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1. PURPGCSE AND SCOPE. This policy establishes procedures for
processi ng paynents for the Inmate Financial Responsibility
Program (I FRP) vi a SENTRY.

The | FRP was devel oped to encourage sentenced inmates to satisfy

court-ordered financial obligation(s). Unit Managenment staff are
required to review each inmate’ s financial obligation(s) and with
the inmate, develop a plan to fulfill the obligation(s).

The SENTRY | FRP Modul e was devel oped to facilitate the paynent
processi ng procedures for paynents made on behal f of inmates in
Federal custody who have a financial obligation as identified in
the Program Statenent on the Inmate Financial Responsibility
Program This systemallows tracking of financial data entered
into the SENTRY dat abase throughout the inmate's incarceration

Unit Managenent staff enter data into the SENTRY database for al
inmates with a financial obligation. This information is stored,
and paynents are processed by the Ofice of Financial Minagenent
(OFM for those inmates participating in the program The
Central Ofice transmts the paynent data and funds to the
appropriate conponent. The SENTRY | FRP Modul e repl aces the Batch
Transm ssion System (BTS)/FINES, and will be used for all |IFRP
paynment s.

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. Staff will process |IFRP paynents in a consistent manner.

b. The anpbunt of obligations transmtted to outside conponents
wi |l be acconplished in a uniform manner. 3.

Dl RECTI VES AFFECTED

a. Directive Rescinded

PS 2011. 04 Fi nanci al Responsibility Program | nnmate,
Processi ng Paynents (07/26/95)
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b. Drectives Referenced
PS 2000. 02 Accounti ng Managenent Manual (10/15/86)
PS 2011.01 Fi nanci al Managenent, Treasury Paynment Modul e
(09/ 14/ 93)
PS 5380. 05 Fi nanci al Responsibility Program |nmate

(12/ 22/ 95)

TRM 2002. 01 SENTRY I nmate Financial Responsibility
(07/05/95) (formerly TRM 013. 01)

TRM 2003. 02 Fi nanci al Managenent (03/01/97) (fornmerly TRM
015. 02)

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards
for Adult Correctional Institutions: 3-4031, 3-4032, 3-4034-1,
3-4045, 3-4092

b. Anerican Correctional Association 3rd Edition Standards
for Adult Local Detention Facilities: 3-ALDF-1B-04, 3-ALDF-1B-05,
3-ALDF- 1B-07, 3-ALDF-1B-19, 3-ALDF-1E-01

C. Anerican Correctional Association 2nd Editi on Standards
for Adm nistration of Correctional Agencies: None

d. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Prograns: 1-ABC- 1B-02, 1-ABC 1B-09,
1- ABC-1B- 10, 1-ABC-1B-18, 1-ABC- 1E-01

5. OVERSI GHT RESPONSIBI LITY. The Chief, Accounting Operations
Section, Finance Branch, has oversight responsibility for |IFRP
paynments and is responsi ble for ensuring that the | FRP data
transmtted to outside conponents is accurate and tinely. |If
errors are detected in the data or OPAC anpbunts transmtted by
the institutions, Accounting Operations staff shall contact the
appropriate Regional Ofice staff and request corrective action.

After the reconciliation process, the Accounting Operations
Section transfers the funds to the appropriate conponent(s),

aut hori zes SENTRY to release the |FRP data file to the
appropriate conponent, and generates reports as appropriate. It
is each institution's responsibility to ensure accuracy of data
transmtted and pronpt correction of any errors the Accounting
Qperations staff identifies.

6. ACRONYMS AND SENTRY | FRP TERM NOLOGY

a. Financial Obligation. Any court-ordered paynent for
restitutions, fines, assessnents, child support, etc.

b. Contract. Docunent generated via SENTRY by Unit Staff and
signed by the inmate detailing financial obligations and paynent
termns.
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c. Cycle Type. ldentifies the type of payroll from which the
w thdrawal is being processed (UNICOR or I nmate Perfornmance Pay).

d. Cycle Period. Identifies the nonth and year associ ated
wi th the paynent.

e. Freeze Cycle. The procedure used by OFM for establishing
the cut-off for processing contracts during the current cycle
peri od.

f. 1FRP. Inmate Financial Responsibility Program

g. Transaction Code. The four-digit code used to access
vari ous SENTRY screens.

h. Excess Wthdrawal. The anmount by which an expected
w t hdrawal exceeds the financial obligation bal ance.

7. SENTRY PROCESSING Unit Managenent staff enter inmate
obligation data and generates a SENTRY | FRP contract. The
contract shall include the paynent terns agreed upon and be
signed by the inmate. The Unit Managenent staff shall provide
the OFMwith the original copy of the SENTRY generated contract
authorizing withdrawals fromthe inmate's deposit fund account.
Any contract received without the inmate's and a Unit Managenent
staff nmenber’s signature shall be returned to the Unit Manager

8. OFM MONTHLY CUT-OFF. The OFM shall process two paynent
cycles each nonth (i.e. UNICOR and | nmate Performance Pay), if
appropriate. Prior to the 15th of each nonth, these cycles nust
be conpleted and the funds transmtted via the On-Line Paynent
and Col | ection (OPAC) systemto the Accounting Operations
Section, Finance Branch, Agency Location Code (ALC) 15-10-0900.

9. SENTRY | FRP PAYMENT PROCESSING All |FRP processes required
i n FPPCS and SENTRY shall be made on the sane day the associ ated
payroll (UNICOR or Inmate Performance Pay) is posted. Single and
mont hly paynents shall be processed once during the nonth,
andquarterly paynents will be processed only during the |ast
nont h of each quarter. Paynents of |ess than $25 will not be
made unl ess they are final paynents.

The OFM SENTRY transaction codes for the foll ow ng procedures are
explained in the SENTRY I nmate Financial Responsibility Techni cal
Ref erence Manual. These transaction codes are unique to OFM and

can only be accessed by OFM staff on designated term nals.

a. Receipt of IFRP Contract. Wen an |IFRP contract is
recei ved, the OFM shall use the AUTHORI ZE | NVATE TRUST FUND
W THDRAWALS transaction to pronpt SENTRY to begin w thdrawal
processing for the contract. This authorization can be done at
any tinme, even if a contract is received after the current cycle
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has been frozen. |If the cycle is frozen when OFM aut hori zes a
contract for w thdrawal processing, SENTRY will record the

aut hori zation but not begin the w thdrawal processing until the
foll ow ng cycl e.

b. Apply Trust Fund Changes to FPPOS. SENTRY creates Trust
Fund changes for FPPOS whenever the follow ng occur:

! OFM aut hori zes SENTRY to begin w thdrawal processing
for a new | FRP contract that involves repetitive
wi t hdr awal s;

Unit Managenent stops an | FRP contact; or

t he bal ance of an obligation falls bel ow $25 and t he
contract is for repetitive inmate perfornmance pay

w thdrawal s. Wen this occurs, SENTRY automatically
stops the repetitive wthdrawal (one Trust Fund change)
and issues a second Trust Fund change for the final
paynent. If, in the next cycle following the creation
of this single final paynment wthdrawal, the inmate has
insufficient funds in his/her Trust Fund account to
cover the bal ance, SENTRY allows a second chance to
conplete the obligation by generating a second single
final paynment Trust Fund change.

The UPDATE | NVATE TRUST FUND CHANGES transaction, lists the
Trust Fund changes. After keying the UPDATE | NMATE TRUST FUND
CHANGES transaction, the OFM needs to accept the Trust Fund
changes listed. This is done by keying “Y’ next to each Trust
Fund change accepted. The OFM shall then update FPPOS with any
of the changes that have been accepted on this report. SENTRY
will continue to display new Trust Fund changes for a cycle until
the OFM freezes the cycle. After freezing, any subsequent Trust
Fund changes created by SENTRY wi || appear in the next cycle.

c. Freeze the SENTRY Cycle Transaction. The OFM nust freeze
the UNICOR and I nmate Perfornmance Pay cycles once each nonth for
the current processing period. This notifies SENTRY that no nore
Trust Fund changes are to be included in this current processing
period. Any subsequent Trust Fund changes created by SENTRY
because of contract authorizations keyed by OFM or because of
stopped contracts will appear in the next cycle.

d. Single Paynents. The OFM shall use the DI SPLAY EXPECTED &
UPDATE ACTUAL W THDRAWALS transaction, to list the single
wi t hdrawal s that SENTRY expects to be made for this cycle
fromlInmate Performance Pay. The OFM shall post these expected
single wiwthdrawal s in FPPOS as foll ows:
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I SENTRY's expected wthdrawal is | ess than or equal to
the anobunt in the inmate’ s account bal ance; w thdraw t he expected
w t hdrawal anount in FPPCS

SENTRY Account FPPOS

Exanpl es: Expected Wt hdrawal Bal ance W't hdr awal
$10. 00 $23. 00 $10. 00
$20. 00 $20. 00 $20. 00

I SENTRY's expected withdrawal is |ess than $25 and the
i nmat e’ s account balance is | ess than the expected w t hdrawal ;
withdraw the inmate’ s total balance in FPPOS. This will reduce
the inmate’s account bal ance to zero.

SENTRY Account FPPOS
Exanpl e: Expected Wt hdrawal Bal ance W't hdr awal
$15. 00 $10. 00 $10. 00

I SENTRY's expected withdrawal is $25 or nore and the
inmate’ s account bal ance is | ess than $25; withdraw nothing in
FPPCS.

SENTRY Account FPPOS
Exanpl e: Expected W't hdrawal Bal ance W't hdr awal
$40. 00 $10. 00 $0. 00

I SENTRY's expected withdrawal is $25 or nore and the
inmate’s account bal ance is $25 or nore but |ess than the
expected withdrawal ; withdraw the inmate’s total bal ance in
FPPCS. This will reduce the inmate’ s account bal ance to zero.

SENTRY Account FPPOS
Exanpl e: Expected W't hdrawal Bal ance W't hdr awal
$40. 00 $30. 00 $30. 00

e. Repetitive Paynent Process. The OFM shall generate the
| FRP repetitive paynents i nmmedi ately subsequent to posting the
UNI COR pay and then shall produce the FPPOS Transaction Listing
of actual repetitive withdrawals. The FPPOS Transaction Listing
shall be used to enter the actual anmount w thdrawn in SENTRY (see
subsection f.).

f. Record FPPCS Actual Single and Actual Repetitive
Wthdrawals in SENTRY. After |FRP wi thdrawal s have been nmade
fromFPPCS, the OFM nust indicate in SENTRY the actual w thdrawal
amounts. The OFM shall use the DI SPLAY EXPECTED AND UPDATE

ACTUAL W THDRAWALS transaction, to list the wthdrawals
t hat SENTRY expects to be made fromthe UNICOR and | nmate
Performance Pay cycles for the current processing period.
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These are the expected w thdrawal s based on previously authorized
contracts. For each pay cycle type, the OFM shall conpare the
FPPCS transaction listing to the D SPLAY EXPECTED AND UPDATE
ACTUAL W THDRAWALS transaction screen

I Perfornmance pay cycle type, single and repetitive
withdrawals. |If the cycle type is Inmate Perfornmance Pay
and there is a difference between the actual anopunt

w t hdrawn from FPPOS and the anpbunt SENTRY expected to be
wi t hdrawn, the OFM shall key the actual amount w thdrawn in
t he DI SPLAY EXPECTED AND UPDATE ACTUAL W THDRAWALS

transaction screen. |If there is no difference between an
inmate’ s expected and actual withdrawal, no entry is
required.

I UNICOR pay cycle type repetitive withdrawals. |If the
cycle type is UNICOR pay, the expected w thdrawal anmount in
SENTRY i s unknown because it is expressed as a percent of
UNI COR earnings. Therefore, the OFM shall always enter the
actual w thdrawal anmount in the DI SPLAY EXPECTED AND UPDATE
ACTUAL W THDRAWALS transaction

VWen the OFMis finished entering the actual w thdrawal anounts
in the DI SPLAY EXPECTED AND UPDATE ACTUAL W THDRAWALS
transaction, the total anmount actually w thdrawn shown on the
DI SPLAY EXPECTED AND UPDATE ACTUAL W THDRAWALS screen nust equa
t he amount actually w thdrawn from FPPOS

g. Authorize SENTRY Deductions Transaction. After verifying
that the anounts w thdrawn from FPPOS equal the w thdrawal
anounts reported to SENTRY, the OFM shall use the AUTHORI ZE
SENTRY DEDUCTI ONS transaction to authorize SENTRY to use these
actual w thdrawal anounts and create deductions frominmate
obl i gati on bal ances mai ntai ned i n SENTRY.

h. D splay SENTRY's Cycle Totals Transaction. The OFM shal
generate the DI SPLAY CYCLE TOTALS AND UPDATE OPAC NUVMBERS
transaction, for each cycle type, on the work day after
generating the AUTHORI ZE SENTRY DEDUCTI ONS transacti on.

This will indicate the:

OPAC anount and destinati on;

Treasury check amounts; and

Excess wi t hdrawal anmounts which OFM nust post back to
the i nmate accounts.

The OPAC docunent reference nunber and date nust be entered on
this screen, indicating that the OPAC anmount(s) specified on the
DI SPLAY CYCLE TOTALS report have been transmtted. A copy of
this report shall be printed and maintained on file.
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i. Display Business Ofice D sbhursenents Transaction. This
transaction displays a |ist of payees and addresses to which the
Treasury check disbursenents identified in the D SPLAY CYCLE
TOTALS transaction shall be forwarded by the OFM  The OFM shal
print a copy of this report and maintain it on file.

j. D.splay Inmate Excess Wthdrawal s Transaction. The DI SPLAY
| NVATE EXCESS W THDRAWALS report identifies amounts w t hdrawn
frominmates’ accounts in FPPOS in excess of their financial
obl i gati on bal ances. The OFM shall post the anounts indicated on
this report to the inmates’ FPPOS accounts within 24 hours after
it is generated. The OFM shall print a copy of this report and
mai ntained it on file.

10. SENTRY | FRP Reports. The day after the AUTHORI ZE SENTRY
DEDUCTI ONS cycl e has been run to apply withdrawal s, the OFM nust
print the follow ng SENTRY reports for each cycle type. These
reports shall be maintained chronologically for each fiscal year
in an area inaccessible to i nmates.

# Display Cycle Totals & Update OPAC Nunber. This report is
used to verify the amount(s) to be transmtted via OPAC to
t he Fi nance Branch by the OFM to determne if any |FRP
paynents are to be processed via Treasury check, and to
identify excess withdrawal s processed during the cycle. The
OPAC docunent reference nunber and date must be entered
i ndicating the OPAC was transm tted.

# Display Business Ofice D sbursenent. This report |ists al
payees and their mailing addresses for paynents to be nmade
by the OFM via Treasury check

# Display Inmate Excess Wthdrawals. This report identifies
anounts wi thdrawn frominmates’ accounts in FPPOS in excess
of their SENTRY financial obligation balances. SENTRY
applies paynents not to exceed the obligation; therefore,
the anounts indicated on this report nmust be posted to the
i nmat es’ FPPOS accounts by the OFMwi thin 24 hours after it
I S gener at ed.

Refer to Sections 9.h., 9.i., and 9.j., for additional guidance
on these reports.

11. CERTI FI CATION OF | FRP PAYMENTS. Disbursenents for |IFRP are
made either via OPAC or Treasury Check as indicated previously in
this Program Statenent.

The OPAC and Treasury check di sbursenments shall be certified in
accordance with current requirements. Each |IFRP paynent voucher
shal | incl ude:

# Display Business Ofice D sbursenents Report,
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# FPPOS Transaction |isting,
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# Verification Report - Sunmary (generated by the paynent
systenm), when applicabl e,
# OPAC docunent transaction listing, when applicable.

12. PAYMENT TRANSM SSION. The FPPCS wi t hdrawal and the SENTRY,
AUTHORI ZE DEDUCTI ON FROM | NVATE FI NANCI AL OBLI GATI ON transacti on
shal |l be acconplished on the sanme day. The funds will be
transmtted via OPAC to the Central Ofice the next business day
after the cycle has been processed. The total amount of funds

w t hdrawn from FPPOS and the anount indicated on the SENTRY

Di splay Cycle Totals Report for each cycle nmust equal the OPAC
pl us Treasury check anpunts.

(SENTRY = FPPOS = OPAC + Treasury checks)

13. BATCH PROCESSING The Ofice of Information Systens (A S),
Central Ofice, shall collect all IFRP data and batch process
information every night for all conpleted cycles. This procedure
creates the file for subm ssion to the appropriate conponent and
updat es the SENTRY dat abase.

14. RECONCILIATION. Using the I FRP Reconciliation formto
ensure the information's accuracy, the Accounting Supervisor

shall performa nonthly reconciliation conparing the SENTRY
reports, FPPOS transaction |listing, OPAC transm ssion(s) and
Treasury check disbursenents. All differences nust be expl ai ned.
The I FRP reconciliation shall be attached to the nonthly proof-
check for subm ssion to the appropriate Regional Ofice (formcan
be obtained fromthe Financial Managenment Technical Reference
Manual ) .

15. MAI NTAI NI NG CONTRACTS. The OFM shall maintain the original
contract for each cycle type separately (UNICOR or | nmate
Performance Pay), and chronol ogically by the cycle period (nonth)
the first paynent is scheduled to start in SENTRY for each fiscal
year.

16. | FRP REFUNDS FOR OVERPAYMENTS. When an i nmate overpays
hi s/ her I FRP obligations, the Cerk of the Court will refund the
overpaynent to the inmate. The refund wll be sent to the innate
at his or her current location either by OPAC fromthe Accounting
Operations Section, Finance Branch, or by check fromthe Cerk of
the Court. Upon receiving an | FRP overpaynent refund, the OFM
staff shall enter the refund into the SENTRY | FRP nodul e usi ng

t he ADJUST | NVATE FI NANCI AL OBLI GATI ON transaction. The OFM
shall enter the deposit nunber of the original overpaynent in the
appropriate field.

17. CORRECTIONS. Corrections to the actual amount w t hdrawn can
only be made using the DI SPLAY EXPECTED & UPDATE ACTUAL

W THDRAWALS transaction prior to SENTRY's cycle to apply

w t hdrawal s, however, if an error has been identified after
SENTRY' s cycle has run, it will be necessary to contact the
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Accounting Operations Section, Finance Branch, Central Ofice,
for assistance.
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18. TRANSFERRED INMATES. If an inmate is transferred to another
Bureau institution, SENTRY automatically stops the existing | FRP

contract as long as the cycle has not been frozen. |If it has
been frozen, and the inmate has an expected withdrawal for this
cycle, SENTRY will indicate the contract as having a stop in

progress and will process the contract during the cycle. Once
the cycle has run, SENTRY will stop the contract automatically.

19. I NVATES OUT ONWRIT. The withdrawals for inmates on wit
w Il continue to be processed until Unit Managenent staff stop
the contracts. |If funds in the inmates' accounts have been
exhausted or the inmates have requested their funds be sent to
anot her correctional facility, the CFMshall enter zero as the
actual w thdrawal anount.

20. | NMATES ON ESCAPE STATUS. The withdrawals for inmates on
escape status will continue to be processed until Unit Managenent
staff stop the contracts. If funds in the inmates accounts have
been exhausted, the OFM shall enter zero as the actual w thdrawal
anount .

21. RECEIPTS. Inmates wth questions about receipt of paynents
shal |l contact Unit Managenent staff.

22. TRAINING The Controller or Budget and Accounting Oficer
at conpl exes, shall ensure adequate training is provided to al
staff with | FRP processing responsibilities.

/s/
Kat hl een M Hawk
Di rector



