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20.  User Fee Collection Overview and FINCEN Audit Policy
A. Authority:  Section 2110 of title 46, United State Code, requires the establishment and collection of user fees for Coast Guard services provided under subtitle II of title 46, United States Code.  Beginning in 1993, user fees were established for Coast Guard services relating to the issuance of merchant marine licenses, certificates of registry, and merchant mariner documentation (MMD).  As an agency congressionally mandated to collect user fees, the United States Coast Guard is tasked with creating and executing internal controls to ensure the proper safeguarding and stewardship of user fee collections.  Accordingly, COMMANDANT INSTRUCTION M7042.1 was issued August 20, 1999 establishing policies and procedures for receiving, securing, documenting, depositing, and reconciling user fee collections.  This instruction specifically addresses collections by all Regional Examination Centers (RECs), the National Vessel Documentation Center (NVDC), the National Pollution Funds Center (NPFC), and the Overseas Vessel Inspection Units (OVIUs).  All of these individual units are collectively referred to as Collection Centers (CCs) throughout the COMDTINST as well as this Finance Center (FINCEN) Standard Operating Procedure (SOP).

B. Purpose:  The primary purpose of the COMDTINST M7042.1 is to provide CC supervisors and personnel with a set of basic accounting procedures and internal control techniques which, upon implementation, provide reasonable assurance that accountability over user fee collections and associated documentation is maintained.  Further clarification, pertinent updates, and specific CC staff responsibilities are discussed in this Finance Center SOP. 

C. Collection Center Locations:  There are twenty-one CCs that must comply with the COMDTINST as well as the additional guidance provided by this SOP.  Licensing and certification functions are currently performed at 17 Regional Examination Centers with an additional 4 collection centers performing other specialized functions:

REC Anchorage, AK
REC Juneau, AK

REC Portland, OR

REC Baltimore, MD
REC Long Beach, CA
REC San Francisco, CA

REC Boston, MA
REC Memphis, TN
REC Seattle, WA

REC Charleston, SC
REC Miami, FL

REC St Louis, MO

REC Honolulu, HI
REC New Orleans, LA
REC Toledo, OH

REC Houston, TX
REC New York, NY



National Vessel Documentation Center - Falling Waters, WV

National Pollution Funds Center - Arlington, VA

Overseas Vessel Inspection Unit - Rotterdam, Netherlands 

Overseas Vessel Inspection Unit - Tokyo, Japan

D. Audit Policy:  As a means to help ensure all CCs remain compliant with the COMDTINST and this SOP, the FINCEN (FI) is tasked with performing annual site visits in order to evaluate user fee collection procedures and the associated internal controls environment.  In addition, in-house FINCEN reviews will periodically be conducted on user fee collection and related deposit documentation submitted by each CC.  Audit schedules are prepared prior to the start of each fiscal year and CCs will be given sufficient notice of an upcoming review.  Upon the completion of each review and return to the FINCEN, the audit team will prepare a formal report of its visit within ten working days.

E. SOP Format:  The format of this SOP begins with a basic overview of the entire collection cycle followed by discussion of specific individual staff responsibilities as they pertain to the user fee collection process.  Flow diagrams are provided throughout to facilitate effective and efficient user fee collection activities.  An Internal Controls Questionnaire and Checklist concludes the SOP.     

F. User Fee Collection Cycle:  The flow diagram below depicts the basic transaction flow cycle followed for the collection, deposit, and validation of user fees collected from mariners for services rendered at USCG Regional Exam Centers:
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G. General Duties and Responsibilities:  The descriptions and flow diagrams that follow reflect typical functional responsibilities in the user fee collection process for a REC:

(1) Collection Center Staff:  Refers to all CC personnel that greet walk-in mariners and determine the nature of visit.  If services are requested, the staff member will pull the mariner folder or establish one.  Specific steps of the process include:

(a) Review folder for any documentation of past unpaid non-sufficient fund (NSF) checks.  No additional services will be provided to the mariner until restitution is made on any bad check previously written.  Mariner can clear the NSF check by paying the REC cashier with cash, money order, or credit card.  CC personnel must confirm the current balance due on a mariner’s account with the FINCEN (OGR) to incorporate any interest, penalties and administrative charges incurred. 

(b) Fill out a new User Fee Sheet or if one is present in the mariner folder, update it to identify the appropriate user fee codes that correspond to the services being requested.

(c) Direct mariner to take the User Fee Sheet to the cashier for payment of the services requested.  Upon payment for services, mariner folder along with the accompanying User Fee Sheet and attached cash register receipt is delivered to a service provider.




       Flow Diagram – CC Staff Responsibilities for Service Counter
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(2)
Mail Clerk:  Refers to CC personnel designated to open daily mail and separate user fee collections from accompanying correspondence.  Specific steps of the process upon mail retrieval include:
(a) Sort user fee collections and related licensing and documentation mail from all other CC mail.  Pull mariner folders based on payment information or the related enclosures received through the mail.  Create a mariner folder if one does not exist.  During the retrieval process, appropriate safeguards must be taken to secure collections.

(b) Review mariner folder for any documentation of past unpaid non-sufficient fund (NSF) checks.  No services will be provided to the mariner until restitution is made on any bad check previously written for a prior service request.  If a NSF check exists, the mariner should be notified in writing by the CC that no additional services can be provided and that they must clear the NSF check by calling the USCG Finance Center at (757) 523-6888 to verify the amount due and submitting payment via money order.  The CC can retain documentation submitted by the mariner but return the mariner’s check.

(c) Pull the User Fee Sheet from each mariner folder or fill out a new one to identify the appropriate user fee codes that correspond to the services being requested.  Attach each fee payment to the mariner’s User Fee Sheet and provide to the cashier for recording of payment.

(d) Upon recordation of payment, the cashier shall return each mariner User Fee Sheet and an attached cash register receipt to the mail clerk for validation and filing with the mariner’s folder.  Each mariner folder with all supporting documentation is then provided to a service provider for processing and appropriate logging on the reconciliation tool.  

Flow Diagram – CC Mail Clerk Responsibilities




















 
















(3)
Cashier:  Refers to CC personnel designated to collect and process mariner payments.  Specific steps of the process upon receipt of a user fee include:

Transaction Processing:

(a) Upon receipt of a completed User Fee Sheet and corresponding payment, the cashier shall enter the appropriate user fee codes into the register to record collection activity.
(b) Mariner payments can be accepted in the form of check, money order, cash, or by a charge card with a Visa or MasterCard logo. Credit card payments must first be run through the charge terminal to obtain card approval and authorization.  Before ringing payments into the register, checks and money orders must be examined to ensure the following:
· Amount of payment equals the services to be rendered as reflected on the User Fee Sheet.

· Written and numeric amounts match.  Banking regulations take written over numeric amount.

· Checks are signed and not post dated.   

· Ensure the payee is identified as the U.S. Coast Guard, Treasury, Department of Transportation, or U.S. Government.      

· Checks should contain mariner’s social security number and a current address.

(c) Upon validation of the information above, stamp the back of each check or money order with a restrictive endorsement that identifies the correct USCG bank account number.  The CC’s Operating Facilities (OPFAC) code and the business transaction date can also be stamped on the front of the check or money order at this time.
(d) Mariner payments by credit card first require approval and then must be recorded in the cash register.  Walk-in mariners should be provided the yellow copy of the charge authorization and the white (original) copy can be stored in the cash drawer for end-of-day reconciliation.  After reconciliation is complete, the white copy of the charge authorization can then be stapled to the REC’s copy of the daily Collection Summary Sheet with other supporting documents for that particular day’s transactions.

(e)
Record payment in cash register and date stamp and initial the mariner User Fee Sheet.  Staple the cash register receipt to the User Fee Sheet and return it to the mail clerk for inclusion in the mariner folder.  Each folder is then given to a service provider for processing of the mariner request. 

Flow Diagram – CC Cashier Responsibilities – Transaction Processing























End-of-Day Processing:

(f) At the end of each business day the cashier is responsible for preparing the daily Collection Summary Sheet.  This sheet provides a summary of collection and deposit information that must be reconciled to services requested for the day.  Required documents to prepare the summary sheet include a cash register report (Z1) and a credit card batch report which is run from the Tranz 380 Terminal.  Both of these reports should be run concurrently at the end of the day to simplify the reconciliation process.  The Z1 will reflect all transactions, regardless of the type of payment, and upon the counting of cash, negotiable instruments, and credit card receipts maintained in the cash drawer should equal the report total.  Any discrepancy between the Z1 and the cash drawer count, or the CC daily batch report and the Z1 charge total must be researched and adequately explained on the daily Collection Summary Sheet.

(g) All cash collections must be converted to a money order upon deposit preparation.  The money order conversion charge is to be recorded separately on the summary sheet.  Credit card charges must also be identified on the summary sheet although individual charge transaction documentation is excluded from the actual lockbox deposit.  The charge totals reflected on the Z1 must match the credit card batch report total from the charge terminal for the day.  Any discrepancy must be explained.    

(h) With the end of each business day, the cashier ensures all funds collected have been recorded in the cash register and that the money count equals the transaction total for the day as reported on the Z1 register tape.  This is accomplished by running an adding machine tape on all check and money order (including converted cash) transactions for the day to ensure the total of these two forms of payment matches the corresponding Z1 register tape total.  In the process of batching all checks and money orders in groups of 50, ensure a restrictive endorsement has been stamped on the back of each and the front has been stamped with the collection center’s OPFAC and the business transaction date.       

Flow Diagram – CC Cashier Responsibilities – End-of-Day Processing




















(4)
Service Provider:  Refers to CC personnel designated to perform mariner evaluations, administer examinations and/or issue licenses and documents.  The steps provided below outline the service provider’s functions as they pertain to the user fee collection cycle.  
(a) Upon receipt of a mariner folder from the mail clerk, a cursory review of mariner documentation must be performed to determine whether appropriate user fees have been collected for the services requested.  This includes ensuring the user fee codes annotated on the User Fee Sheet correspond to the requested services and an attached cash register receipt reflects associated accountability.  

(b) After review of the mariner’s documentation, record the service request on the Reconciliation Tool for Evaluators/Examiners/Issuers.  At a minimum, the mariner’s name and total amount of the service request must be recorded in order to accommodate a daily reconciliation of services requested to recorded collection activity.    

(c) The Reconciliation Tool for Evaluators/Examiners/Issuers serves a twofold function.  First, it provides a daily record of service requests used to match to daily-recorded collection activity.  Second, it provides a method to measure individual workload.    Reconciliation Tools must be used to record a mariner’s service request at the time of payment.  They can also be used to record the completion of a stage of a request.  For instance, a mail-in request includes payment for an evaluation, examination, and issuance fee all at once.  The initial request must be logged on the Reconciliation Tool to reflect the entire request and associated fees paid; however, subsequent inclusion of the mariner’s name on a Reconciliation Tool would reflect a zero dollar transaction upon completion of each step of the documentation process, i.e., evaluation, examination, and issuance.       


Flow Diagram – CC Service Provider Responsibilities











(5) Reconciler:  Refers to the Collection Center individual responsible for validation and reconciliation of daily collection activity and the corresponding services provided.  Specific requirements include:

(a) On a daily basis obtain a copy of the Collection Summary Sheet along with accompanying documentation, which includes the Z1 register tape and credit card batch report, from the cashier.  Additionally, each service provider shall turn in a Reconciliation Tool that identifies services they will provide based on the mariner requests received for the day.

(b) From the documentation received in (a), prepare a Reconciliation Worksheet for the purpose of validating the day’s collection activity.  Reconciler is responsible for adequately explaining any discrepancy that may exist between the reported collection activity received from the cashier and the reported services provided which is also received on a daily basis from the service providers.

(c) Reconciler is also responsible for completing and maintaining an up-to-date deposit Confirmation Log.  This step completes the deposit cycle by validating that the USCG Finance Center has received and processed account information for each of the lockbox deposits mailed to Bank of America.  The Confirmation Log also includes a separate area for confirmation of daily charge card transactions.  The daily lockbox and charge transactions require separate confirmation as banking procedures differ between the two.  Upon receipt of lockbox and charge summary deposit information from FINCEN (OGR), any discrepancy must be adequately researched and resolved.    

Flow Diagram – CC Reconciler Responsibilities











H. Required Forms.  Discussion follows on the necessary forms for processing, documenting, and validating user fee collection activity.  Most forms are updated from those provided in COMDTINST M7042.1.  

(1) User Fee Sheet:  The User Fee Sheet begins the documentation process for servicing mariner requests and recording user fee collection activity.  Whether documents are received through the mail or from a walk-in, the mail clerk and designated service counter personnel will record the appropriate mariner information and user fee codes on a User Fee Sheet in order for the collection center cashier to properly record and document receipt of payment prior to any services being provided.  A basic User Fee Sheet setup follows but locally developed forms that capture required information, including clerk and cashier initials, are acceptable.







User Fee Sheet



 Mariner Last Name

 First


MI

       Social Security Number



C



(2)
Collection Summary Sheet:
The Collection Summary Sheet serves primarily as a deposit document to reflect mariner checks and money orders submitted to the lockbox; however, the form also provides necessary daily credit card transaction information.  Lockbox information provided in the top half of the form allows the bank to credit the appropriate CC with the user fee collections supported by checks and money orders.  The lower half of the form provides FINCEN with daily credit card transaction information necessary for tracking to the bank’s CashLink report.  An attached cash register end-of-day tape known as the Z1 supports all collection activity reported on the Collection Summary Sheet.  Attachment of the daily charge transaction batch summary report validates credit card activity.  Any discrepancy between the Z1 and the amounts represented on the Collection Summary Sheet must be fully explained.  Collection Summary Sheets are required to be prepared and mailed daily.  The required Collection Summary Sheet follows:





(3)
Reconciliation Tool for Service Providers:  The purpose of this form is to serve as a means to independently validate that collection activity represented on the Collection Summary Sheet equals the amount of services to be provided.  Each evaluator, examiner, and issuer that provides a service to a mariner is required to complete a Reconciliation Tool on a daily basis.  A sample format follows but can be locally devised as long as it accommodates reconciliation requirements:

Reconciliation Tool for Service Providers


  Service Provider Name:  ____________________
          Activity Date:  _________________












Total Service Activity for the Day:

      $

(4) Reconciliation Worksheet:  This worksheet is to be completed by the collection center supervisor or designated reconciler to balance recorded collection activity, represented by the Collection Summary Sheet, to the individual services provided or to be provided by each evaluator, examiner, and issuer as recorded on their Reconciliation Tool.  A sample format follows but can be locally devised as long as it accommodates reconciliation requirements:

Reconciliation Worksheet

     Business Transaction Date:  ______________________










Total Dollar Value of Reported Services:  


$


Total Collection Activity as Recorded on the Day’s



Collection Summary Sheet and Z1 Register Tape:   

$


Difference (Totals Should Match):



$


Comments (Explain any Difference):   ________________________________________


_______________________________________________________


_______________________________________________________


_______________________________________________________

(5) Confirmation Log:  A Confirmation Log is an on-going record of daily deposits and is required in order to validate, through the FINCEN, that the bank has properly processed each deposit mailed to the lockbox.  Bank responsibilities include the processing of all mariner checks and money orders for credit to the appropriate OPFAC.  Any discrepancy as to the dollar amount submitted by the collection center and the amount credited by the bank must be researched and resolved in a timely manner through FINCEN (OGR).  For this reason, the Confirmation Log must be continually maintained.  With the recent implementation of credit card terminals, the Confirmation Log also includes an area to track and confirm all daily charge transactions.  The following sample Confirmation Log excerpt provides the required fields:  

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Transaction
	
	
	
	
	
	MO
	
	Bank of America
	
	FINCEN
	FINCEN
	
	   Bank of America
	
	FINCEN
	FINCEN

	Day
	Date
	
	Charge
	Check / MO
	Cash
	Total
	Fee
	
	Lockbox Deposit
	
	Deposit
	Confirm Date
	
	  Charge Summary
	
	Deposit
	Confirm Date

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Monday
	1-Oct-01
	 
	 
	 
	 
	$0.00
	
	
	$0.00
	
	
	
	
	$0.00
	
	 
	 

	Tuesday
	2-Oct-01
	 
	 
	 
	 
	$0.00
	 
	
	$0.00
	
	
	
	
	$0.00
	 
	 
	 

	Wednesday
	3-Oct-01
	 
	 
	 
	 
	$0.00
	 
	
	$0.00
	
	
	
	
	$0.00
	 
	 
	 

	Thursday
	4-Oct-01
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	$0.00
	
	
	
	
	$0.00
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	5-Oct-01
	 
	 
	 
	 
	$0.00
	 
	
	$0.00
	
	
	
	
	$0.00
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	
	
	 
	 
	 

	Week 1
	Totals
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	
	$0.00
	
	$0.00
	
	
	$0.00
	
	$0.00
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	8-Oct-01
	 
	 
	 
	 
	$0.00
	 
	
	$0.00
	 
	 
	 
	
	$0.00
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	9-Oct-01
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	$0.00
	 
	 
	 
	
	$0.00
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	10-Oct-01
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	$0.00
	 
	 
	 

	Thursday
	11-Oct-01
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	$0.00
	 
	 
	 
	
	$0.00
	 
	 
	 

	Friday
	12-Oct-01
	 
	 
	 
	 
	$0.00
	 
	
	$0.00
	 
	 
	 
	
	$0.00
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	
	
	 
	 
	 

	Week 2
	Totals
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	
	$0.00
	 
	$0.00
	 
	
	$0.00
	 
	$0.00
	 

	 
	 
	
	 
	 
	 
	 
	 
	
	 
	
	 
	 
	
	 
	
	 
	 












      

I. Internal Control Standards and Audit Ojectives:  Each FINCEN review will determine whether sufficient accounting and internal control procedures are in place to ensure that accountability over user fee collections and documentation is maintained and the potential for fraudulent acts is minimized.  A User Fee Collection Audit Checklist adapted from the COMDTINST is used to aid in assessing the internal control environment and the policies and procedures in place.  Based on the results of the FINCEN assessment, a formal report will be issued.  Internal control standards that are incorporated into the COMDTINST and the audit checklist include the following:    
(1) General Internal Control Standards:  Apply to all aspects of internal controls and include: 
a. Reasonable Assurance:  The standard of reasonable assurance recognizes that the cost of internal control should not exceed the benefit derived.  This equates to a satisfactory level of confidence under given considerations of costs, benefits, and risks.  

b. Supportive Attitude:   This standard requires managers and employees to be attentive to internal control matters and to take steps to promote the effectiveness of the controls.  Attitude affects the quality of performance and, as a result, the quality of internal controls.  

c. Competent Personnel:  This standard requires personnel to demonstrate professional integrity and maintain a level of competence that allows them to accomplish their assigned duties.

d. Control Objectives:  This standard requires that objectives be tailored to an agency’s operation.  All operations of an agency can generally be grouped into cycles that comprise specific activities.  The user fee collection function is a cycle with associated activities of collecting, identifying, recording, depositing, and reporting the information necessary to process user fee transactions.  

e. Control Techniques:  Internal control techniques are the mechanisms by which control objectives are achieved.  The COMDTINST provides policy and guidance along with the necessary tools for ensuring that the transaction cycle associated with user fee collections is achieved.

(2)
Specific Internal Control Standards:  A number of specific control standards are essential to provide the greatest assurance that the internal control objectives will be achieved.  These critical control standards include:

a. Documentation:  This standard requires written evidence of internal control objectives, techniques, and accountability systems.  Significant events are to be clearly documented, and the documentation readily available for examination.  The COMDTINST establishes appropriate internal control policies and procedures and provides CC supervisors the necessary guidance for controlling their operation.  It is also provides a checklist that is purposeful and useful to managers, as well as auditors, for analyzing operations.

b. Recording of Transactions and Events:  Transactions must be promptly recorded if pertinent information is to maintain its relevance and value to management in controlling operations and making decisions.  This standard applies to the entire process or cycle of a transaction.  Accordingly, all activities from user fee collection to deposit and subsequent confirmation would be adequately documented.

c. Execution of Transactions and Events:  This standard requires transactions and other significant events to be authorized and executed only by persons acting within the scope of their authority.  It is the principle means of assuring that only valid transactions and other events are processed.

d. Separation of Duties:  To reduce the risk of error, waste, or wrongful acts, no one individual should control all key aspects of a transaction or event.  This standard emphasizes that the responsibilities of authorizing, processing, recording, and reviewing transactions should be separated among individuals.

e. Supervision:   This standard requires supervisors to continuously review and approve the assigned work of their staffs.  It also requires that appropriate guidance and training be provided as necessary.  Qualified and continuous supervision ensures internal control objectives are achieved.

f. Access to and Accountability for Resources:  The basic concept behind restricting access to resources is to help reduce the risk of unauthorized use or loss to the Government.  Safeguards for maintaining this standard include utilizing a safe, sequential numbering of documents, the use of logbooks, and assignment of custodial accountability to responsible individuals.   

J. Audit Checklist:  The audit checklist is the primary tool utilized by the FINCEN review team to determine conformance with COMDTINST policy and the internal controls associated with user fee collections.  Questions are representative of internal control standards, and on the FINCEN version of the checklist, are worded so that a ‘Yes’ response indicates appropriate internal control measures exist for that particular event.  The number of ‘Yes’ responses received on a checklist directly correlates to the internal control environment of the collection center.  This SOP concludes with the five-page checklist currently developed for conducting reviews.

K. Report of Audit.   Upon the completion of each review and returning to the FINCEN, the audit team will prepare a formal report of their visit within ten working days.  The report will comment on whether accountability could be substantiated over user fee collections and mariner documents.  The report will also state whether the user fee collection policies and procedures followed are in accordance with the COMDTINST M7042.1.  Major procedural concerns will be fully discussed in the body of the report and include recommended corrective action.  Written responses will be required from CCs not in conformance with established guidelines.  A completed checklist will also accompany each report and specifically identify areas where weaknesses existed.

L. Summary:  This SOP provides basic insight into the user fee collection process, responsibilities, and associated internal controls.  Detailed guidance is provided in COMDTINST M7042.1 with regard to accounting, administrative, and management controls established to ensure appropriate measures exist to reduce the risk of fraudulent acts.  Additionally, the General Accounting Office (GAO) has established standards for establishing and maintaining a system of internal controls that apply to all operations and administrative functions.  FINCEN reviewers are cognizant of these standards when conducting reviews, as they are the basic criteria against which the user fee collection process is evaluated.     
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4.6





Payment must be made by Cash, Credit Card or Money Order





4.3





Refer Mariner to Cashier for Payment








7





Contact Complaint


Reviewer








2.1





Notify Mariner


of Resolution








2.4





Update User Fee Sheet and Identify Service Code(s)





6





Does Mariner Folder Reflect a NSF Flag?








4





Research and Resolve Mariner Complaint








2.3





Is a User Fee Sheet


in Mariner Folder?








5





Pull


Mariner's Folder








3





Record Complaint in Complaint Log








2.2





Are Services Requested & User Fee Required?





2





Staff Member


Greets Mariner








1





Staple Z1 Report and Adding Machine Tape to Summary Sheet





6.1








6








1





Yes





No





Contact FINCEN (OGR) to Determine Amount Due for NSF Check





4.1





Is the Content of Check and Money Order Payment Accurate?





3





1





Documents Submitted may be Retained but Return Payment 





5.3





If Payment has been  Endorsed, write “Void” on Check and Return  





5.4








Receives Collection Summary Sheet and Reconciliation Tools





1








1








Does Mariner Folder Reflect a NSF Flag?








5





Update User Fee Sheet and Identify Service Code(s)





7





1





Create a new User Fee Sheet








6.1





1


1





From 5





No





Yes





Yes





No





Maintain Original CC Receipt in Cash Drawer for EOD Reconciliation





2.4


1





If Mail-In, Yellow copy to be Stapled to Mariner Request and Filed





2.3 





After Authorization, Customer Signs and is Provided Yellow Copy


 


2.2





Stamp Endorsement on Back and OPFAC and Business Day on Front





4


4 








1





No





Annotate User Fee Sheet to Reflect Return of Payment


 


3.2





2.2


1





Reject if Incomplete or have Mariner Re-issue Check if Walk-In  





3.1


 








2.2


1





Return Rejected Mail-In   Payment to Mariner with Explanation Letter


 


2.2





2.2


1





Yellow Register Receipt to Mariner and White to User Fee Sheet


 


6





2.2


1





Record Payment in Cash Register.  Date stamp / initial UFS


 


5





2.2


1





If Credit Card, Process  Payment Through Terminal for Approval 


 


2.1





     CC





User Fee Sheet with Cash Register Receipt goes back to Mail Clerk


 


7





2.2


1





If Mail-In, Staple both Register Receipts to the User Fee Sheet


 


6.1


2.2


1





Receives Mariner Folder from the Mail Clerk





1








1





No





Deliver Reconciliation Tool to the Reconciler at the End of Day





3.1








1





Process Mariner Request








4








1





Record Services to be Provided on the Reconciliation Tool 





3





1





Is Mariner Request Substantiated and Payment Documented?





2








1





Resolve Discrepancy and Return to Cashier if Necessary 





2.1








1





Run a Z1 Report to Reflect Cash Register Transaction Totals





2








1





Deposit Preparation to Routinely Begin about the Same Time Daily  





1








1





Also Run a Credit Card Batch Report from the Tranz 380 Terminal





2.1








1





Mail Collection Summary Sheet to Bank of America





6








6








1





CC





Research any Discrepancy and Initiate Corrective Action 





2.3








1





Z1 Report Totals Must Equal the Cash Drawer Count & CC Batch Total





2.2








1





Convert Cash Collections to a Money Order 





4








1





Ensure all Checks and Money Orders are Properly Stamped





5.1








1





Discontinue Processing Mariner Requests until Collections are Counted 





1.1








1





No





Make a Copy of the Daily Collection Summary Sheet





5.3








1





Z1 Report Totals must Equal the Drawer Total of the Cash & Checks 





3








1





Batch all Checks and Money Orders in Groups of 50





5.2








1





Run an Adding Machine Tape to Validate Totals








2.3








1





IF Mariner has a Complaint Pertaining to a User Fee Payment Refer to the SIP or ASIP








Prepare Deposit and Daily Collection Summary Sheet





5








1





Include all Checks and Money Orders








6.2








6








1





Copy of Daily Collection Summary Sheet and Z1 Report to Reconciler





7








6








1





Resolve any  Bank or FINCEN Discrepancy as Required





3.2





Determine Reason for Discrepancy and Correct or Document





2.1





Mail Clerk / Counter 	 User Fee Codes: _____  _____  _____  _____	Cashier Initials:     __________


Personnel Initials:


						


________________	 Amount to Pay:  _____  _____  _____  _____	Amount Collected:  _________








Date:  ___________	 Payment Method:   Cash / Check / MO / CC		Check / MO Number:   ______





Staple and File all Daily Reconciliation Documentation





4


3.1











Maintain Up-to-Date Confirmation Log Based on FINCEN Feedback





3.1





No





Mail Clerk / Counter 	 User Fee Codes: _____  _____  _____  _____	Cashier Initials:     __________


Personnel Initials:


			


_______________	 Amount to Pay:  _____  _____  _____  _____	Amount Collected:  _________








Date:  ___________	 Payment Method:   Cash / Check / MO / CC		Check / MO Number:   ______








Daily Collection Summary Sheet








Unit OPFAC:  00-00000          Regional Examination Center - New Orleans





Business Transaction Date:						11012001





Number of Batches with this Submission (50 per):				  2





Number of Checks and Money Orders Included:					 51








Daily Collection Summary Sheet Prepared By:	___________Signature_____________
































Deposit (Lockbox) Summary to Bank of America





   Vessel Documentation – Recreational:		$	__________





   Vessel Documentation – Commercial:		$	__________





C.       Marine Licensing and Documentation:			$	      6,500.00 





    Plan Review:						$	__________





    Overseas Vessel Inspections:				$	__________





    Miscellaneous (Subtract Money Order Fee Here):  	$	           - 1.00





   Lockbox Deposit to Bank of America (Checks & MOs Only): 			$  6,499.00





				    	          Code/s for  		Fees Associated with 


      Mariner Name	Social Security    	     Services Provided            Services Provided           Comments





Source of Funds & Credit Card Recap of Daily Collections 





Total of Today’s User Fee Collections (Z1 Total):    	$	      7,000.00





Subtract “Charges” Total from CC Detail Below:   	$	      -  500.00





Net to Lockbox Summary Above (Usually to “C”):   	$	      6,500.00





	


					       Charge


		          Charges           Backs              Net





Visa		       $ 	300.00	       $  50.00	  $  250.00





MasterCard	       $	200.00	       $    0.00 	  $  200.00





American Express       $	    0.00	       $    0.00	  $      0.00





Discover	       	       $	    0.00	       $    0.00	  $      0.00





Diners Club	       $	    0.00	       $    0.00	  $      0.00


	


Total:           $    500.00	       $  50.00        $  450.00





CC CashLink Validation Amount:   $450.00                   Lockbox Validation Amount:   $6,499.00              





Charge Transactions





				       Total of Services Provided for the Day             		 


      Service Provider Name	       (As Reported on Reconciliation Tool)		    Comments





Lockbox Transactions





Net Deposit Amount from Z1 Register Tape





User Fee Confirmation Log


Regional Examination Center – Name





October 2001





Sort Licensing and Documentation Mail from all other CC Mail





2








Is a restrictive endorsement (For Deposit Only with Account ##) stamped on the back of each check and money order upon receipt?





Control Standard - Recording of Transactions and Events





Are all daily forms (Collection summary sheets, confirmation logs, reconciliation tools, and  worksheets) available and kept on file?





Does the REC supervisor have any written procedures or maintain a log for handling complaints and taking follow-up action if required?





Are the signs posted in the REC, and visible to the mariner, indicating "payment of exact dollar amounts only" and "Please request a receipt"?





If applicable, has corrective action been taken on findings documented in prior reviews?





Has a self-inspection or local audit been performed on the REC's collection processes since the last FINCEN review?





Does the REC supervisor have readily available a copy of COMDTINST M7042.1?  





Control Standard - Documentation





Regional Exam Center (REC) - ________�User Fee Internal Controls Questionnaire and Checklist





Regional Exam Center (REC) - _________�User Fee Internal Controls Questionnaire and Checklist





Control Standard - Recording of Transactions and Events (cont)





Is the SSN or TIN legibly annotated on each check?





If applicable, is the customer's record properly annotated to keep additional transactions from being  processed after notification of an NSF check?





If applicable, after an NSF check is subsequently cleared by FINCEN, is the customer's record annotated accordingly?  Including the MMLD?





Is a Z1 cash register report run at the end of each business day and on file at the REC?





If the cash register has a Miscellaneous key, is the frequency of use minimal or reasonable?





Does the REC supervisor run a Z2 report once a month and retain the results on file?





Do the User Fee Sheets provide sufficient data and the dollar amount of each transaction?





Are receipts present on all User Fee Sheets?





Control Standard - Execution of Transactions and Events





Are collection summary sheets properly prepared at the end of the day?





Regional Exam Center (REC) - _________�User Fee Internal Controls Questionnaire and Checklist





Control Standard - Execution of Transactions and Events (cont)





If applicable, is there sufficient evidence to show that a money order was purchased for the exact amount of cash receipts (minus cost of MO)?





Do adequate reconciliation tools and procedures exist to match collections and services rendered with deposits? 





Does the REC supervisor complete a reconciliation worksheet of daily transactions on a timely basis?





Are daily collections normally processed for deposit on the day received?





Does the confirmation log correctly reflect the collection center's daily deposit activity?





Control Standard - Separation of Duties





On an individual employee basis, does it appear the REC has a separation of cash handling responsibilities from service providing activities? 





If applicable, when an evaluator acts as an alternate cashier, does another evaluator provide the service in order to maintain a separation of duties?





REC evaluators should not be in possession of user fee payments.  Is this the case?





Is the physical handling of user fees limited only to the primary cashier or alternate when appropriate?





Is access to the safe limited to only those with cash handling responsibilities or those deemed necessary by the REC supervisor? 





Are designation letters on file assigning duties and responsibilities of the REC supervisor and employees (e.g., cashier, mail clerk, reconciler)? 





Does it appear the REC supervisor is knowledgeable of and involved in administering appropriate internal controls over user fee collections?





Do REC personnel involved in the user fee collection process appear knowledgeable of and apply procedures outlined in COMDTINST M7042.1?





Does the REC supervisor initial all voided transactions on daily journal tapes?





Do additional cash register keys reside solely with the REC supervisor?





Are the instructions for cash register reprogramming secured with access limited to the REC supervisor?





Control Standard - Supervision





Do service providers verify that the service to be provided matches the service paid for as detailed on the User Fee Sheet and cash receipt?





Control Standard - Separation of Duties (cont)





Regional Exam Center (REC) - _________�User Fee Internal Controls Questionnaire and Checklist





Regional Exam Center (REC) - _________�User Fee Internal Controls Questionnaire and Checklist





Control Standard - Access to and Accountability for Resources





If the cashier duty is rotated among REC personnel, is transaction accountability maintained among cashiers?





Control Standard - Supervision (cont) 





Does the cashier remove the register key when leaving the register unattended?





Control Standard - Access to and Accountability for Resources (cont) 





Has the REC supervisor properly documented that all accountable officers at the REC have read and signed an Accountable Officer's Designation Letter?





Are user fee payments adequately secured if left unattended during the day by any employee?





If applicable, does the REC issue three (3) part collection receipts if the cash register is inoperative?





Are collections that are processed after the daily deposit is prepared, along with mail, properly stored in a secure area?





Has the safe combination been changed in the past year or upon a change of personnel?





Are pre-numbered forms  (License certificates, cash collection receipts) adequately accounted for and controlled?





Do complete sets of reconciliation tools exist? 
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