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ACCOUNTING PROCEDURE TOPICS

This chapter contains accounting topics that are pertinent to many different areas.

1.
The Financial Resource Management Manual.  There are many limitations on the use of appropriated funds, particularly in people oriented areas.  The Financial Resource Management Manual (FREMM) contains basic guidance on issues such as Food or Refreshments as a part of Training, Conferences or Award Ceremonies; Seasonal Decorations; Organizational Clothing; Membership Fees and much more.  Refer to the FREMM for any questions in these areas.

2.
Tax Exemption Certificates.  The Coast Guard is exempt from buyer related taxes, and if required, the ordering activity must provide the vendor with a U. S. Tax Exempt Certificate (SF-1094).  The tax exemption number for the Coast Guard is B-239641.  See COMDTINST M4200.13 (series), Small Purchase Handbook, for more information.

3.
Defense Reutilization and Marketing Offices Surcharge Exemption.  The Coast Guard is exempt from this Surcharge by a Headquarters Defense Logistics Agency (DLA) Policy Decision letter dated 1 October 92.  Cite this exemption if contacted by a Defense Reutilization and Marketing Office (DRMO) requesting accounting data for deferred charges relating to the disposal of excess property.  If you encounter problems with your local DRMO, or if further assistance is needed, please contact Commandant (G-ELM).

4.
Fast Pay.
a.
General.  Federal Acquisition Regulation (FAR), 13.3, and COMDTINST M4200.13 (series), Small Purchase Handbook, authorize Fast Pay procedures.  Fast Pay procedures simplify the payment of small purchases by allowing payment under limited conditions to a contractor prior to the Government's verification that supplies have been received and accepted.  The procedure provides for payment for supplies based on the contractor's submission of an invoice that constitutes a representation that:

(1)
The contractor has delivered supplies to a Post Office, common carrier, or point of first receipt by the Government; and

(2)  The contractor agrees to replace, repair, or correct supplies not received at destination, damaged in transit, or failing to conform to purchase agreement.

b.
Conditions for use.

(1)
Individual purchase orders do not exceed $25,000.

(2)
Deliveries of supplies are to occur at locations where there is both a geographical separation and a lack of adequate communication facilities between Government receiving and disbursing activities that will make it impractical to make timely payment based on evidence of Government acceptance.  Use of the fast payment procedure would not be indicated, for example, for small purchases by an activity if material being purchased is destined for use at that activity and contract administration will be performed by the purchasing office at the activity.
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4.
b.
(3)
Title to the supplies will pass to the government when:

(a)
Delivery is to a Post Office or common carrier for mailing or shipment to destination.

(b)
The government receives the shipment by means other than the Post Office or common carrier.

(c)
Shipping supplies, by carrier or postage paid.

c.
Ships underway.  Ships at sea for an extended period do not have the ability to acknowledge receipt of goods at their homeport.  They may use Fast Pay procedures when they meet the above criteria.

d.
Receiving report.  The submission of the receiving report is mandatory after receipt of merchandise.

e.
Regulation.  The FAR, Subpart 13.3, and the Small Purchase Handbook (COMDTINST M4200.13 [series]) contain additional instructions on Fast Pay.


LUFS PROCEDURES:  LUFS UNITS MUST FLAG PURCHASE ORDERS AS "FAST PAY" WHEN CREATING THE DOCUMENT IN EITHER "RECORD SPENDING" OR "PURCHASE ORDER" MODULES.
5.
Travelers Checks.
a.
VISA Travelers Checks are available from some imprest fund cashiers for use while on official travel.  They are issued to travelers with an individual Citibank Government Travel Card  account or as an advance charged against a centrally billed account for the Coast Guard.  The cashier maintains a log of travelers checks on hand and amounts issued.  Each cashier must submit two mailings: one daily to Citibank and one weekly to the FINCEN.

(1)
The daily mailing to Citibank must include the following documents for all transactions:

Top, white copy of Purchaser Application Form (PAF).

Bottom copy of the Receipt of Charge (ROC), with complete central billing account number.

Copy of Travel Orders (CG-4251)

These documents should be separated by individual transaction and should be fastened together to provide a complete record of issuance.

(2)
The weekly mailing to the FINCEN should occur at the end of the work week. Negative reports are required and can be emailed to:Travelerscheck@fincen.uscg.mil. Others must be sent to:   Travelers Check Subsidiary, USCG Finance Center, P. O. Box 4113, Chesapeake, VA  23327-4113.  The following documents must be supplied to the FINCEN via regular mail:
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5.
a.
(2)
(cont'd)

Copy of Travel Orders (CG-4251).

Application for Advance of Funds (SF-1038 with original authorization signature and original member receipt signature.)

Yellow copy of Travelers Checks Purchase Agreement
Original Receipt of Charge (ROC) 

Cover letter using CG Form 3883, Rapidraft letter with the following information:

    Central Billed Account Number
Total Number Advances Forwarded

Total Amount Advances Forwarded

Total Amount Travelers Checks Forwarded

Beginning Date

Ending Date

POC and Telephone No.

Complete unit name and address

Note:
Total amount Advances Forwarded and Total amount Travelers Checks Forwarded should agree.

b.
The FINCEN will verify total receipts for reconciliation with Citibank billing.

c.
The FINCEN does not require submissions on sales against individual accounts or advance copy of cover letter.

6.
Imprest Fund Cashier Replenishment.

a.
General.  An imprest fund is a fixed cash or petty cash fund approved by an official Government disbursing office.  Its purpose is to make cash payment for an authorized purchase which will then be charged to a specific appropriation.
b.
Uses of Imprest Funds.  Payment from imprest funds will not exceed $500 for any one transaction except with special authorization from Commandant (G-CFM-3).  Further guidance is available in COMDTINST M7210.1 (series), Certifying and Disbursing Manual.

c.
Procedures for Processing the Cash Replenishment Form.  The imprest cashier prepares a Cashiers Accountability Report (CG-5394) for replenishment of the imprest fund and forwards the original and one copy along with supporting documents to the FINCEN.  Cashiers must complete each CG-5394 in accordance with COMDTINST M7210.1 (series), Certifying and Disbursing Manual.  The following information must be included on each request for replenishment:
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6.
c.
(1)
Period reported - beginning and ending dates.

(2)
Unit OPFAC number.

(3)
Unit name and address.

(4)
Status and funds information.

(5)
Disbursement breakdown.

(6)
Number of reimbursement checks and amounts of each requested.

(7)
Cashier typed name, date, and signature.

Securely attach the subvouchers to the original CG-5394 with an adding machine tape summarizing the amounts of the subvouchers.

ORIGINAL HARD COPY SUBMISSIONS ARE REQUIRED FOR REPLENISHMENT
d.
Reporting Statements.  On the last workday of each month, each Class A and Class B cashier submits a signed SF-1129 showing the status of the fund to the disbursing office from whom the cashier received the advance.  This serves as an "accountability report".  If no replenishment is required, the cashier submits as an accountability report an original SF-1129 with only the "Status of Fund" section completed.  This accountability report must include a memorandum entry that summarizes all replenishments requested during the month.  An accountability report must also be prepared whenever there is a change in the amount of the fund (such as an additional advance) or a change in cashier.  Any fund with travel advance payments or liquidation of claims involving travel advances must be submitted weekly.


Note:
For more information concerning Imprest Fund refer to COMDTINST M7210.1 (series), Certifying and Disbursing Manual.

7.
Travel Liquidation and Certification.  The Travel Liquidation and Certification System (TLC) is an automated travel claim settlement program managed by Commandant (G-PD-3) which resides at each travel office in the Coast Guard.  When a member files a claim with their servicing Travel Office, the itinerary, expenses and mileage are entered into the travel program.  The Travel Office Authorized Certifying Officer (ACO) approves the claim forwarding a copy to the member and sending an electronic file to the FINCEN for further processing.  With this new software, there are 3 methods of reimbursement available.  They are cash, government check or Electronic Funds Transfer (EFT).  Military members direct deposit account for pay is already in the DAFIS system and is updated by PPC each time the member changes their bank account.  Civilian members and those military members who wish to use other bank accounts, must fill out the "FASTSTART" form (FMS Form 2231) and along with a voided copy of a check or deposit slip forwarded to the FINCEN prior to receiving EFT of travel settlement funds.  The "FASTSTART" forms are available at the servicing travel office of each member.  For those units not on TLC, see the travel section of Chapter 12.
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12.
b.
This report will show purchases of supplies or services in any foreign country.  Services include piloting, wharfage, and towing services.  An estimated amount of dollars expended by crew while on liberty shall also be forwarded in this report.

c.
The report shall show purchases for each country individually.

FC DE NC

FC/011244

R 301702Z MAR 94 ZUI ASN-D05089000738

FM USCGC VIGOROUS

TO FC/COGARD FINCEN CHESAPEAKE VA//FR//

INFO ZEN/COMCOGARD MLC LANT NEW YORK NY//FAC-1//

ACCT CG-W2GDRC

BT

UNCLAS //N04400//

SUBJ: RPT OF INTERNATIONAL TRANSACTIONS - 2ND QTR FY 94

A.  MLC LANT SOP APPENDIX D-12-G-2

1. IAW REF (A) 17,218.00 IN INTERNATIONAL TRANSACTIONS WERE MADE THIS QUARTER IN BERMUDA 09-14-MAR 94.

2.  BREAKDOWN IS AS FOLLOWS:


PERSONAL EXPENDITURES 
15,400.00


(CREW WHILE IN PORT)


PILOTAGE
 1,000.00


COMMISSARY
   518.00


PHONE SERVICES
   300.00


TOTAL
17,218.00

BT

NNNN

Figure 11-1 International Transaction Sample Message Report 
13.
Wire Transfers.
a.
Wire Transfers from customers/vendors occur frequently in the U. S. Coast Guard.  The correct procedures and information need to be used for these transactions to happen properly.

b.
When a customer attempts to wire U. S. Dollars to the U. S. Coast Guard the following wire payment instructions are necessary:

(1)
Send to:  Federal Reserve Bank, New York City, NY

(2)
ABA#:  021030004 Treas NYC

(3)
BNF:  AC 69 02 5102

(4)
OBI:  Brief description/purpose to allow identification.

14.Vendor Express.
a. What is Vendor Express?
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14.
a.
(1)
Vendor Express is "Direct Deposit" of payments to vendors for businesses that provide goods and services to any federal agency.  "Vendor" is a generic term that describes businesses and other payment recipients such as State/local governments, educational institutions, and other organizations receiving payments from the Federal Government.  Payments are made electronically through the Automated Clearing House (ACH) network for deposit directly into the vendor's bank account on the payment due date.

(2)
Vendor Express provides the vendor's bank with payment details which identify the reason for the payment, such as an invoice number.  This information is contained in the addendum record and accompanies the payment.  The FINCEN originates and sends both the payment and addendum record to the vendor through his bank. 

b.
Benefits of Using Vendor Express.

(1)
There are no deposit delays.

(2)
Funds are promptly available for vendor's use.

(3)
Provides better cash management for the vendor.

(4)
It eliminates the possibility of lost or stolen checks.

(5)
The payments are fully traceable.

c.
How Can Vendors Sign up for Vendor Express?

(1)
The vendor must fill out an SF-3881, ACH Vendor/Miscellaneous Payment Enrollment Form.  Before sending the SF-3881 to the vendor for completion, the agency information section must be completed as shown on the accompanying sample SF-3881.  See Figure 11-2.
(2)
The vendor must complete the Payee/Company Information section of the form and have its bank complete the Financial Institution Information section before the vendor sends the form into the FINCEN for processing.  Once completed the form should be sent to:

COMMANDING OFFICER (OPB)

COAST GUARD FINANCE CENTER

VENDOR EXPRESS PROGRAM

1430A KRISTINA WAY

CHESAPEAKE, VA  23326

(3)
Field units should maintain a supply of SF-3881's adequate to meet vendor needs.  The SF-3881, ACH Vendor/Miscellaneous Payment Enrollment Form may be ordered through regional GSA Customer Supply Centers.  The form is identified by its National Stock Number:  7540-01-274-9925.  The cost is $3.96 per package of 100 forms.

(4) If vendors or field units have any questions regarding Vendor Express they should contact FINCEN Customer Service at (757) 523-6940.  Informational booklets on the Vendor Express program can be obtained by contacting the FINCEN
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