paynments are not incone to the DoDDS
appropriations but are ultimately deposited as m scel | aneous
receipts to the Treasury.

6. Appropriation Refunds. Collections resulting from
over paynments of pay, reconciliation of LQA, non conpletion of
trai ning, unearned, etc., are appropriation refunds (reduction of
obligations) and are netted in accounting records for
expendi tures.

7. Non-Paynment of Tuition. Accounts receivable resulting
from non-paynment of tuition will be identified on a “by
enrol I ment” basis in the subsidiary records for tuition
col I ections. Since enrollnments requiring the paynment of tuition
are considered reinbursable orders and are accounted for as such,
the allotnment accounting systemw |l reflect the total anount of
accounts receivable as reinbursable. The total accounts
receivable (collections mnus reinbursenents earned) reported in
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the allotnent accounting system will therefore be supported by
detail accounts receivable by student enrollnent in the
subsidiary tuition collection records.

8. Unearned Travel Advances. Travel advances and
collections are recorded in the allotment accounting system on an
i ndi vi dual basis by travel order nunber. A specific file should
be established for delinquent travel advances to be revi ened
regularly to assure aggressive follow up action.

9. Overpaynents of Salary or Benefits. Col l ections for
overpaynents of pay are netted with personnel costs and are
reflected in the allotment accounting systemin this manner.
Subsidiary files must be established, however, for al
over paynments to support any necessary follow up action in
conjunction with the payroll paying office.

10. Collections. As collection vouchers are returned to
DoDDS with appropriate voucher nunber, DSSN identification, etc.
it may be recorded as an appropriation reinbursement or refund in
the allotnent accounting system

11. Col | ection Guidelines

a. Orders received may not exceed Annual Rei nmbursenent
Aut hori ty.

b. Collections and undeposited receipts may not exceed
orders received for the applicable fiscal vyear.

¢c. Unearned revenues may not exceed unfilled custoner
orders.

12. Requi renent for Subsidiary Records

a. Amounts recorded in the allotnent accounting system
nmust be supported by detailed subsidiary records for each
enrol | nent . The following information is mnimally required for
accounting purposes. Regions may require additional information
for managenent of the tuition collection/debt collection prograns
or other requirenents:

(1)  Student name
(2)  Sponsor

(3) Amount collected
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(4) Accounts receivabl e anmount (Anmounts due and
payabl e but not paid).

(5) Anount earned
(6) Collection voucher nunber

(7) Amounts refunded

b. Subsidiary records nust be supported by hard copy
docunents filed at the regional accounting offices.

13. Delinguent Accounts Receivable. Accounts receivable
will be aged on a monthly basis. DSAl 7200. 3, l'ection of
Debts Due the U.S.,” prescribes guidelines for debt collection
practices. Accounts receivable subsidiary records should be
reconciled nonthly with control (summary) amounts in the
al |l ot ment accounting system

14, Mscellaneous Collections. Li qui dati on of accounts
recei vabl e such as ampunts reinbursed for non-conpletion of
training are appropriation refunds and are recorded as a negative
obligation, accrual, and disbursenent in the allotnment accounting
system agai nst the year in which the obligation took place.

15. Reporting Accounts Receivable

Accounts receivable are reported on the SF 220,
Schedule 9, "Status of Loans and Accounts Receivables Due from
the Public.” Regional accounting offices nust maintain
subsi diary accounts receivable data sufficient to report all
appl i cabl e categories of information required by the SF 220. In
addition, the OVB has set forth an additional requirenent for SF
220, Schedule 9 to be supplenmented by the “Credit Managenent
Report.”

H  MONTH END ACCOUNTI NG PROCEDURES

1. Automated System O oseout. Procedures for nonth end
cl oseout of the DoDDS autonated accounting system are

specifically covered in the “DoDDS Accounting System Training
Manual . ”

2. Cutoff Dates. Cutoff dates should be established in
advance, published, and provided to activities responsible for
provi di ng docunments to the accounting office. Accounting offices
shoul d assure that all activities are conplying with the
requirement to submt docunents in a tinely manner as established
for each type of transaction or activity. Al transactions
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received by the cutoff date should be recorded in the all otnent
accounting system and reflected in accounting reports for that
mont h.

3. Accounting Adjustments. Mnth end accounting reports
nmust reflect accrued costs for payroll, DGSC purchases, other
m scel | aneous obligations representing significant accrued costs,
all reinbursenents earned, and any corrections and ot her
adj ustments supported by proper docunmentation

4, Month End Accounting Reports. A schedule and
distribution list for financial reports should be established.
Accounting officers should review and verify the accuracy and
reliability for all departnental accounting reports before
signature by certifying officer and subm ssion to ODS.

. YEAR END CLOSI NG PROCEDURES

1. Accounting Responsibilities. Accounting officers are
responsible for assuring that all obligations recorded at year
end conply with established obligation rules and procedures for
the expenditure of funds at fiscal year end.

The following tasks nust be acconplished prior to the close
of the fiscal year:

a.  Commitnents should be researched and reviewed for
validity. Contract offices should be contacted to determ ne
whet her or not contracts have been let, and copies of contracts
shoul d be obt ai ned. If it is not possible to obtain
docunentation prior to year-end, m scellaneous obligation
docunents (MODS) should be prepared citing the contract nunber,
date of contract, and contract anmpunt. \en the contract is
obtai ned, the M should be attached to the contract. All
comm tnments nust be reduced to zero as of Septenber 30 of the
year in which the funds expire.

b. (Obligations should be reviewed for validity and
adj usted or deobligated accordingly. A formal review of
unl i qui dated obligations nust be acconplished in accordance wth
DSAI 7205.3, "Establishnent, Review, and Validation of
Obligations.” Only validated obligations should remain on the
books Septenber 30 of the year in which the funds expire.

¢c. Accounting reports should be reviewed at the docunent
nunber |evel of detail for excessive disbursenents, insufficient
accruals, duplicate obligations, or other error conditions and
corrections made accordingly.
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d. Al reinbursable orders received shoul d be adjusted
to equal the anount of earned reinbursenents identifiable to
those orders as of Septenber 30; the bal ance should be carried
forward to the next fiscal year: In sone cases, however
unfilled customer orders may remain on the books if valid
obl i gations against those orders in the current FY exist but
delivery of goods or services (constituting earned
rei mbursenents) has not been made.

e. Accounting reports should be thoroughly reviewed by
the accounting officer and prepared for certification.

2. Certification of Year End Accounting Reports. Year end

accounting reports will be certified by the Regional Director as
fol | ows:
a. Status of Allotnent Report.
(1) “I certify that all balances for the accounts as

stated in this report are valid and correct.”

(2) "I certify that the accounting system has been
operated in accordance with accepted accounting principles and
that internal controls established for accounting operations and
ADP systens have been observed and maintained as designed.”

b. Rei nbursenment  Report. “I| certify that all

amounts earned and collected and reported herein are valid and
correct. "

c. The responsibility for certification of year end
reports by the Regional Director nay not be del egated.

J. FI SCAL YEAR START UP

1. Reference. Procedures for start up of the DoDDS
automated accounting system are covered in the "DoDDS Autonated
Accounting System Traini ng Manual .

2.  Brought Forward Bal ances. At the beginning of each
fiscal year, brought forward bal ances nmust be conputed for
expired year accounts for the follow ng:

a. Obligations
h. Accruals

C. D sbursenent s
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d. Advances

e. Oders received

f. Reinbursenents earned

g. Col | ections

h. G oss unpaid obligation

i. Uncollected reinbursable orders
j. Net accounts payable

3. M Account. Bal ances of expired accounts are transferred
to the “M account 24 nonths after expiration.

4. Fi scal Codi ng_Updat e. Procedures will be established to
ensure that docunents are coded in accordance with the current
DoDDS fiscal coding structure.

K REVIEW OF UNLI QUI DATED OBLI GATI ONS

Unl i qui dated obligations will be reviewed on a quarterly
basis and at year end, and verified in accordance wth DSAl
7205.3, "Establishment, Review and Validation of Cbligations.”
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CHAPTER VI

| NSTALLATI ON  REPORTI NG
A GENERAL

This chapter describes reports that are prepared at the
installation (region) and Headquarters (ODS) |evels based on the
al |l ot ment accounting system

B. EXTERNAL REPORTS

Installation level reports refer to those reports prepared at
the allotnent/suballotment |evel and submitted to ODS.

1. Status of All ot nent

a. Description. Provi des status of account bal ances for
allotnent utilization. Separate reports are produced for current
and prior years.

bh. Due Date. Eighth workday of the nonth follow ng the
nonth being reported.

2. Foreign Currency Report

a. Description., Reports obligations subject to foreign
currency for input to foreign currency funding projections and
preparation of DD 1506, “Foreign Currency Fluctuation report.”

b. Due Date. Ei ghth workday after end of nonth being
reported.

3. Fl ash Report

a. Description. Provides information on obligations
i ncurred during nonth.

bh. Due Date. Fourth workday after end of nonth being
reported.

4.  Report—on Cbligations (2251

a. Description. Identifies obligations incurred by
obj ect class.

b. Due Date. Ei ghth workday after end of nonth being
reported.
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5. 113A Pavroll Data

a. Description. Identifies nunbers of personnel by
category of enploynent, average, and total salary costs.

b. Due Date. Ei ghth workday after end of nonth being
report ed.

6. Report on Rei nbursenents

a. Description. Identifies reinbursements earned by
source of incone.

bh. Due Date. Ei ghth workday after end of nonth being
reported.

7. 1002 Report

a. Description. Provi des sunmmary data on direct and
rei mbursable fund status.

b. Due Date. Ei ghth workday after end of nonth being
reported.

C. | NTERNAL BUDGETARY AND MANAGERI AL REPORTS

These reports are produced by the DoDDS automated accounting
system for use internally. These reports are intended to assi st
financi al management personnel w th oversight of budget
execut i on. These reports are normally prepared on a nonthly
basis but may be prepared as required at discretion of |ocal
managenent .

1. Fundinq by Appropriation

a. Description. Lists funding targets by program

_ bh. Distribution. I nternal budget and accounting
of fices.

2. Rei nbur sabl e Fundi ng Report

a. Description. Li sts reinbursable funding targets.

_ b. Distribution. I nternal budget and accounting
of fices.
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3. Fund rtifi ion R r

a. Description. Provi des a snapshot of direct fund
availability by major program wthin appropriation.

b. Distribution. I nternal budget and accounting
of fi ces.
4, 1002 R rt - Dir Fun
a. Description. Provi des nore detailed informati on

concerning avail able funds data in support of the status of
allotment report broken down by major program or subprogram

h. Distribution. I nternal budget and accounting

of fi ces.

5. Status of Funds

a. Description. Reports comm tnments, obligations, and
fund availability for each appropriation broken down by najor
program for direct and reinbursable funds.

h. Distribution. Internal. budget and accounting

Ofices.

C. Expl anati on. I ncl udes Annual Rei nbursenment Authority
(ARA) with Annual Funding Direct (AFD) for major prograns.

6. Organization Code Sunmary

a. Description. Provi des comm tnents and obligations
for each appropriation broken down by organization code.

bh. Distribution. I nternal budget and accounting

of fi ces.

7. Qoject Cass Summary Report

a. Description. Reports comm tnents and obligations for

each appropriation broken down by object class and sunmari zed by
maj or object class.

h. Distribution. I nternal budget and accounting

of fi ces.
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8. Payroll Report

a. Description. Summari zes payroll obligations,
accruals, and disbursenents by pay period.

b. Distribution. Budget and accounting branches.

c. Explanation. Can be used to track gross payrol

costs on a pay period basis provided that each payroll is
assi gned a uni que docunment nunber. This report should be run
after each payroll or payroll accrual is updated.

9. PCS Report

a. Description, Provides a sunmmary of obligations
related to PCS.

h. Distribution. I nternal budget and accounting
branches or PCS program nanagers.

¢c. Explanation. Provi des expenditure data for all costs

entered into the accounting system using a PCS related program
code.

10. Travel Reports

a. Description. Lists TDY obligations, disbursenents,
and advances for all unliquidated travel orders.

bh. Distribution. Accounting personnel and program
managers.

c. Explanation. Provi des expenditure data for all

docunent transactions for which the document type code indicates
a travel order.

11. Annual and Quarterly Reinbursable Authority

a. Description. Li sts Annual Reinbursable Authority by
appropriation on an annual and quarterly basis.

bh. Distribution. Accounting personnel and program
managers.

D. | NTERNAL AUDI T REPORTS

The purpose of these reports is to nonitor open transaction,
identify error conditions, assist in researching problenms, and
for assuring account bal ances are correct. These reports are
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primarily used by accounting operations branches but nay
occasionally be useful to functional area managers. Al of the

following reports are produced by the autonated all otnent
accounting system

1. Audit 1., Neqgative Comm tnents

Provides a listing of all transactions by document nunber
with negative conmtnments.

2. Audit 2, Unliquidated Conm t ment

Provides a listing of all wunliquidated conmtnments by
docunent nunber.

3. Audit 3, Excess Accruals

Provides a list of all accruals exceeding obligations on
a docunent numnber basis.

4, Audit 4, Insufficient Accruals

Provides a |list of docunent nunbers where disbursenents
exceed accruals for use in research.

5. Audit 5, Unaccepted M PRs

Provides a list of all unliquidated commtnents where the
docunent indicates a MPR

6. Aged Conmitnent Report
Provides a list of commtnents in order of age.
7. Aged Travel Advance Report

Provides a list of delinquent travel advances in order or
age.

8. Total Account Detai

Provides all expenditure data for every docunent nunber
entered into the accounting system This report should be used

by accounting personnel to review open transactions and take
action accordingly.

9. Rei nbur sabl e Accounts Det ai

Provi des conplete status and history of all reinbursement
transacti ons.
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CHAPTER VI |
DEPARTMENTAL REPORTI NG

A CGENERAL

DoD 7220.9M “Accounting Mnual " describes the specific
reporting formats for Departnmental |evel reports which DoDDS is
required to submt to DoD. These reports are prepared at ODS,
based on data received in accounting reports fromthe regi ons and
the ODS allotment accounting system and from funding,

di sbhursenents and foreign currency data.

B. DEPARTMENTAL ACCOUNTI NG REPORTS
1. Cener al

Departnental accounting reports are prepared by QODS,
Fi scal Division Accounting Branch for subm ssion to WHS,
Departnental Accounting Branch and the Director for Information
Operations and Reports.

2. External Reports

a. Prepared Mnthly.
(1) Flash Report on Cbligation Status.

{a) Due Date. Fifth workday of the nonth
followi ng the nonth being reported.

(b) Preparation. Refer to DoD 7220.9M *“DoD

Accounting Manual ,” for specific preparation instructions. For
each appropriation, current nonth obligations, prior nonth
obligations, direct and reinbursable will be reported. This

report is consolidated by ODS from regional flash reports.

(2) DD 1176, "Report on Budget Execution."

(a) Due Date. Fourteenth workday after end of
nont h being report ed.

(b) Preparation. DoD 7220.9M “DoD Accounting
Manual ,” Chapter 93, Section B, contains instructions for the
preparation of the DD 1176 Report. This report is derived from
data taken from the Status of Al lotnment Reports submitted by the
six DoDDS allotnment holders and adjusted for undistributed
di sbursenents, collections, and foreign currency fluctuation.
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(3) SF 113-A “Federal Report on Monthly Gvilian
Enpl oynent . ”

(a) Distribution., Director for Information
Operations and Reports.

(b) Due Date. Fifteenth cal endar day follow ng
end of nonth being reported.

(c) Preparation. Refer to Federal Personnel
Manual System Suppl enent 248-2 for report preparation
requiremnents.

(4) 725, “Report on Reinbursenents.”

(a) Due Date. Ei ght eenth workday after end of
nonth being reported.

_ (Ib) Preparati og. Refer to DoD 7220.9M
"“Accounting Mnual ,™ apter , for specific reporting
i nstructions. This report is consolidated from regi onal 725
reports for submission to DoD)WHS. The sumtotals of all
rei mbursabl e source codes should equal those reported for
rei mbursabl e accounts on the DD 1176, “Report on Budget
Execution.” Source codes reportable to DoD are found in DoD
Manual 7110 3M “Budget and Fiscal Coding Mnual.”

(5) Foreign Currency Fluctuation Report.

(a) Due Date. Ei ght eenth workday after end of
nonth being reported.

(b) Preparation. This report is prepared at ODS
from foreign currency obligations reported by DoDDS regions on
their foreign currency reports and reporting on foreign currency
di sbursenents prepared by the mlitary disbursing offices.

(6) Appropriation Status by Fiscal Year Program and
Subaccounts.

(a) Due Date. Ei ght eenth workday after end of
nont h bei ng reported.

(b)  Preparati on. Refer to DoD Accounting

Manual , 7220.9M
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(7) SF 225, Report on oligations.

(a) Deadline. Fourteenth workday after end of
nont h bei ng reported.

. ) (Ib)” Preparation. Refer to DoD 7220.9M
Account i ng Manual , apter , for specific descriptions of

items reported. The report is consolidated by ODS from data
contained in regional accounting reports.

b. Prepared Quarterly.
(1) SF 220, “Credit Managenent Report.”

(a) Deadline. Ei ghteenth workday after end of
guarter being reported.

(b) Preparation. Refer to Doy WHS neno
August 20, 1986. “Quidelines for Preparation of the Credit
Managenent Report.” This report is prepared from consolidated
regi onal input. This report is submtted quarterly and included
annually with the subm ssion of the SF 220, “Statenent of
Fi nanci al Position.”

C. Prepared Annually.
(1) SF 220, "Report on Financial Condition.”

(a) Due Date. Fourteenth workday after end of
Fi scal Year.

(b) Preparation. Specific instructions for the
preparation of SF 220 is provided in DoD 7220.9M *“DoD Accounti ng
Manual ,” and 2-4100, “Federal Agencies Financial Reports,” June
1986. The information contained is derived from year end account
bal ances as reported on the DD 1176, “Report on Budget
Execution. *

(2) SF 220.9, Schedule 9, 'Report on Accounts and
Loans Receivable Due From the Public.”

(a) Due Date. Fifteenth workday after end of
Fi scal Year.

(b) Preparation. Refer to 2-4100, “Treasury
Fi nanci al Manual ,” or DSAl 7200.2, “Advance Collection of
Tuition, " and Schedule 9 reporting for detailed instructions on
preparation of SF 220, Schedule 9. This report is derived from

data subm tted by DoDDS regions and is included as part of the
SF 220, |If Statement of Financial condition.*
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