TRANSMITTAL LETTER NO. 575 VOLUME |

TO: HEADS OF GOVERNMENT DEPARTMENTS, AGENCIES, AND OTHERS CONCERNED
1. PURPOSE

This transmittal letter deletes | TFM 3-8000: Payments of Net Pay to Financial Organizations
for Credit to Accounts of Employees, and | TFM 4-2500: Treasury Financial Communications

System Payments. In addition to the related table of contents, an updated table of contents for
part 5 is included.

The above referenced chapters are deleted in accordance with the Assistant Commissioner of
Regional Operations’ chapter certification instructions.

2. PAGE CHANGES

Remove Insert

Table of Contents for
Volume |

Table of Contents for
Part 3

Table of Contents for
Part 4

Table of Contents for
Part 5

| TFM 3-8000

| TFM 4-2500

. EFFECTIVE DATE

October 23, 1997.
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4. INQUIRIES

Questions concerning this transmittal letter should be directed to:

Directives Management Branch
Financial Management Service
Department of the Treasury

3700 East-West Highway, Room 5C16
Hyattsville, MD 20782

(Telephone: 202-874-9940)

%AW D }M/JD

Date: October 23, 1997 Russell D. Morris
Commissioner

Transmittal Letter No. 575
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Introduction
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Check Issue Disbursing Procedures

Imprest Fund Cash Held at Personal Risk By Disbursing Officers and Cashiers
Government Purchase Cards

Requisitioning, Preparing, and Issuing Treasury Checks

Checking Accounts with the United States Treasury

Magnetic Tape Check Issue and Reporting Level 8

Cancellations, Deposits, and Claims for Checks Drawn on the United States Treasury
Designated Depositary Checking Accounts

Foreign Exchange

DEPOSIT REGULATIONS

Introduction

Checks and Cash Received in Collections

Deposit Ticket

Making Deposits

Treasury Financial Communications System Deposits

Treasury Automated Lockbox Network

Plastic Card Collection Network

Uncollected and Lost Checks

Disposition of Foreign Currency and Checks Drawn on Foreign Banks
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INTRODUCTION

Scope and Applicability
Authority

Standard Forms

Emergency Payroll Procedures
Inquiries

Appendix
Regulations Governing Payrolls, Deductions, and Withholdings

PAYROLL VOUCHERS

Authority

Standard Forms

Voucher Verification and Certification
Method of Payment

Voucher Preparation and Scheduling
Supplemental Payments

Claims for Deceased Employees
Contacts

PAYMENTS TO THE OFFICE OF PERSONNEL MANAGEMENT
FOR HEALTH BENEFITS, GROUP LIFE INSURANCE, AND
CIVIL SERVICE RETIREMENT

Scope and Applicability

Authority

General Description of the System

Forms Prescribed for Procedures in This Chapter

Procedures to be Used by Civilian Agencies

Procedures to be Used by Military Agencies
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Statement of Transactions

Submission of Forms to the Office of Personnel Management
Procurement of Forms

Inquiries

Appendix

Forms Prescribed for Payments to the Office of Personnel Management for
Health Benefits, Group Life Insurance, and Civil Service Retirement
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4010 Scope and Applicability
4015 Authority
4020 Federal Withholding Rules
4025 Internal Revenue Code Instructions
4030 Federal Insurance Contribution Act
4035 Correcting Income Tax Withholding Errors
4040 Privacy Act Requirements
4045 Accounting for Taxes
4050 Payment of Taxes
4055 Filing Quarterly Tax Returns
4060 Filing Annual Information Returns
4065 Resident and Nonresident Aliens
4070 Deceased Employees
4075 Levy for Unpaid Tax Liability
4080 Moving Expense Reimbursements
4085 Special Certifying Requirements of Federal

Income Taxes Withheld from Salaries of U. S.
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4095 Inquiries

Appendices

1. Federal Tax Deposit Coupon Form 8109

2. List of Federal Reserve Banks and Branches

3. Guide to Information Returns

4. Identification of Form 1099 Vendors

5. Internal Revenue Service

Directory of Offices in Foreign Countries

5000 WITHHOLDING OF DISTRICT OF COLUMBIA, STATE, CITY,
AND COUNTY INCOME OR EMPLOYMENT TAXES

5010 Scope and Applicability

5015 Authority

5020 Definitions of Terms

5025 Severance Pay
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5035 Withholding Requirements
5040 Tax Withholding Certificates
5045 Military Withholding

5050 Accounting for Withheld Taxes
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Appendices

1. Regulations - Withholding of District of Columbia, State, City, and
County Income or Employment Taxes by Federal Agencies - 31 CFR 215

2. List of States with which the Secretary of the Treasury Has Made
Withholding Agreements, Effective Dates, and Addresses of Tax Offices

3. List of Cities and Counties with which the Secretary of the Treasury Has
Made Withholding Agreements, Effective Dates, Types of Tax, and
Addresses of Tax Offices

4. List of States, Cities, and Counties with Other-Than-Standard Agreements

5. FMS Form 7311: Employee’s Withholding Certificate for Local Taxes - City
or County

6. DD Form 2058: State of Legal Residence Certificate

UNITED STATES SAVINGS BONDS, SERIES EE

Scope and Applicability
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Payroll Allotment

Issuance of Savings Bonds

Accounting Procedures

Bond Issuance Procedures

Undeliverable, Lost, and Canceled Savings Bonds Issued by Treasury Regional
Financial Centers

Inquiries

Appendices

1. Forms Prescribed for United States Savings Bonds, Series EE
2. Bond Allotment Table

ALLOTMENTS AND ASSIGNMENTS OF PAY

Authority

Definition of Terms

Authorization by Employee

Order of Precedence for Deductions from Salary/Wages
Accounting for Allotments and Assignments

Notification to Allottees - Pledges to Combined Charity Drives
Other Voluntary Allotments

Reimbursement for Certain Allotments

Method of Paying Allotments

Contacts
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Appendix
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Designation of ECS Data Entry Operators

Designation of Designated Agent to receive and Deliver Checks
Designation of Check Custodian, for Blank Treasury Check Stock
Designation of Encryption Officers for Treasury Telecommunications Systems
Designation of ASAP Authorizing Officials and/or Financial Officials
Use of FMS Form 210ECS

Use of FMS Forms 210RC, 210RD, and 210RS

Contacts

Appendices

1. FMS 2958: Delegation of Authority

2. FMS 2958A: Delegation of Authority (ASAP)

3. FMS 210: Designation for Certifying Officer

4. FMS 210A: Designation fo ASAP Authorizing Official and Financial Official
5. FMS 210C: Designation for Check Custodian

6. FMS 210D: Designation for Agent to Receive & Deliver Checks

7. FMS 210DEO: Designation for ECS Data Entry Operator

8. FMS 210E: Designation for Encryption Officer

9. FMS 210ECS: ECS User Designation form

10. FMS 210S: Designation for ECS Security Administrator

11. FMS 210RC: Receipt for ECS Certifying Officer Token/PIN
12. FMS 210RD: Receipt for ECS Data Entry Operator ID
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14.

FMS 210RS: Receipt for ECS Security Administrator Token/PIN
FMS 210RX: Order/Receipt for FedSelect Blank Check Stock

CHECK ISSUE DISBURSING PROCEDURES

Scope and Applicability

Authority

Control Over Disbursements

Basic Disbursement Requirements

Standard Form Vouchers

Information to be Furnished on Vouchers

Certification and Approval of Vouchers

Payments from Basic Vouchers

Payments from SF 1166-OCR: Voucher and Schedule of Payments
Payments from SF 1166-EDP: Voucher and Schedule of Payments
Deductions from Disbursement Vouchers

Processing Voucher Deductions by Disbursing Agencies

Foreign Currency Payments

Furnishing of Enclosures or Inserts with Treasury Checks
Restricted Delivery of Checks

Designating Agents to Receive Salary Checks and Bonds

Part 4

Inquiries

Appendices

1.  Forms Prescribed for Check Issue Disbursing Procedures

2. SF 1166-OCR: Formats Prescribed for Foreign Currency Payments

3. Insert Specifications, Packing, and Shipping Instructions for Tabulating Cards
4. List of Restricted Countries Designated in 31 CFR 211

5. List of Foreign Assets Control Regulations Referenced in 31 CFR 211

IMPREST FUND CASH HELD AT PERSONAL RISK BY
DISBURSING OFFICERS AND CASHIERS

Introduction

Authority

Definition of Terms
Authorization and Designation
Agency Regulations
Maintenance of Cash

Requirements Concerning Authorized Classes of Payments, Safeguards, and

Audits of Imprest Funds

Disposition of Excess Cash Withdrawn for Payrolls
Accounting

Exclusions and Waivers

Periodic Review of Existing Designations

Contacts
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Authority

Policy and Use

Definition of Terms

Agency Procedures

Refund of Contractual Costs

Review and Approval of Billing Statement for Payment
Electronic Commerce

Contacts

REQUISITIONING, PREPARING, AND ISSUING TREASURY CHECKS

General

Submission of Disbursing Officers’ Signature Specimens and Designation of Assistants
Specifications and Characteristics of Treasury Checks

Requisitioning Treasury Checks

Safekeeping and Control of Blank Check Stock

Drawing and Inscribing Treasury Checks

Contacts

Appendices

1. GPO Form 2431: Print Order

2. Packaging Units and Shipping Weights of Blank Treasury Checks by Kind
of Assembly

3. Definition of Secure Room

CHECKING ACCOUNTS WITH THE UNITED STATES TREASURY

Scope and Applicability

Checking Account Symbol Maintenance

Check Issue Reporting

Reporting of Documents by Disbursing Officers
Spoiled Checks

Control Checks

Voided Checks

Checking Account Reconciliation Reports and Adjustments by the Financial
Management Service

Check Issue Adjustments by Disbursing Offices
Inquiries

Appendices
1. SF 1179: Month End Check Issue Summary

2. FMS Form 5206: Advice of Check Issue Discrepancy
3. OF 1017-G: Journal Voucher
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MAGNETIC TAPE CHECK ISSUE AND REPORTING LEVEL 8

Scope and Applicability

Authority

Issue Reporting for Level 8

Conversion Testing Process for Level 8

Tape Reporting Requirements for Level 8
Disbursing Office Responsibility for Magnetic Tapes

Inquiries

Appendices

1. Sample Tape/Transmittal Structure

2. Standard Issue Transmittal Header Record
3. Standard Issue Record

4. Standard Issue Transmittal Trailer Record
5. Magnetic Tape Control Record

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

Scope and Applicability

Authority

Definition of Terms

Automatic Cancellation of Available Checks

Special Processing of Undeliverable Checks in the Possession of Disbursing
Offices and Agencies

Claims for Undeliverable Checks

Procedures for Depositing Available, Canceled, and Undelivered Checks
Treasury Regional Financial Center Cancellation of Available Checks by Magnetic
Tape

Accounting and Reporting Requirements for Available Check Cancellations
and Undelivered Check Deposit Transactions

Unavailable Check Processing

Filing a Claim

Accounting and Reporting Requirements for Unavailable Check Cancellations
and Related Transactions

Holder-In-Due-Course Claims Procedures

Inquiries

Appendices

1. SF 1098: Schedule of Canceled or Undelivered Checks

2. SF 1184: Unavailable Check Cancellation
Explanation of Items to be Indicated on SF 1184: Unavailable Check Cancellation
Magnetic Tape Format

3. List of Stop Reason Codes

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

Cross Reference Chart of Status Codes/Messages Provided to Agencies
11. Explanation of Codes/Messages on Daily Advice of Status (DAS) and Claims
Documents (FMS 3858)
When Treasury Will Reject a Subsequent SF 1184 Submission on the Same Check
Action to be Taken on Rejected Subsequent SF 1184 Submissions
12. SF 1081 EDP: Voucher and Schedule of Withdrawals and Credits
13. SF 1081 Listing
14. FMS 1185: Schedule of Unavailable Check Cancellations and Credits
15. FMS 3858: Claims Documerfdur Parts)
Page 1 Claims Document (Payee)
Page 2 Claims Document (Agency)
Page 3 Payee Instructions
Page 4 Claim Against the United States for the Proceeds of a Government Check
16. FMS 1133: Modified Claim Against the U.S. for the Proceeds of a Government
Check
17. FMS 3859: Claims Disposition Notice
18. Worksheet for Monthly SF 224 Report for SF 1081 Only
19. FMS 6653: Undisbursed Appropriation Account
20. Holder-In-Due-Course Claim

DESIGNATED DEPOSITARY CHECKING ACCOUNTS

Introduction

Checks, Check Issue Records, and Deposit Information
Voided and Spoiled Checks

Check Issue Adjustments by Disbursing Offices
Cancellation of Depositary Checks

Undeliverable Checks Drawn on Designated Depositaries
Claims on Account of Nonreceipt, Loss, Theft, Destruction, Mutilation, or
Forgery of Depositary Checks

Periodic Transfer of Proceeds of Uncurrent Checks
Monthly Depositary Bank Statement

Closing of the Bank Accounts

Inquiries

Appendix

Forms Prescribed for Designated Depositary Checking Accounts

FOREIGN EXCHANGE

Scope and Applicability
Authority

Definition of Terms
Designated Depositaries
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9040 Foreign Exchange Transactions for Official Purposes

9045 Cashing Checks and Other Instruments in Foreign Countries for Accommodation
Purposes

9050 Acquisition of Foreign Exchange

9060 Rate of Exchange for Expenditures and Accommodation Exchanges

9070 Collections and Interest on Deposits

9075 Disbursements

9080 Excess and Near-Excess Currencies

9090 Gains and Deficiencies

9095 Inquiries
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Table of Contents
Title
INTRODUCTION

Scope and Applicability

Authority

Definitions of Certain Terms Used in this Part
Inquiries

CHECKS AND CASH RECEIVED IN COLLECTIONS

Conditions Under Which Checks Will Be Accepted by Collecting Officers
Inscription on Checks

Record of Checks Deposited

Depositors’ Endorsement and Legend on Checks Deposited

Sorting and Listing Deposits - General Depositories

Sorting and Listing Deposits - Federal Reserve Banks

Counterfeit Currency

Contacts

Appendices

1. Endorsement and Legend for Deposits Made with a General Depositary
2.  Endorsement and Legend for Deposits Made with an FRB

3. CAS$H-LINK Identification Number (CIN)

4. Form CD 0502: Currency or Coin Deposit

5. Federal Reserve Bank Addresses for Government Agencies to Use

When Making Cash or Check Deposits

DEPOSIT TICKET

Scope and Applicability
Preparing the Deposit Ticket
Courtesy Deposit

Daily Deposits

Adjustments

Contacts

Appendices

1. SF 215: Deposit Ticket (Illustrates the Deposit Ticket for General Depositaries)
SF 215-A: Deposit Ticket (Illustrates the Deposit Ticket for General Depositaries)
SF 215-B: Deposit Ticket (Illustrates the Deposit Ticket for General Depositaries)
SF 5515: Debit Voucher (Illustrates the Debit Voucher for General Depositaries)

2. SF 215: Deposit Ticket (Illustrates the Deposit Ticket for Federal Reserve Banks)
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SF 215-A: Deposit Ticket (Illustrates the Deposit Ticket for Federal Reserve Banks)
SF 215-B: Deposit Ticket (Illustrates the Deposit Ticket for Federal Reserve Banks)
SF 215-D: Deposit Ticket (Illustrates the Deposit Ticket for Federal Reserve Banks)
SF 5515: Debit Voucher (Illustrates the Debit Voucher for Federal Reserve Banks)
SF 5515-A: Debit Voucher (Illustrates the Debit Voucher for Federal Reserve Banks)

MAKING DEPOSITS

Where Deposits Should Be Made

Frequency of Deposits

Reporting Large Deposits

Postage, Registration, and Other Expenses

Coverage of Deposits Under Government Losses in Shipment Act
Contacts

TREASURY FINANCIAL COMMUNICATIONS SYSTEM DEPOSITS

Scope and Applicability

Definitions

Background and Concepts

Approval to Use the TFCS

Agency Advice to Depositors

Agency Notification of Deposits and Deposit Adjustments
Agency Inquiries

Agency Reporting of Deposits

Inquiries

Appendices

1. Questionnaire Concerning TFCS Deposits
Instruction Guide for Funds Transfer Messages to Treasury and Message
Formats

3. SF 215C: Deposit Ticket

4. Daily Support Listing of TFCS Deposits

TREASURY AUTOMATED LOCKBOX NETWORK

Scope and Applicability
Authority

Definitions

Background and Concepts
Lockbox Description

Lockbox Implementation

Agency Monitoring Requirements
Inquiries
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4700 PLASTIC CARD COLLECTION NETWORK
4710 Authority
4715 Definition of Terms
4720 Plastic Card Services Offered Through the Network
4725 Application/Implementation Process
4730 Types of Credit and Debit Card Collections
4735 Compensation/Agency Expenses
4740 Deposit Regulations
4745 Agency Monitoring Requirements
Contacts
5000 UNCOLLECTED AND LOST CHECKS
5010 Introduction
5015 Authority
5020 Depositary and Agency Procedures for Unpaid Checks
5030 Replacement of Lost, Destroyed, and Mutilated Checks
Contacts
6000 DISPOSITION OF FOREIGN CURRENCY AND CHECKS DRAWN

ON FOREIGN BANKS

6010 Authority

6015 Disposition of Checks

6020 Disposition of Foreign Currencies
Contacts
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