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PART |
Cl VI LI AN PAY
100. GENERAL.

1. Cvilian payroll is prepared by the Departnent of
Justice, based on infornmation given to them on Form DQJ-296, Tinme
and Attendance Report. The Accounting C ass and Organi zation
Codes to be used to properly charge the payroll are shown in
Appendi x No. 1 of this section.

2. The Departnent of Justice Payroll section provides
instructions for the mai ntenance of Tinme and Attendance Reports.
Cvilian time and attendance clerks shall be selected and
notified in witing by the Superintendent of Industries at each
UNI COR | ocation. These clerks will be provided with the DQJ
payroll instructions, "Procedural Instructions for the Time and
Attendance Report". All tinme and attendance cl erks have a
responsibility to conply with the DQJ instructions and to
accurately report the tinme and attendance of all civilian
enpl oyees assigned in their area of responsibility.

101. | NCENTI VE AWARDS TO CI VI LI ANS

Bureau of Prisons Program Statenent 3450.2 (date May 23,
1979) sets forth the policy for the Incentive Awards Program
This policy shall be applied for all enpl oyees of UN COR

102. STAFF HOUSE RENTAL DEDUCTI ONS.

Any UNI COR enpl oyee occupying a BOP housing facility shal
have the appropriate anmount of rental expense deducted fromhis
bi -weekly pay. (See BOP Program Statenent 2300., M scell aneous
Busi ness and Fi scal Managenent Manual , paragraph 17610 for
initiation procedures.) The accountant at each | ocation handling
the Accounting Station Posting Media (ASPM nust debit the gross
anmount of each payroll to the applicable nomnal and rea
accounts, and credit 03.31. House rental deductions shall be
debited to 03.39 and credited to 70.11 Accounts Payabl e (see
Journal Entry 9). These two entries nust always equal the net
anmount of the ASPM House rental deductions shall be remtted
nmonthly to the BOP and reversed from03.39 via JE 9.
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PART 11

| NMATE PAY

200. DI CTI ONARY OF OCCUPATI ONAL TI TLES.

1. Al job titles for preparation of FPI Form 82 (Job G ading
Sheet - see Section 8540, Report, Forns and Records) shall be
taken fromthe current edition of the Dictionary of Occupati onal

Titles (DOT), Volume Il, published by the United States
Departnent of Labor. |In all cases, the appropriate DOl code (9
digits) shall be reported along with the DOT job title. UNICOR s
| ndustrial Enploynent Information System Manual |ists DOT job

titles and codes currently in use in UNICOR factories. UN COR
manual classifications provide a nore readily avail able reference
for comon UNI COR job descriptions and shoul d be used when
appropri ate.

2. Inmate pay is based on the grade of the job perfornmed. The
grade is determned and justified on FPI Form 82. The sheet is
prepared by the civilian foreman who is directly responsible for
proper performance of the job, subject to the approval of the
factory or section (e.g., Quality Control) manager and the
| ocation's Superintendent. FPI Form 83 (Job Schedul e--see
Section 8540) is based upon FPI Form 82 informati on and provides
data on production area skill (grade) needs. The FPI Form83 is
conpiled by the factory or section manager, reviewed and approved
by the location's Superintendent of Industries and Warden, and
approved by the appropriate Corporate Staff Ofice (e.qg.,
Corporate Quality Control) or Product Division Manager. Each
| ocation should submt an original and two copies of the FPI Form
83 supported by the FPI Form 82. The Corporate or Division
Ofice will return the approved originals of the FPI Form 83 and
a copy of the FPI Form 82 to the originating |ocation, and wl|l
retain a copy for the working files.

3. The grading and scheduling of inmate jobs in areas assigned
t he Fi nanci al Managenent Branch (FMB) (business office and
war ehouse) are initiated by the Business Manager and revi ewed and
approved by the Superintendent of Industries and the Warden.
Further FMB approval is not required; however, the Business
Manager shall forward copies of the approved FPI Form 82 and 83
to the FMB for statistical information purposes only.

4. The FPI Fornms 82 and 83 shall be filled out conpletely and
checked to verify that the DOT titles and codes used are
accurately recorded on both forms. Wen job titles and codes are
grouped by departnent or section, subtotals for those units nust
be shown. Changes in job titles and codes, grade structure, or
t he nunber of inmates required, nust be submtted as a revised
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FPI Form 82 and 83. Revised fornms should be processed in the
same manner as the original FPI Form 82 and 83. Wen tenporary
or energency situations require, the total authorized conpl enent
may be exceeded by 10 percent without referral to the D vision
Manager .

201. PIECE RATES.

FPI Form 57, Labor Estimates/Tinme Study, shall be used to
establish and support piece rates. Once the rates are
establ i shed they shall be schedul ed on FPI Form 58, Schedul e of
Labor Rates, and considered effective after approval by the
Warden. (See UNI COR Cost Accounting Manual , paragraphs 303-304.)

202. | NDI VI DUAL PI ECE RATE WORKERS.

Two factors determ ne the anmount of paynent made to individual

pi ece rate workers. The first is the nunber of units produced by
the individual piece rate worker. The second is the rate of pay
for each unit.

Exanple: During a specific nonth, a piece rate worker produces
1,440 units with a predeterm ned piece rate of eight cents per
unit. The inmate worker's nonthly pay woul d be $115. 20.
Assuming that the inmate put in 150 working hours, his/her rate
of pay per hour would be approximately 77 cents an hour.

Wil e the hours worked are not necessary for determ ning an
inmate's nonthly pay check, those hours nust be maintained for

ot her payroll and control purposes. The nunber of hours provides
a basis for review and anal ysis of the reasonabl eness of the
current individual piece rate formula conpared with estimtes or
st andar ds.

ALL UNI COR j obs under conparabl e pay systens with conparable
grade assignnents shall provide approximately the sane
conpensation to inmates. The particular D vision or factory

i nvol ved should not be a determning factor in the paynent rate
made for conparabl e work.

203. WAGE FUND -- GROUP Pl ECE WORKERS.

The amount of the available "wage fund” is determ ned by
multiplying the units of production conpleted by the group by the
applicable rate or rates. The hours actually worked in the 1st,
2nd, and 3rd grade jobs shall be increased by 150% 100% and 50%
respectively and then added to the hours worked in 4th grade jobs
to determ ne basic hours. The total wage fund shall be divided
by basic hours to determne the hourly rate for 4th grade jobs.
Rates for other grade jobs shall be determ ned by increasing the
4t h grade rate by the sanme percentages identified above. Al

deci mal s beyond the fourth place are dropped and any renai ni ng
bal ance is added to the wage fund for the next period.
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Exanple: A group of workers on the plan produce 840 units during
the nonth in 13,000 hours. The rate established through tine
study or estimate using the FPI Fornms 57 and 58 is $10 per unit.
The wage fund for the nonth is $8,400 (840 units times 10).

Hours worked were: 1st grade - 2,000 hours; 2nd grade - 3,000
hours; 3rd grade - 2,000 hours; 4th grade - 6,000 hours. Pay
rates are determ ned as foll ows:

STEP 1:
Job Actual Hours % Added to Actual Hours
G ade Wrked (see ex.) to Conpute Basic Hours
1st (2, 000) + 150% (3, 000) = (5, 000)
2nd (3, 000) + 100% (3, 000) = (6, 000)
3rd (2, 000) + 50% (1,000) = (3,000)
4t h (6, 000) + None (0,000) = (6,000)
Tot al : (13, 000) (20, 000)
STEP 2:

4th grade rate = total wage fund divided by basic hours
- I n above exanple, this is $8,400 divided by 20, 000
basic hours = .42 (42 ) as 4th grade rate.

STEP 3:
Job
G ade Hourly Rate/ G oup Wirker (see exanple)
1st 4th grade rate plus 150%
(.42 + 150% of .42 = .42 + .63 = $1.05)
2nd 4t h grade rate plus 100%
(.42 + 100% of .42 = .42 + .42 = $0. 84)
3rd 4th grade rate plus 50%
(.42 + 50% of .42 = .42 + .21 = $0.63)
4t h 4th grade rate plus 0%
(.42 + 0% of .42 = .42 + .00 = $0.42)]
1. If sufficient work is not avail able to provide individual

and group piece workers hourly earnings equal to basic hourly
rates, the Superintendent of Industries, through the Warden, may
request authority fromthe Associ ate Conmm ssioner, Federal Prison
I ndustries to change fromthe group piece plan to an hourly pay
pl an.

2. The wage fund may not be subsidized to bring wages up to
the basic hourly rate if sufficient work is avail able even though
i ndi vi dual and group piece workers hourly earnings are | ess than
hourly workers in the sanme grade.
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204. LI M TATI ON OF | NCENTI VE PAY PLANS.

The specific hourly rates shall be published in an annual
Operations Menorandumon Inmate Industrial Pay Rates. The Chief
Executive Oficer is authorized to set the incentive piece rates,
based upon the Superintendent of Industries' and the appropriate
Product D vision Manager's recomendations. Piece rates should
approximate the standard hourly rate. Actual rates of pay wll
vary depending on the skills of an individual but ordinarily are
limted to no nore than 20% above the standard rate.

The reverse side of the nonthly FPI Form2 is to be used to

expl ain reasons incentive rates exceed the published maxi muns in
any given nonth. The explanation shall include the nunber of

i nmat es recei ving wages in excess of 120% of standard pay, the
effective hourly rate of pay, and the reasons for approval.

Pay rates exceeding 120% of the corresponding standard rates in
excess of three consecutive nonths require the approval of both
t he Warden and Product D vision Manager. |In making this
determ nation, the foll ow ng shoul d be consi dered:

1. Is there a | ow percentage of workers entitled to a wage in
excess of 120% of regqular hourly rates? |If yes, this may be
sufficient justification for a tenporary exception to the 120%
limtation. |[If nost workers are entitled to this increased wage,
consi deration should be given to adjusting the established piece
rate.

2. Is there an increase in required productivity because of a
sudden, significant increase in product demand or critical inmte
shortages? |If yes, this would justify a tenporary exception to
the 120% limtation. Exanple: Machine speed is increased beyond
established normduring a period of |ow enploynment or high
demand.

The Warden and Product D vision Manager shall indicate in witing
either their approval or denial of the request and the
justification for this action. |f approved, the effective hourly

rate, and the tine period of approval (may not exceed three
addi ti onal consecutive nonths) shall be given.

Any decision to allow conpensation in excess of 120% of the
regul ar wage shall be considered tenporary and is to be revi ened
every three nonths by the Product Division Manager and the
Warden. Paynent of inmate incentive wages above the published
maxi mumis not intended to last indefinitely.
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205. OVERTI ME COVPENSATI ON

An inmate is entitled to overtinme pay at a rate of 2 tinmes the
hourly or units rate for hourly, individual, and group piece

wor kers when the total hours worked (includes adm nistrative pay)
exceed the industrial operation's regularly schedul ed workday.

Exanple: An industrial operation has a schedul ed workday of 7.5
hours. The inmate's regularly schedul ed workday consists of 5
hours. |If the inmate works 10 hours, the inmate has earned 2.5
hours of overtinme pay (hours worked by the inmate m nus the

i ndustrial operation's regularly schedul ed workday). Note: The
10 hours do not need to be continuous. The inmate, within the
sane wor kday, could have worked 2 shifts of 5 hours each

1. Hours worked on days outside of the schedul ed wor kweek
(1.e., Saturday) shall be conpensated at the overtine rate.

2. For individual piece workers, overtinme earnings are
determ ned by the anount of total piece work earnings for the day
di vided by the total nunber of hours worked that day. This rate
is then doubled and nmultiplied by the nunber of hours worked
during the overtinme period to get the total overtinme wages. The
prem um portion of overtine is equal to one half the total
overtime wage.

Exanpl e: Assunme a schedul ed workday of 7 hours in this exanple.
Pi ece worker works 10 hours (3 hours overtinme) conpleting 70
units at .10 per unit. Overtinme wages woul d be determ ned as
fol |l ows:

Step 1:
Total Units (70) x Rate Per
Unit (.10) = Average Hourly Rate (.70)
Nunber of Hours Worked (10)
Step 2:
Average Hourly Wage (.70)
X Overtinme Factor (2) = Overtinme Hourly Rate ($1.40)
Step 3:
Overtinme Hourly Rate ($1.40)
X Nunmber of Hours worked (3) = Overtinme Pay (%$4.20)

An inmate worker on a standard pay plan during the regular

wor kday who wor ks overtine under an individual incentive pay plan
shal |l receive piece work earnings plus the standard hourly wage
for the job being worked on overtine status.
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3. Overtine for workers in the group piece plan is added to
the wage fund after conputation of the base rate for each grade.
This is to ensure that the anmount of overtinme paid to one
individual will not in any way affect the basic hourly rate of
t he ot her workers.

4. Overtime paid for production work shall be charged to
di rect |abor, excluding prem um portion, unless the custoner
order was acknow edged as a production expense at the tinme of
order acceptance. In this case, the overtine plans prem um
portion may be charged as direct | abor.

206. LONGEVITY PAY.

An inmate earns an additional hourly pay allowance for |ongevity
of UNI COR work service as specified below. For the purpose of

| ongevity pay, a nonth includes any part of a nmnonth in which an
inmate is in UNI COR work status.

Length of Service Longevity Pay Per Hour
18 nont hs 10 cents
30 nont hs 15 cents
42 nont hs 20 cents
60 nont hs 25 cents
84 nont hs 30 cents

Exanple: An inmate with length of service of 19 nonths and
earning $1.00 per hour. Overtinme pay for this inmate woul d be
conputed as follows: 1.5 tines the hourly rate (1.5 x $1.00 =
$1.50), then add the ten cents longevity pay for a total wage of
$1. 60 per hour.

Longevity pay is classified as indirect pay and may not conme out
of a wage fund. This pay shall be changed to Indirect |Inmate
Labor - Other, sub-account 153. xxx.

207. VACATI ON PAY.

1. Vacation credit earned per nonth is determ ned by whet her
the inmate is a full-time or part-time worker and the nunber of
nmont hs service the i nmate has achieved in UNI COR work st at us.

First Year Subsequent Years

Full-time 1/ 2 day per nonth 1 day per nonth
Part-tinme 1/ 4 day per nonth 1/ 2 day per nonth
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Vacation credit shall be conmputed each nonth and annot ated on
the reverse side of the Inmate Assignnment Card, FPI Form 20, or
ot her subsidiary payroll formas appropriate to each | ocation.

2. Wen the inmate takes and/ or
the total hours involved are nulti
hourly rate of conpensation, inclu
at the conpensation payabl e.

paid for earned vacation,
d by the inmate' s regul ar

IS
lie
ing longevity pay, to arrive

p
d

3. Vacation pay is classified as indirect pay and may not cone
out of any wage funds. Actual pay shall be at the standard
hourly rate, plus longevity pay where applicable, for the grade
the i nmate hol ds when the vacation is taken. Vacation pay is
charged to I nmate Indirect Labor, sub-account 153. xxx.

208. | NVATE ACCI DENT COMPENSATI ON.

In addition to Title 28 of the Code of Federal Regul ations (28
CFR), information on the Inmate Acci dent Conpensation Programis
contained in the booklet "Inmate Acci dent Conpensation
Procedures” given new i nmates upon arrival at the institution,
and in the Program Statenent, Occupational Safety and

Envi ronment al Heal t h Manual

1. Lost-tine wages paid to inmates for the period during which
they are nedical idle, hospitalized, or confined to quarters due
to work-related injuries are charged to sub-account 182. xxx,

Acci dent Conpensation - Inmate, of the applicable real or nom nal
account. These expenses shall be charged to the applicable
operation and not to O her Expense Control. This procedure does

not apply to Inmate Performance Pay made under provision of 18
U S C 4126

2. To maintain a positive control over paynent of |ost-tine
wages to inmates transferred to a nedical referral center for
treatment of a work-related injury, the follow ng actions shal
be taken:

a. Continue to accrue the inmate |ost-tinme wages on the
payrol | .

b. Before initiating a check for the inmate, determ ne
mont hly, through tel ephonic or witten comunication, fromthe
Medical Director at the nedical referral center that the inmate
is still receiving treatnment for the work-related injury.

209. POST- RELEASE | NVATE ACCI DENT COVPENSATI ON.

1. FMB shall expense any post-release definite or indefinite
award of inmate accident conpensation nade as a result of a
work-related injury during the nonth in which the award is
det er m ned.
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2. Definite awards are a fixed anount and paid in a |lunp sum
The total award shall be established in Account 24000, Accrued
Expenses and expensed to Account 65182. xxx, O her Expense,

Acci dent Conpensation. Payable individual subsidiary records for
each award w Il be maintained, as necessary. Expenses shall be
transferred to the division responsible for the award quarterly.

3. Indefinite awards are specific nonthly awards nmade up for
an indefinite period. The FMB shall pay the charges nonthly as
aut hori zed by BOP chargi ng Account 65182. xxx.

210. FUNDS DUE DECEASED | NVATES.

If the inmate should die with such nonies owed to himor her from
the United States, paynent thereof is not authorized except to a
| egal representative of the estate or in accordance with the | aws
of descent and distribution of the state of domcile, there being
no federal statue applicable thereto. Such clains wll be
settled when presented by a | egal representative of the estate,

or by relatives of the deceased inmate, showi ng their
relationship and ot her necessary proof that such arrears of
conpensation are properly payable to them The Field Ofice
shal|l settle clains in accordance with CG A-44008, August 26,
1933, and 4 GAO 3500.

211. PREPARATI ON OF | NVATE | NDUSTRI AL PAYROLL

1. GCeneral. Wages earned by inmates shall be conmputed by
Busi ness O fice personnel nonthly and forwarded to the Conm ssary
Supervisor not later than the sixth working day of each nonth
followng the month in which earned. Such funds may be di sbursed
only in accordance with the rules of the institution.

2. Procedure. FPI Form40 (Inmate Daily Wrk Report), FP
Form 40a (I nmate Daily Piece Rate Report), and the official door
checksheet, or other basic tinme report, approved by each factory
constitute the daily record of each inmate's tine. Several forns
and net hods of accunul ating | abor data are used due to the
diversification of factories in UN COR

a. Cvilian supervisors are responsi ble for conpletion and
subm ssion of daily tine and attendance data. Business Ofice
personnel shall post daily time and attendance data to FPI Form
and post the daily tine ticket information to Summary Report
forms: FPI Form21 (Monthly Time Sheet) for FPI Form 38 (Monthly
Payroll Card). Inmate work tine identified as direct |abor on
monthly time sheets nust be posted to the FPI Form 9 (Product
Order and Cost Sheet) by Business O fice personnel, thereby tying
in payroll financial data with UNICOR s Cost System If the
| abor is departnentalized, separate nonthly
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time sheets should be maintained by departnents. |If at any tine
a worker is assigned to another departnent, the office in charge
shal |l report the transfer.

b. After the nonthly tinme sheets or payroll cards have been
verified, Business Ofice personnel shall prepare FPI Forns 41
and 41b (I nmates' Payroll) with three copies of FPI Forns
41- Speci al and 41b-Special. FPI Forms 41 and 41b constitute the
i nmat e payroll voucher. Payrolls shall show.

(1) The name and regi ster nunber of the inmate.

(2) The gross anount earned during the period
i ndi cat ed.

(3) The anpbunt of earnings credited to the personal
account of the inmate.

c. The certifying officer shall sign the original and
comm ssary copy of FPI Forns 41 and 41b. Wen certified, the
original copy of the payroll will be included in the voucher
packet. A staff nenber shall hand carry the second copy of the
payrol | voucher (nmenorandum payroll) to the conm ssary clerk
(bookkeeper). It shall constitute his/her authority to debit and
credit the individual inmate's personal accounts with the anmounts
indicated in the voucher.

3. Final Salary Check. Bureau policy, which UNI COR foll ows,
is to have conm ssary pay i nmates the funds due them when they
| eave the institution, in the formof cash or a check to be given
to them or forwarded immediately so inmates can receive it at
their destination. It is, therefore, necessary to determ ne the
anount of wages due the inmate for the current nonth. This
determ nation shall be furnished upon request of institutional
officials by noon of the day prior to the departure day. This
shall be in witing, signed by the Business Manager show ng the
anmount of the industrial earnings for the current nonth to the
date of rel ease.

It is also essential that there be no difference between the
anount thus determ ned and the final anobunt of conpensati on.
| nmat es wor ki ng on an hourly or individual piece work basis
present no problem Goup piece workers are paid the standard
hourly rate for the grade. The standard hourly rate wll be
applied to the total hours working wth applicable |ongevity and
overtime prem um pay added to the total thus determ ned. The
total of such advance standard hourly pay to rel eased group piece
wor kers shall be deducted, exclusive of |longevity and overtine
prem um pay, both as to hours and noney, fromthe group piece
wage fund for the nonth. This will ensure that the anmount of the
predeterm nation wll be the anmount actually included in the
payrol |l as conpensation paid to the rel eased i nmate.
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APPENDI X 1
ACCOUNTI NG CLASS CCODES
JUNI PER ORGANI ZATI ON CODES

UNI COR has established an accounting code consisting of nine
position or nunbers for payrolling cost coding purposes. This
code will be used in addition to the coding required for the
Juni per personnel system Both sets of codes are the sane except
for pre and post nunbers. This nmakes both sets of nunbers
conpati ble and helps elimnate coding errors. The foll ow ng
par agraphs explain the usages of both of these systens.

Organi zati on Account i ng
Codes C ass Codes

Not Used Position No. 1-- This position shows the
current fiscal year. The
outline is marked X but
the | ast nunber of the
current fiscal year wll
be used for coding
pur poses. Exanple: Show
4 for FY 1984. The
conputer w ||
automatically update this
nunber at the begi nning
of each fiscal year.

Not Used Position No. 2-- This position shows the
appropriation of fund:
Federal Prison Industries
has been assigned 7 for
our 15x4500 fund.

Position No. 1 Position No. 3.-- This position shows our
agency nunber which is 4.

Positions Posi tions No. -- These positions show the
geogr aphi cal

No. 2 and 3 4 and 5 factory and VT | ocati ons.
The Organi zation Code
wi |l always show actua
| ocation. 1In sone
situations the Accounting
Cl ass Code (Positions 4
and 5) nmay be used to
reflect the servicing
busi ness office of a
state satellite VT
oper ati on.

Positions Posi tions No. -- These positions show the



No. 4 and 5

No. 6 and 7

functions to

whi ch vari ous enpl oyees
are assigned. Central

O fice has the nunbers
fromO1l through 10 and
field location nunbers
start at 11. For

exanpl e--any enpl oyee in
field manufacturing wll
be in code 11; field
adm ni strative enpl oyees
wll be in code 12, etc.
See page 4 for a conplete
listing of the
appropriate
classifications.



Organi zati on

Codes
Posi ti ons
No. 6 and 7

Posi ti ons No.
8, 9, and 10

Account i ng
Cl ass Codes

Posi ti ons No. --

8 and 9

Not Used - -
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These positions show the
further break-

down of the functions,
the Accounting d ass
Codes and positions 4 and
5 of the Organization
Codes. Currently, we

br eakout sonme Centra

O fice positions,
satellite VT and al
manuf act uri ng positions.
Those locations with
satellite VI wll put in
the satellite code as
shown on Page 6 of
Appendi x. (This w Il

al ways be different from
| ocati on code.)
Manuf act uri ng positions
w Il be broken into type
of factory as shown on
Page 5 of this Appendi x.
In all other cases, these
positions should be

Zer 0s.

Al ways Zero
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ACCOUNTI NG CLASS CODES

Positions 3, 4 and 5
ORGANI ZATI ON CODES

Positions 1, 2 and 3

401 Central Ofice 422 Sandst one
402 Al derson 423 Seagoville
430 Al |l enwood 424 Sprinfield
403 Ashl and 425
Tal | ahassee
404 Atlanta 426 Term nal
| sl and
405 Danbury 427 Terren
Haut e
406 Eglin 428 Texar kana
407 El Reno 432 Oxford
408 Engl ewood 433 Pl easanton
409 Fl orence 434 Lexi ngton
429 Fort Worth 442 M am
410 La Tuna 443 But ner
411 Leavenworth 444  Chi cago
412 Lew sburg 445 Menphi s
413 Lonpoc 446 Bastrop
414 Marion 447 Tal | adega
416 M an 448 Big Spring
417 NMont gonery 449 Boron
418 Mbr gant own 450 Qiisville
419 New York 451 Ray Brook
420 Peterburg 452 Deluth

421 Safford 453 Phoeni x
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ACCOUNTI NG CLASS CCODES

Positions 6 and 7

CENTRAL COFFI CE

01 Cor porat e Managenent G oup (i ncluding Associ ate

Comm ssioners O fice, Plans Policy D vision)
21 Vocati onal Trai ning
PRODUCT DI VI SI ONS
03 El ectroni cs Division
04 Dat a/ G aphi cs Di vi si on
05 Met al / Wod/ Pl astic Division
06 Textil e and Leather Products Division
09 Assi st ant Superi nt endent
SUPPORT DI VI SI ONS
02 | nformati on Systens
07 Resources Divi sion
08 | ndustrial Design
15 Qual ity Assurance
18 Mar ket i ng
19 Tr ai ni ng
FI ELD
11 Manuf act uri ng
12 Busi ness O fice
13 War ehouse
14 Engi neeri ng and Mai nt enance
15 Counsel | i ng
15 Qual ity Assurance
17 Construction

21 Vocati onal Trai ning



ACCOUNTI NG CLASS CODES
Positions 8 and 9
ORGANI ZATI ON CODES

Positions 6 and 7

CORPORATE MANAGENMENT

Pl ans and Policy D vision
Tr ai ni ng

Cor por at e Support
Audi ti ng

| nmat e Prograns

D VI SI ON MANAGEMENT

48

Pr ot ot ype

MANUFACTURI NG

Br oons

Brush

Cabl e, Electronic
Equi prent, El ectronic
Canvas, Specialty

Cl ot hi ng

Par achut e

Dai ry

Dat a, Keypunch
Mcrofilm

Furniture Factory
Furniture Refinishing
Uphol stery

A ove

Machi ne, Die & Tool
Mattress

Met al Factory

Pl astics

Print Pl ant

Drafting

Shoe Factory

Si gn Shop

Textile MII, Cotton
Wbol en M1

Basket

Aut onot i ve Repair

8000. 1
Chapt er 8500
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Page 8511 -
Sept enber 8,

Vehi cl e Conponent Renanuf acturing Shop
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100. TRAVEL

Oficial travel for UNICOR shall be in accordance with the
follow ng travel regulations: GSA Regul ati on FPMR 101-7 dated
11/1/81; Bureau of Prisons Policy Statenents; and General
Accounting O fice Policy and Procedures Manual, Title 5.

For gui dance and specific procedures for tenporary travel,

enpl oyees shall us the Bureau of Prisons Program Statenent
2200.1, Travel Requl ations, dated 11-1-84. It consists of a
reprint of all four chapters of the General Services

Adm ni strations's (GSA) Federal Travel Regulations (FTR) printed
on white paper, Departnent of Justice (DQJ) Order 2200 on
Tenporary Duty Travel printed on green paper, Federal Prison
System Program St at enent suppl enenting DQJ Order 2200 on
Tenporary Duty Travel, and Federal Prison System Program

St at enment suppl enenting GSA's FTR on rel ocation all owances
printed on blue paper. |If additional assistance is required, the
Busi ness O fice shall be contacted for clarification. |In the
event that the Business Ofice cannot provide the required

assi stance, the Business Ofice shall contact the Resources

Di vision for resol ution.

Wen official travel is by comon carrier, transportation wll be
secured by currently authorized neans. Authorized travel

agenci es/ representatives, contact relocation firms, governnent
sponsored credit cards and other such neans will be used when
requi red by Bureau of Prisons policy. In addition, a supply of
Government Transportation Requests (GIR) will be maintained

i ndi vidually or by books by field offices in the event there is a
policy change or an unusual circunstance which requires the

aut hori zed use of GIR s. Books or blocks of GIR s may be ordered
fromthe Bureau of Prisons' Business Ofice of the |ocal
institution.

101. TRAVEL AUTHORI ZATI ONS

Al travel performed by UNI COR personnel shall be authorized in
advance by an official to whom such authority has been del egat ed.
The aut horization shall ordinarily be issued prior to the

i ncurrence of travel expenses, and shall be as specific as
possible as to the dates and | ocations invol ved, node of
transportation to be utilized, purpose or objectives, rate(s) of
subsi stence, and other pertinent circunstances or limtations
applicable to the travel to be perforned.

1. Travel Form BOP Administrative Form 64, Travel
Aut hori zation, is the official formwhich shall be used to
aut hori ze travel




2. Aut hori zation or Travel. Authorizing officials shal

be cogni zant of the specific requirenents and determ nations
whi ch nust be made in authorizing travel. The failure of
authorizing officials to limt travel to that which is
absolutely essential to the acconplishment of the objectives
of UNI COR prograns constitutes inefficient managenent of
travel and a waste of UN COR resources.
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a. Field Locations. The Chief Executive Oficer of
each institution is the only official authorized to
approve travel at their respective institution (except
for their own travel), in accordance with BOP Trave
Regul ations, P.S. 2200.1, paragraph 1-1.4b (1) and (2).
In addition, "this authority shall not be redel egated
except to persons in the position of acting for an

aut horizing official."

b. Central Ofice. Al Central Ofices staff trave
wi |l be authorized by the Associ ate Comm ssioner or his
designee. This includes both travel of UN COR staff
and the Education and Vocational Training staff.

3. Travel Authorization Nunber. Upon authorization by the
appropriate official listed above, the travel authorization
shal |l be forwarded to the Business Ofice for a travel

aut hori zation nunber. This control nunber shall be assigned
by the Busi ness Manager after he has satisfied hinself as to
the correctness of the foll ow ng:

Dat es, |ocation and node of transportation.
Aut hori zation of the appropriate official |isted

oo

above.
C. Estimated costs of the travel assignnent.
d. Account cl assification code (object class, general
| edger accounts and factory).

The aut horization nunber is a five digit nunerical figure;
i.e., 2-1234. The "2" represents the fiscal year and "1234"
represents the unique identifying nunber for that trip.

This nunber is entered in a log along with the traveler's
narne.

4. Routing. Upon assigning a nunber, the Business Manager
will initial the Travel Authorization and distribute the
aut hori zation as foll ows:

a. Original and one copy is returned to the traveler.
b. A copy is retained and filed nunerically in the
Busi ness O fi ce.

C. The final copy is routed to the accountant.

102. TRAVEL VOUCHERS

Upon conpletion of the trip, a travel voucher shall be submtted,
audi ted and prepared for paynent as outlined in Section 8514,
Vouchering, and al so as described in paragraph 100 of this
section. Travel advances shall be settled at this tinme by
deducting the anmount of the advance fromthe voucher, clearing



t he advance fromthe Collection Bill Register by referencing the
voucher and schedul e nunber, and entering a Journal Entry 9.

Aut hori zed expenditures that exceed the travel advance for the
trip shall be schedul ed for rei nbursenent and excess trave
advance shall be collected at this tine.
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103. ACCRUED TRAVEL EXPENSES

At the close of each nonth accountants shall review all Trave

Aut hori zations in the open travel file. |If the date indicated on
the authorization for which the travel to be taken has passed,

t he accountant should determne if travel was actually perforned.
If the trip was postponed or cancelled, the accountant should so
indicate this on the authorization and file it in the closed
travel file. |If however, travel was performed but no voucher has
been submtted, the accountant shall enter a Journal Entry 10 to
accrue the unvouchered expenditure at nonth end, and at the

begi nni ng of the next nonth enter Journal Entry 11 to reverse the
accrual .

104. TRANSPORTATI ON OF THI NGS

1. Ceneral. FPI Form 8 (Shipping Order) is used to

aut hori ze shi pnent of finished goods, materials, supplies,
machi nery, equipnent, as well as, to provide a definite
control and record of all shipnents. The Transportation
Oficer will utilize the nbst advantageous and econoni cal
met hod of shipnent; nanmely freight, parcel post, express,
etc.

2. U.S. &overnnent Bill of Lading (GBL), S.F. 1103. The
custoner ordinarily furnishes a GBL to cover shipnent of
itenms ordered. Indicate the nost econom cal and direct
route when conpleting GBL'S furnished by custoners unless a
specific routing is already shown or is included in the

shi pping i nstructions.

When it is necessary to change the routing given by the
custoner on the GBL, contact the issuing office for

aut hori zation. Show on the GBL the nane of the person
aut hori zing the change and date of change.

When the custoner provides no GBL but specifies that UN COR
is to issue a GBL chargeable to their appropriation, follow
their instructions for shipping or contact the
custoner/issuing office and advise themof the alternate
solution identified for their authorization.

UNIFCOR will furnish GBL's for all GSA shipnents,
consolidating orders to the maxi num extent possible. Prior
to shipnment, the UNICOR facility making shiprment wll|
contact the Transportation Service Division (TSD) in the
appropriate GSA Regional Ofice (phone nunber on Purchase
Order) for carrier, rate and routing information. The TSD
W ll provide this information telephonically (if requested)
or by furnishing a copy of the GSA Form 420.



UNI COR civilian personnel will conplete the GBL in
accordance with the instructions provided by the TSD. The
Serial Number furnished by the TSD nust be shown in the
"Route Order/ Rel ease No. 2" block in the upper right hand
side of the GBL. UNICOR will provide a Menorandum copy of
the GBL to the TSD furnishing the rate/routing information.
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When utilizing GBL's for the transportation of things for

UNI COR (rather than for custoners), particular care should
be exercised to see that each GBL bears the proper fund
synbol (15X4500), as well as indicating thereon that billing
is to be made to UNI COR, Federal Prison Industries
Inc.,(Location). Do not include Departnent of Justice or
the nane of the institution.

Prepare and use all GBL's as set forth in General Accounting
O fice Policy and Procedures Manual, Title 5. Freight and
express shall not be prepaid and added on the invoice as a
separate itemunless specifically authorized by the Product
Division Ofice.

Comon carriers should be contacted concerning reduced (or
special) rates as permtted by 49 U S.C 22 (Transportation
Act of 1940) to cover |arge shipments or repetitive

shi pnents between two | ocati ons.

TRANSPORTATI ON OF PECPLE

1. Transportation for official travel will be secured in
accordance with current required BOP policy.
a. When governnent sponsored credit cards are issued
for use in connection with official travel, it is up to

the individuals assigned the responsibility for the
card(s) to assure it is used for official business
only. Personal use of these cards is strictly

prohi bited. They may be used, when authorized, to
secure transportation for official travel, to pay for

| odgi ng, neals, authorized car rentals, and other such
aut hori zed expenses.

b. Travel arrangenments shoul d be nade through the

aut hori zed travel service/agency for those |ocations
for which BOP has a contract agency for that purpose.
These contracts travel services will provide the | owest
cost rates for transportation based on current

negoti ated governnent rates. These services require a
Travel Authorization Nunber before they can secure a
confirmed reservation and ticket for the traveler.

C. A Government Transportation Request (GIR) will be
used when ot her neans, such as governnment sponsored
credit cards, are not required or under usual

ci rcunst ances when aut horized by an appropriate

of ficial.

2. | f enpl oyees are traveling on official business for



UNI COR by common carrier with a Governnent Transportation
Request (GIR), the GIR shall only be issued when the
travel er presents an authorized and nunbered travel

aut hori zation to the individual designated in the Business
O fice as the GIR custodian. GIR s are accountable forns
and nust be maintained in a secure |ocation.
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a. The GIR shall be prepared by the GIR custodi an, or
by the traveler, and shall reference the trave

aut hori zati on nunber and accounting classification
code.

b. The GIR shall be routed as foll ows:

1) The blue copy (Original) shall be given by
the traveler to the carrier in return for a
ticket. This copy will later be returned to

UNI COR by the carrier when the carrier presents an
i nvoi ce for paynent.

2) The buff copy shall be used to record the GIR
in the Transportation Reserve Register. It shal
then be given to the traveler who wll return it
to the Business Ofice when he submts his travel
expenses for reinbursenent on a SF-1012, Travel
Voucher .

106. TRANSPORTATI ON RESERVE REGQ STER

Record all GIR s and GBL's issued and/or spoiled on the FPI Form
77, Transportation Reserve Register. |In addition to being used
for necessary accounting detail for estimated travel and
transportation charges, it shall serve as an accountability
record. Maintain a nunerical file for Menorandum copi es of al
GIR s and GBL's issued in conjunction with the register. GBL's
furni shed by custonmers and chargeable to their appropriation
shall be included in the register for accountability purposes.
File the Menorandum copy of the GBL with the custoner's order.
The original of any GBL's and GIR s that are spoiled shall be
bol dly marked cancel |l ed, stapled to the Menorandum copy, and

pl aced in the nunerical file. Voided GBL or GIR nunbers wll be
recorded nunerically in the Transportati on Reserve Regi ster and
noted as void. (See Illustration 1.)

Each Business O fice shall maintain one Transportation Reserve
Regi ster. As soon as the estimated transportati on charges have
been determ ned, enter the anmount in the credit colum of the FP
Form 77 for each GIR and GBL i ssued and show t he account nunber
to be debited in the columm provided for that purpose. Wen
GBL's are issued to suppliers, make only an accountability entry
in the proper sequence of bill of |ading nunbers and then reenter
it inthe nonth in which the estimated liability accrues, based
on information that the carrier has accepted the shipnent.

On original accountability entry, reference the nonth that the
estimated charges were entered. An extra debit colum has been
provided to be used only if the volune in any one factory or



account justifies its use. WMke a summary of all new GIR and GBL
postings fromthe register at the end of the nonth. Record such
summary on the register inmmediately following the nonthly totals
and use this summary as the basis for the nonth-end Journal Entry
7 debiting the appropriate expense account(s) or fixed asset
account and crediting Account 23000, Transportation Expense Paid.
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Transportati on Reserve Register, FPI Form 77
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As transportation bills are passed for paynent, record the
voucher and schedul e nunber and the nonth and year certified on
the applicable line of the FPI Form 77 in the paid colum so that
the sumof the open itens for any factory will equal the bal ance
in Transportati on Expense Payabl e, Account 23000 for each
factory. Bills of |ading issued by other CGovernnent agencies
that will result in charges properly payable by the consignee
industry shall also be entered on the Transportati on Reserve

Regi ster at the tinme the consignee's certificate of delivery is
execut ed.

Efforts shall be nmade to obtain billings for open GBL's or GIR s
(see Section 8514, Vouchering). Itens recorded on the
Transportati on Reserve Register for which a billing was not
received within two years fromdate of issue shall be cleared by
Journal Entry 7a to 74000, O her Inconme. A cross-reference shal
be made in the paid colum opposite the item being cl eared.

107. PENALTY MAI L

Field Ofices shall be advised at the begi nning of each fiscal
year of the anmount of postage to be accrued on their nonthly
Journal Entry 10 during the fiscal year. A transfer via FPI Form
5 for the accrual shall be nmade to Resources Division quarterly
by use of Journal Entry 1.

Upon receipt in the Resources Division, the accrual shall be
received via Journal Entry 1. The U S. Postal Service bills
Resources Division quarterly through the SIBAC System and this
billing is posted via Journal Entry 9.
108. | NTERNAL CONTROL OF GTR s AND GBL' s

1. GIR s.

a. Accountability and Responsibility.

GIR s are account abl e docunents. One accountant at
each location shall be designated as responsible for

t he saf ekeeping and the issuing of GTIR s. All unissued
GIR s nmust be stored in a fireproof safe. The
responsi bl e accountant shall issue one GTIRto a
travel er upon presentation of a properly prepared and
aut hori zed travel authorization. At the tine of

i ssuance the responsi bl e accountant shall record the
GIR nunber, the traveler's nanme, and the date of

i ssuance. As the subsequent travel vouchers cane

t hrough the accounting office the GIR nunber on the
voucher shall be conpared to the |ist of issued GIR s
Any di screpanci es shall be investigated and resol ved by



t he accountant who i ssued the GIR In addition,



8000. 1
Chapt er 8500, CN-31 , Page 8513-8
July 31, 1989

t he accountant issuing the GIR shall periodically
review the list of issued GTIR s to ascertain that the
GIR s are being used as authorized and reported on a
travel voucher in a tinely manner. The designated
accountant may be held responsible for the anmpbunts the
Governnent is required to pay because of loss of GIR s
resulting fromhis fault or negligence. Lost or stolen
GIR s shoul d be reported pronptly in witing to the FP
Controller. The Controller wll notify GSA

b. Requi renents to Stock GIR s.

Those | ocations using |ess than one book of GIR s every
si x nonths should not stock them Those controls
descri bed above (a) should be avoi ded where there is

| ow usage of GIR s. Those | ocations should obtain the
GIR s as needed fromhe institution Business Ofice.

&BL' s.
a. &PBL's | ssued From Wthin UN COR

GBL's are account abl e docunents. One accountant at
each | ocation shall be designated as responsible for

t he saf ekeeping and issuing of GBL's. All unissued
@GBL's, along wth the copy of the Letter of

Acknow edgenent, shall be stored in a fireproof safe.
On a weekly basis the responsi bl e accountant shal
determ ne the nunber of GBL's to be issued to the

i ndi vi dual that prepares the GBL's. Once the
appropriate nunber is determ ned, the accountant shal
record the GBL nunbers in a handwitten | og and then

i ssue the corresponding GBL's. The accountant nust
then check off each GBL fromthe log as the GBL's are
used and forwarded through the accounting office for
his verification and signature. The responsible
accountant nust ascertain that each issued GBL has been
used as intended and and that it has been used within a
tinely period. As an added precaution the handwitten
| og shall be reconciled to the Transportati on Reserve
Regi ster, FPI Form 77, nonthly.

All @GBL's shall be secured at the end of each work day
to insure proper control. |If the GBL cannot be secured
in the assigned work area, the unused forms shall be
given to the staff accountant for security.

Only the GIR issuing accountant or the GBL custodian
may void a GBL. Any such voided GBL nust be returned
to the accounting office for action and filing by the



responsi bl e account ant.
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b. &PBL's | ssued By The Custoner

When a custoner supplies UNNCOR with a GBL, it nust be
secured in a fireproof safe imediately upon receipt.
the custonmer's GBL nunber, including a brief note such
as "customer's GBL in safe" should be noted on the face
of the custoner's order to alert the shipping officer
or clerk that a GBL has been furnished by the custoner.
In addition, the GBL nunber shall be acknow edged on
FPI Form 52, Order Acknow edgenent.

NOTE: In order to avoid duplicate paynents al
vouchers nmust be stanped "PAID' by the certifying
officer immedi ately after he signs the disbursenent
schedul e.
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VOUCHERI NG
100. | NTRODUCTI ON

Vouchering is the process used to docunent each UN COR paynent.
(See Exhibit 1). This process is highly vulnerable to fraud and
abuse and nust be carried out wwth great care and attention. It
i nvolves verification activity that will assure that each
proposed paynent is: (1) presented in a tinmely manner, (2)
legal, (3) proper in all aspects, and (4) conpletely accurate.
The required docunents which initiate the vouchering process are
the request for purchase, the purchase order, the receiving
report and the invoice. Except for recurring, travel and
transportation, payroll, of Bureau of Prisons paynents, all of

t hese docunents nust be present before the voucher docunent,
"Control Voucher for Purchases and Services other than Personal."
(FPI Form 1034), may be drawn and approved. To verify the
accuracy, legality and propriety of the voucher the foll ow ng
determ nati ons nust be nade:

1. Whet her the required adm ni strative authorizations for
t he procurenent and approvals for paynent were obtai ned.

2. Whet her the paynent is permitted by law and is in
accordance wth the terns of the applicable agreenent.

3. Whet her the nane of the payee is correct.

4. Assurance that the paynent will not be a duplicate.

5. Whet her the goods received or the services perfornmed
were in accordance with the agreenent.

6. Whet her the quantities, prices, and anounts are
accur at e.

7. Whet her all cash, trade, quantity, or other discounts

have been taken, and, if not, whether the reason is
justifiable for wi se cash managenent. See paragraph 109.

8. Whet her all applicable deductions were nade in the
correct anount.

9. Whet her proper fornms of docunentation were used and
whet her special certificates, if required, were furnished.

101. | NTERNAL CONTROL

It should be recognized that the vouchering process provides an
opportunity for fraud or waste of UNICOR funds. Therefore,



effective internal controls nust be included in the devel opnent
of vouchering procedures. Segregation of duties and revi ew of
docunentation for propriety and accuracy facilitates effective
internal controls and include such features as:
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EXH BIT 1

The Vouchering Process
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1. War ehouses or receiving personnel performng their
duti es independently of procurenent and accounting
personnel .

2. Accounting personnel performng their duties
i ndependently of procurenment and warehouse personnel.

3. | ncom ng i nvoices being routed directly to accounting
personnel .

4. Specific requirenent concerning accumnul ati on of
docunent ary support before a transaction can be |iquidated
t hrough the disbursenent of funds; 1i.e., purchases request,
purchase orders, receiving reports, invoices, etc.

5. Mul tiple review requirenents to i nsure accuracy and
propriety of proposed paynent.

6. D sbursenment personnel operating i ndependently of
procurenent, receiving and accounting personnel.

The | ess separation of duties and docunmentary review that
are built into the system the greater the chance for

m sappropriation or waste of UNICOR funds. Wile an ideal
internal control system may not be achi evabl e at al

| ocations, every effort should be nade to establish the best
system possi bl e at each | ocati on.

Recei ving procedures are discussed in Section 8509
"Inventory" of this chapter. Oher elenents of vouchering
are discussed in this chapter. The General Accounting

O fice's Policy and Procedures Manual, Titles 5 and 7
provi de additional guidance material. See Exhibit 1 for a
flowchart of responsibilities and procedures involved in the
vouchering process.

102. TYPES OF VOUCHERS

The following is a list of the types of vouchers processed by
UNI COR Business O fices.

1. Control Voucher for Purchases and Services other than
Personal (FPI Form 1034_. This voucher is used as support
for paynments for goods or services schedul ed on the
fol | ow ng:

a. St andard Form 1166 (SF-1166) Vouchers and Schedul e
of Paynents.

b. St andard Form 1081, Schedul e of Interagency



Wthdraws and Credits.
C. Standard Level User Charge (SLUC).

d. Sinplified Interagency Billing, Collection System
(SIBAC), (OPAC) On-Line Paynent and Col |l ection System
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2. St andard Form 1012, Travel Voucher. This voucher
supports clains for reinbursement of enployee trave
expenses and is schedul ed on an SF-1166.

3. Transportation Vouchers. Standard Form 1113, Public
Voucher for Transportation Charges, and Standard Form 1171,
Publ i ¢ Voucher for Transportation of Passengers. These
vouchers are schedul ed on an SF-1166.

4. Cvilian Payroll: Accounting Station Posting Media.
This payroll listing represents anmounts paid by the DQJ
Payroll system and therefore is a nmenorandum voucher for
recordi ng and posting purposes only and is not schedul ed for
payment .

5. | nmat e Payroll Vouchers. These paynents are vouchered
for posting and crediting to i nmate records.

6. | nmat e Acci dent Conpensation. This nonthly voucher
docunents paynents to i nmates who have suffered an injury
whil e enpl oyed by UNICOR. This voucher is schedul ed on an
SF-1166.

7. Inmate allotnents of pay to dependents or other
desi gnee are schedul ed on an SF-1166, and are supported by
the O assification Form 11.

8. DQJ Consolidated Billings. These are nenorandum
vouchers representing anmounts paid by DQJ for the benefit of
UNI COR. This voucher is prepared solely by the Resources

Di vision and supports postings by the control accountant.
These vouchers are not schedul ed for paynent.

103. REQUI RED DOCUMENTS - VOUCHERS FOR GOODS/ SUPPLI ES OR SERVI CES

The follow ng types of docunents nust be part of the voucher file
before a voucher docunment may be prepared and approved for
paynment of goods or services received:

NOTE: For specific instructions for the preparation of any of
the foll ow ng docunents refer to Instructions for Reports, Forns
and Records, Section 8540.

1. Request for Purchase (FPI Form 89 or FPI Form 89A).

The Request for Purchase (FPI Form 89 or FPI Form 89A) is
initiated by the staff nmenber requiring the material or
service. Requests for production material or equi pnent

shal | be made by the Factory Manager. Final approval of the
Request for Purchase is by the AWI &E)/ Superi nt endent of

I ndustries at each field | ocation. The requesting officer




shall retain one copy for the suspense file. The original
and one copy are to be forwarded to the procurenent officer
after approval is granted
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by the AWI &E)/ Superi ntendent of Industries. Wen the
Request for Purchase involves a service as opposed to a good
(supply), the Factory Manager nust identify on the FPI Form
89 the individual that will be responsible for determ nation
that the service has been received in accordance with the
request.

2. Procurenment Docunent (A Contract or an Order for
Supplies or Service (SF-147)). Upon receipt of a properly
conpl eted and approved Request for Purchase the Procurenent
O ficer shall prepare either a contract to procure or an
Order for Supplies or Services, SF-147, in accordance with
the informati on on the Request for Purchase. Upon proper
conpl etion and approval, the Procurenent O ficer shal
forward the original procurenent docunent and a copy of the
Request for Purchase to the Business Ofice. The accountant
shall then file the docunent in an open vendor file (by
vendor nane) until an invoice and receiving report for the
goods/services are received. These docunents then becone
part of the voucher file. The second copy is retained by
the procurenent officer for the numerical file.

3. Recei ving Reports. The Receiving Report, FPI Form 11
is to be used to docunent the recei pt of goods and/or
services. It is the responsibility of the warehouseman to
accurately prepare and conplete the Form 11 upon the receipt
of goods/services. The person receiving the goods or
services shall sign the Receiving Report. Preparation of a
Recei ving Report should be initiated for the foll ow ng:

a. Raw materi als, supplies, and other tangible
property are received.

b. Services performed by contractors, |essors, and
ot her payees.

C. When a Receiving Report is not prepared to
docunent receipt of goods or services, the follow ng
shall be noted on the original invoice and will be
signed by a staff menber who can verify receipt:

"I certify that the goods/services shown on this
i nvoi ce were delivered/ perfornmed on (Dat e)

and that this invoice is proper for paynent."

In instances where a UNI COR staff nmenber has acknow edged
recei pt of goods or services on a cash receipt or other
proof of purchase, a Receiving Report shall not be required.
The Receiving Report indicates that the goods and/or
services are in accordance with the requirenents on the



pur chasi ng docunent and that all goods subject to strict
speci fications have been approved by the Quality Assurance
Oficer. Upon receipt of the Receiving Report in the

Busi ness Ofice, the accountant will attach it to the open
procurenent docunent and await and invoi ce.



8000. 1
Chapt er 8500, CN-31 , Page 8514-6
July 31, 1989

4. | nvoi ces. Upon receipt, invoices shall be pronptly
delivered to the Business Ofice. The invoice should have
t he purchase order nunber noted (either the "Order for
Supplies or Services" nunber or the contract nunber), and
include related prices and an adequate description of the
goods or services that were furnished. Based on the
purchase order nunber on the invoice, the accountant wll
pul | the correspondi ng procurenent docunent, request for
purchase and the Receiving Report. The accountant shal
then verify:

a. That the proper authorization and approvals were
obtai ned and that all docunents are properly conpleted
and si gned.

b. That the nane of the payee and the anmount to be
paid is correct, and that the paynent is not being
illegitimately diverted to a P.O box nunber or

al ternat e payee.

C. That the paynment will not be a duplicate.

d. That the goods received or services perfornmed were
i n accordance with the agreenent.

e. That quantity anounts are accurate.

f. That the applicabl e deducti ons were nade.

g. That the proper forns of docunentation were used

i ncludi ng special certificates where required.

In summary, the voucher file for a paynent shall have an
original invoice, original Receiving Report, original
purchase order, and copy of request for purchase. O her
supporting docunents that may be included are order

acknow edgenent, freight bills, and certificates of
conpliance. |If the FOP on a purchase order is origin then
it should state prepay freight and bill as a separate item
on invoice. |If the vendor pays the transportati on conpany
and the invoice is over $100.00 the vendor has to send you a
copy of the freight bill fromthe transportati on conpany
showi ng the charges were billed to the vendor rather than
UNICOR. This will elimnate duplicate paynents and over
billing by vendor for transportation.

After the aforenentioned docunents have been accunul at ed and
verified, a "Control Voucher for Purchases and Services

ot her than Personal,” FPI Form 1034, shall be prepared by
the accountant to initiate the di sbursenent process.
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104. PREPARATI ON OF THE " CONTROL VOUCHER FOR PURCHASES AND
SERVI CES OTHER THAN PERSONAL, " (FPI FORM 1034)

The FPI Form 1034 (See Illustration 1) is the required formthat
consol i dates and sunmari zes the back-up docunents which nust be
present to support a disbursenent for goods/supplies and

servi ces.

1. Once the accountant has received all of the required
back-up docunents and is satisfied that the docunents are
accurate and valid, he shall prepare the FPI Form 1034. Al
itens except the voucher nunber and the schedul e nunber (see
Illustration 1) wll be entered at this tine. Information
for items 4 through, 6, 8 through 10, 12, and 16 obtai ned
fromthe required back-up docunents.

Item nunbers 1 and 3, Control Voucher Nunmber and Schedul e
Nunber, shall be obtained fromthe Control Voucher Log.
(See Section 8507, Disbursenents). The Control Voucher
Nunmbers shall start at 1 each fiscal year and increase
sequentially throughout the year. The appropriate
information on the Control Voucher Log nust be filled in
when a Control Voucher Nunber is issued. Item2 FPI Form
1034, UNI COR Location, shall be filled in as appropriate
(i.e., Alderson, West Virginia).

Item 7, Accept/Reject Discount Box, shall be checked as
appropriate in accordance with w se cash managenent policy,
see paragraph 109, Pronpt Paynent to Earn Discounts, in this
section. This itemis not applicable when vouchering a GIR
GBL, travel or payroll voucher.

Item 11, Accounting Cassification, wll be determ ned based
upon the general |edger accounts that will be affected by

t he di sbursenent. See paragraph 105, Accounting

Cl assification Codes. For specific general |edger accounts
to be entered refer to Section 8501, Chart of Accounts and
Accounting C assification Codes.

Item 13, Payee Vendor Nunber, is for future use and shall be
| eft bl ank.

Itenms 14 and 15, Approving Oficer Signature, Date, and
Title, wll be filled in by the accountant if and only if he
is satisfied that the docunents are accurate and provide
valid support for the paynent.

2. Once the control vouchers to be paid, FPI Form 1034,
are conpl ete and approved, the accountant will prepare a
"Voucher and Schedul e of Paynents", SF-1166, in accordance



with the instructions in Section 8507, D sbursenents. At
the point the SF-1166 wi ||l be assigned a schedul e nunber and
the individual vouchers will be assigned voucher nunbers.
These nunbers will be entered in itenms 1 and 3 of FPI Form
1034.
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[l lustration 1
Control Voucher for Purchases and Services
O her Than Personal (FPI Form 1034)
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3. The SF-1166 and applicable FPI Form 1034's, along with
supporting docunentation, shall be forwarded to the
certifying officer who will review and certify the SF-1166.
After the SF-1166 is certified and the supporting docunents
stanped or perforated "PAID' by the certifying officer, the
FPI Form 1034 and acconpanyi ng support docunentation, and a
pendi ng SF-1166, will be returned to the accounting office.
The FPI Form 1034 and support docunentation shall be posted
to the Voucher and Di sbursenent Registers and filed by
voucher nunber.

105. ACCOUNTI NG CLASSI FI CATI ON CODES

Al'l vouchers shall have the appropriate accounting classification
code(s) placed on the FPI Form 1034 to facilitate pronpt and
expeditious journalizing. The accounting code to be entered on

t he vouchers shall be as authorized by the Chart of Accounts.

1. Procedure. The following is an exanple of how
accountants shall code vouchers: i.e., 13010 - $100. 00
represents and expenditure for Raw Materials and Supplies.

2. Reconciliation. The total of all account codes entered
on the voucher shall equal the total of the voucher. Also,
the total of all codings per schedule shall equal the total
for that schedul e.

106. SPECI AL CERTI FI CATI ON - TOLL CHARGE FOR OFFI Cl AL LONG
DI STANCE TELEPHONE CALLS

In addition to the aforenentioned required docunents, a speci al
certification nust be attached to a voucher for a |ong distance

t el ephone call invoice. The accountant nust ascertain that the

| ong distance calls were for official business only and obtain
initials on the invoice fromthe responsible party. Tel ephone
calls hone for enployees on official travel for nore than a night
are considered official calls under Federal Travel Regul ations
(not to exceed one call per day up to a maxi nrum of 15 m nutes).
Upon this determ nation, the accountant will have prepared the
followng statenment: "Pursuant to Section 4 of the Act approved,
(31 U.S.C. 6809) | hereby certify that the |long distance calls
were for the transaction of official business required in the
interest of the Governnent." The accountant will then sign and
date the statenent, attach it to the invoice, and prepare a
voucher for paynent in accordance with paragraph 104.

107. RECURRENT PAYMENTS

1. Recurrent paynents are paynents for services of a
continuing nature such as rents, janitorial services, etc.,



whi ch are performed under a UNI COR purchase order or
contract that specifically provides for paynents that are
fixed in anobunt and payable at fixed periodic intervals

W t hout the subm ssion of an invoice, or bill by the vendor,
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[llustration 2
Recurring Paynent Log

Recurring Paynents Log
Federal Prison Industries, Inc.

Location
VENDOR
Pur chase Order No.
Voucher Nunber Anount

| nvoi ce Nunber.
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(TFRM 4-2020.30). A UNI COR enpl oyee nust be identified on
t he purchase order or contract as being responsible for
determ ning that the services have been provided in
accordance with the purchase order/contract and that the
peri odi ¢ paynent shoul d be nade.

2. Each period, i.e., nonthly, quarterly, when a paynent
is required to be nmade, the designated UNI COR enpl oyee wil |
contact the warehouseman who will initiate a Receiving
Report and forward it to the responsible enpl oyee for
approval. Once conpliance has been determ ned, the
responsi bl e enpl oyee shall sign the Receiving Report and
forward the accounting copy to the Business Ofice.

3. Upon recei pt of a recurrent paynent Receiving Report
the accounting office shall pull the file of back-up
docunents to verify the procurenent as an authorized and
valid situation for a recurrent paynent and prepare a
voucher for paynent. The accountant shall establish and
mai ntain a |l og of recurrent paynents nmade (see Illustration
2). The log shall be retained in the front of the recurring
paynment file containing all of the back-up docunents. The
accountant will not process a paynment under a recurrent
paynment situation unless a Receiving Report is provided by
t he desi gnat ed responsi bl e enpl oyee.

108. LOST OR DESTROYED ORI G NAL VENDOR | NVO CES

If an original invoice has been | ost or destroyed, a duplicate
nmust be obtained fromthe vendor to support the voucher for
paynment, FPI Form 1034. Once the voucher is supported, the
paynment schedul e may then be processed through the regul ar

di sbursenent channels provided that there is an attachnment to the
duplicate invoice which (a) gives a full explanation as to the

ci rcunst ances of the |oss or destruction of the original invoice,
and (b) a statenent that steps have been taken to prevent
duplicate paynents. The accountant shall be responsible for
docunenting and verifying the validity of the aforenentioned
attachnent.

109. PROMPT PAYMENT TO EARN DI SCOUNTS

1. Di scounts will be taken only when the discount terns
applied in the followng fornmula yield an effective annual
interest rate equivalent to, or greater than the percentage
rate based on the current value of funds to the Treasury.

D scount % 360
Effective
100% - Di scount X # of days until the net anount is =




Annual
due mnus the # of days that the
| nt er est

the discount is in effect.
Rat e

Exanple: Current Value of Treasury Funds 18.5% Di scount
Ternms 2/ 10 net 30 which equate to a 2% di scount if paid
within 10 days, if the discount is not taken the balance is
due within 30 days.
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.02 X 360 = 36%
1.00 - 02 30 - 10

Conclusion: 36% > 18.5: Therefore, take the discount.

2. The conputation of the discount period shall be based
on the later of the date of receipt of the invoice for
paynment or the recei pt of goods in accordance with the
Pronpt Paynment Act, unless otherw se provided in the
contract or invoice as to how the discount period is to be
determ ned. All discounted paynents will be schedul ed for
check issuance on the |last day of the discount period.
Paynents will not be nade to achieve discounts unless the
rel ated goods or services have been received except as
specifically provided by contract or other agreenents
executed pursuant to | aw

3. The current value of Treasury funds will be cal cul ated
by Treasury as an average of the current value of funds to
Treasury for the past three nonths period. The percentage
rate will then be transmtted in the Treasury Fiscal

Requi rements Manual (TFRM bulletins prior to the first day
of each cal endar quarter. The Resources Division wll
assure that the Treasury rate is nmade available to field

| ocations on a quarterly basis. Note: The quarterly
Operations Menorandumtransmtting the Treasury rate wl|
contain a handy conversion chart that may be used in |lieu of
usi ng the above fornul a.

TRANSPORTATI ON VOUCHERS

1. Bills fromcomrercial vendors for freight and express
transportation will be submtted on Standard Form 1113
(Public Voucher for Transportation Charges), and bills for
passenger transportation will be submtted on Standard Form
1171 (Public Voucher for Transportation of Passengers).
These invoices are to be vouchered separately from ot her
vouchers using a separate series of voucher nunbers. A FPI
Form 1034 does not need to be prepared when vouchering a
SF- 1113 or SF-1171 as these forns may serve as the voucher.

2. Upon recei pt of the transportation bills fromthe
carrier, transportation invoices should be conpared with the
estimates originally recorded on FPI Form 77 (Reserve for
Transportation Register). See Section 8513 Travel and
Transportation. The accountant shall then determne if the

transportation was furnished. |If not furnished, the
accountant will process a request fromthe carrier pursuant
Section 8504, Invoicing. |If the transportation is furnished

and the transportation itemwas incorrectly charged to



UNI COR, that amount shall be deducted fromthe billing.
Such deductions nust be explained on FPI Form 62 (Debit
Menorandun). The original FPI Form 62 will then be
forwarded by Treasury with the check to the vendor for that
portion of the bill which is properly payable from UNI COR

f unds.
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ni stration has

ing officers shal
s which they have
s nust be verified

NOTE: Al though the General Services Adm
primary responsibility for rates, certify
gquestion any rates on transportation bill
reason to believe are inproper. Al bill
for correctness and accuracy.

3. On transportation vouchers for freight and express
charges on a shipnent for which there has been a notation
made on the bill of l|ading of |oss and/or damages, it shall
be explained by what action recovery was made and al
docunents by which recovery was nade referenced, such as:

a. The Regi ster of Rem ttances Received deposit
nunber for deposit of a check received for the |oss.

b. The voucher nunmber and date, if set off against
anot her voucher payabl e by UN COR

The action taken in connection with the above is:

1) The carrier shall be invoiced for the |oss
and damages.

2) If the carrier fails to pay the invoice for
the |l oss and damages, it shall be deducted from
the current or subsequent billing of the carrier.
3) |f settlenent is not obtained by either of

t he above nethods, the claimagainst the carrier
should be transmtted to the Resources DivisSion
for subm ssion to the General Services

Admi ni stration.

111. TRAVEL VOUCHERS

1. CGeneral: Standard Form 1012, Travel Voucher, shall be
used to voucher for travel expenses incurred on official
travel

a. Requests for travel advances shall be submtted by
the enpl oyee to the Business Ofice on a SF-1012 and a
St andard Form 1038, Request for Advance of Funds. The
request normal ly acconpani es the travel authorization.
After the authorization has been annotated with a
travel authorization nunber, the accountant wl |
process the voucher for the advance (see Section 8507,
D sbursenents). The SF-1038 wi Il acconpany the voucher
until after the disbursenent has been made. It wll
then be logged in the Collection Bill Register in
accordance wth Section 8506, Collections.



b. Request of enpl oyees for reinbursenent of expenses
incurred while on official travel will also be
submtted on a SF-1012. Accountants shall audit the
voucher for conpliance with the travel
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aut hori zation and regul ations. Upon receipt of a
travel authorization, the accountant shall file the
authorization in an "open" travel file by traveler's
name. The authorization shall remain in the file until
the traveler submts a voucher for the trip. The
accountant shall then pull the authorization and audit
t he voucher.

The accountant shall ensure that the required approvals
and recei pts are attached and that any advance is
settled (see Section 8513). The copy of the

aut horization fromthe "open" file wll acconpany the
voucher until certification. Upon certification of the
paynment by the Certifying Oficer, the accountant wll
post the schedul e and voucher nunbers to the

aut hori zation, and file the authorization in "cl osed"
numerical file for future reference. Travel vouchers
for which no reinbursenent is due as a result of the
advance exceedi ng the expenses shall be vouchered for
payment but will be schedul ed as a "no check" paynent.

C. Travel vouchers for TDY travel shall generally

i nclude a SF-1012 (Travel Voucher), a properly approved
SF-64 (Travel Authorization), |odging receipts
indicating single roomrate, transportation receipts
and any other receipts applicable. Travel vouchers for
PCS Travel shall include a SF-1012, statenent of
proposed travel, and a properly approved SF-64. O her
docunentation that may be required include: | odging
recei pts showing single roomrate; itemzation of
tenporary quarters expense; item zation of real estate
costs; Conmputation of Federal and State w t hhol ding tax
on change of duty station voucher DQJ Form 412

(Rei nbursenent to enpl oyee for noving expenses and tax
wi thheld); Per Diem C ai ned Statenent; Truck rentals
and weigh bills, or nmoving conpany expenses paid
commuted rate schedule; Prohibited Acts Statenent;
annual | eave statenment; signed contract fromthe
personnel office (DQJ 50); a traveler's statenent
approving the typing of vouchers prepared by innmates;

m | eage charts; SF-1038 showi ng original trave

advance; or item zed m scel | aneous expenses when over
$700. 00.

Wt hhol ding of I ncone Taxes from Mving Expenses. The

Internal Revenue Service has ruled that certain al | owances
aut hori zed by PL 89-516, dated July 21, 1966, are subject
to Federal and State w thholding taxes. Those all owances

ar e:

(1) Househunting Trip, (2) Tenporary Quarters, (3)

Resi dence Transactions, and (4) O her M scell aneous



Expenses. UNI COR offices shall process w thhol di ngs of

i ncone tax in accordance with the Departnent of Justice
Order 2120.9A, dated May 19, 1976 and BOP Program St at enent
2300. 1, paragraph 17200. The taxes are transferred to DQJ
Payroll via an automated conputer program by mailing the
DQJ Form 412, or whatever is currently required.
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Expenses C assification - Permanent Change of Station

(PCS). PCS noves of Product Division and factory personnel

be charged as a Division expense. Moves of

Superintendents, Resources Division, and Quality Assurance
Staff will be charged as Corporate Expense.

a. Field | ocation accounting for these expenditures
w || be processed through Voucher Register and FPI Form
5 transfer billing procedures. The voucher register

entry shall be a debit to O her Expense, Account 65 and
a Travel Expense Subsidiary Account (2XX). Vouchers in
Transit, Account 21000 and/or Travel Advances

Recei vabl e, Account 12020 shall be credited via Journal
Entry 9. The FPI Form5 prepared by the field | ocation
will provide the following detail related to the
expendi t ure:

Subsi di ary
oj ect C ass Code Expenses
12 Househunting Trip 231

Real Estate Cost 234
M scel | aneous Expense Al |l owance 231
Subsi stence on Tenporary Quarters 231
21 Travel - Change of Duty Station 232
22 Transportati on of Enployee's Property 235
St orage of Househol d Goods 236

Recording of the FPI Form5 in the field location's
Washi ngton Control Register will require a debit to
Account 33040 Transfer Billings and a credit to O her
Expense Account 65 via Journal Entry 1.

b. Recording of the FPI Form5 in the D vision or
Washi ngton O fice Washi ngton Control Register wll
require a debit to the 67 or 68 Account series as
appl i cabl e and the subsidiary expense accounts as noted
above via Journal Entry 1. Account 33040 Transfer
Billings will be credited identifying the field

| ocation invol ved.

Note: Vocational training PCS travel expenses are
charged to Account 81XXX, Vocational Training Expense
Cont r ol

Cl VI LI AN PAYROLL



Bi weekly, a conputer printout (Accounting Station Posting Media
(ASPM) is furnished by the Departnent of Justice (DQJ) Payroll
Systemwhich is to be used to support distribution of civilian
sal ary expense and m scel | aneous awards, |unp-sum | eave, etc.
The total of the earnings statenents should be verified with
total salary expense and the conputer printout. Section 8507,
D sbursenments, prescribes the accounting entries for these
payrol|l transactions. Since the ASPM contains DQJ sensitive
material, it is to be secured frominmates.
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Upon recei pt of the ASPM the accountant will|l prepare a voucher.
This voucher is for internal accounting purposes and does not
requi re any further disbursenent action by UNICOR. The ASPMi s
t he support docunentation for the payroll disbursenents. The
accountant shall allocate the expenses by cost center, GCeneral
Ledger accounts and object class as shown on the ASPMis filed
with the voucher as support docunentation.

113. SERVI CES PROVI DED BY THE BUREAU OF PRI SONS

Uilities paynent to the BOP institution is based upon Bureau of
Prisons (BOP) institution invoices. Such charges wll be based
on actual neter readings or other objective nmeasurenents, or
engi neering fornulas nutually agreed upon by BOP and UNI COR

Billings for shop work acconplished by the BOP for UN COR should
i nclude the cost of material and | abor costs, including 11% for
payrol |l benefits. Overhead charges of 2% of |abor cost when

UNI COR supplies the materials and 5% of | abor cost when the BOP
supplies the materials are acceptable charges to be paid by
UNICOR. In addition, UNNCOR will be billed for the use of BOP
vehicles and neals served to i nmates who work regul arly schedul ed
night shifts. Such bills, or invoices, shall be vouchered in the
sanme manner as set forth for other vouchers (see paragraph 104)
except that a Receiving Report is not required. Such paynents
shal | be approved by the Business Manager or his/her designee.

114. SERVI CES PROVI DED BY THE DEPARTMENT OF JUSTI CE

| nvoi ces for services provided to, or goods received by UN COR,
but paid for by the Departnment of Justice (DQJ) are periodically
billed to UNICOR by Consolidated Billings. The anounts billed
represent amounts certified for paynent by DQJ but properly
shoul d be charged to UNICOR  Such bills are vouchered on a FP
Form 1034 as outlined in paragraph 104. Upon receipt, the
accountant shall determne if the charge is proper and prepare
t he voucher. These bills are submtted by DQJ solely to the
Resources Division and do not involve individual Business

O fices. Although no check is disbursed to reinburse DQJ, for
accounting purposes these bills are assigned a voucher and
schedul e nunber as outlined in Section 8507, D sbursenents.

115. | NTER-1 NDUSTRI ES TRANSFERS

Amounts owed by one industry to another within the sane
institution will usually be settled by conplinentary entries in
the accounts of the industry supplying the goods or services and
the industry receiving such goods or services. Billings for
these itens will be made including all pertinent information on
FPI 5 (Inter-Industries Transfer Voucher)
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and al ways accounted for during the sanme nonth. Under no
circunstances will a billing on FPI Form5 remai n open beyond
Septenber 30 of any fiscal year. FPI Form5' s will then be
recorded in the Washi ngton Control Register (Account 97).
Amounts owed by one location to another will be processed as a

transfer billing utilizing FPI Form5. The formw | be
initiated by the billing institution and conpleted by the billed
institution. The FPI Form5 is a nmechanismto bill other

of fices/factories/ institutions for certain expense or costs
transferred between each other. Section 8504 I|nvoicing outlines
more fully the instructions and procedures for preparation and
conpletion of the FPI Form5 and rel ated accounting entries.

116. CLAI M5 AGAI NST | NDUSTRI ES

1. Vendors. Wen advance deci sion or approval by the CGeneral
Accounting O fice (GAO is needed prior to paynent of a vendor's
claim the certifying officer shall submt the original voucher
to the Financial Mnagenent Division with attached supporting
papers and recommendati ons for consideration through the
Department of Justice. Wen a decision is nmade, the original

voucher will be returned for settlenment or cancellation and
advice to the claimant. Paynment w || be acconplished in the sane
manner as for any other voucher. |If GAO issues a certificate of

settlenment instead of returning the original voucher, the
certificate of settlenent should be handled as outlined in GAO
Manual , Titles 4 and 5.

2. Tort (GAO Manual, Title 7). Approved clainms under the Tort
Clainms Act will be on Standard Form 1145 (Voucher for Paynent
under Federal Tort Clains Act). Such vouchers will be prepared
i n Washi ngton and sent to the appropriate field office for
certification and scheduling for paynent. Before paynent, the
signature of the claimnt nust be secured on the original voucher
to relieve the Governnent of further liability.

3. Oher. Settlenent of accounts of deceased or inconpetent
public creditors other than deceased civilian officer and
enpl oyees shall be in accordance with GAO Manual, Title 4.

117. | NMATE PAYROLL VOUCHERS

| nmat e payrolls and i nmate acci dent conpensation shall be
prepared and processed imedi ately followi ng the close of the
month in accordance with the procedures described in Section 8511
Payrol | s.
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118. ADJUSTMENTS ON VENDCR S BI LLI NGS
1. GSA The CGeneral Services Adm nistration (GSA) (per GAO

Manual, Title 7) requires that differences on billings from GSA
(i ncluding Federal Supply Service) resulting fromover or under
deliveries, over or under charges, or errors in extensions or
additions on GSA billings should be handl ed as stated in FPVR,
Subpart 101.26. The entire anount of the invoice should be paid
if the error does not exceed $100.00 a line item Under FPMR,
Subpart 101-40.702-3, transportation type discrepancies not in
excess of $100.00 should not be adjusted. The over or under
charge shoul d be debited or credited to Account 61810, O her
Expense via Journal Entry 9. [If such anbunts are adjusted at a
later tinme, a contra debit or credit should be nade fromthe
anount to Account 61810, offsetting the anmpbunt originally
ent er ed.

2. Commercial Vendors. Errors in extensions or additions on
billings by comercial vendors or failure to bill at all shall be
handl ed as fol | ows:

a. Wen the total of the invoice is incorrect, either
insufficient or excessive, the invoice should be returned to the
vendor for correction, unless it is evident that the vendor has
given a trade discount or reduced the prices. |If the invoice is
excessive, and a firmquote or contract applies, an
adm ni strative deduction may be taken by conpleting FPI Form 62
(Debit Menorandun) as set forth in Section 8507. A copy of this
shoul d be forwarded to the vendor when paynment of his invoice is
made.

b. Wen the vendor bills to recover an all owabl e previous
adm ni strative deduction, such adjustnent should be charged to
Production Expense Control (O her Expense) Account 61810, if
$100.00 or less. If nore than $100. 00, the adjustnent should be
charged to stores, work-in-process or finished goods, providing
the material is still on hand. |If the material has been used or
sol d, adjustnent shall be made to Account 51000, Cost of Sales
Control; Account 16XXX, Construction; or Account 81XXX,

Vocational Training, as may be necessary. *

c. Small nonetary adjustnents of differences in Receiving
Reports and vendor's invoices may be nmade through the appropriate
manuf act uri ng expense account, if less than $25.00 per line item
Any quantity adjustnments should be nade to the stock cards.



8000. 1
Chapt er 8500, CN-31 , Page 8514-19
July 31, 1989

d. Busi ness O fice personnel shall make reasonabl e
efforts, by letter or tel ephone, to secure invoices and
supporting docunents fromvendors and contractors in
order that pronpt paynent may be made of current
legitimate clains for services and supplies furnished
UNI COR pursuant to proper procurenent nethods. |If,
despite these efforts, the vendor fails to bill at all,
t he anount shall be credited to Other Income, Account
74000 after two years from date of establishnment of

liability.
3. Vocational Training (VT). In the VT shops, where no
inventories are maintai ned and charges are nade direct, the
expense accounts shall be charged as billed. In the case of

excess charges by comercial concerns, admnistrative
deductions shall be taken in accordance with preceding
paragraph 2a and charged to Vocational Training, O her
Expense, Account 81810.
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PART |

REPORTS AND STATEMENTS

PREFACE

This section contains reports and statenents which nust be
prepared throughout the year. Certain reports and
statenents prepared in the field wll be for field purposes
only, while others will be forwarded to the Resources
Division. The Resources Division is responsible for
consolidating reports submtted fromthe field as well as
prepari ng other reports.

To keep adjustnents and correspondence to a minimum it is
inperative that all offices be diligent in maintaining
accounts and preparing the required reports and statenents.
Anmount s i ndicated on financial reports nust be supported by
the appropriate general |edger subsidiary or control account
bal ance and itens conmon to nore than one report shall be
cross-checked to ensure the continuity of reports. To
ensure report accuracy cal cul ator tapes shoul d be prepared
before and after the reports have been typed. The Busi ness
Manager wi Il ensure that cal cul ator tapes are prepared and
mai ntai ned with nonthly workpapers that bal ance general

| edger subsidiary accounts to applicable control accounts
and tapes that bal ance general |edger control accounts to
Account 97, Washington Control. All calcul ator tapes shal
be properly annotated with date, appropriate account/source
identification and initials of the staff menber responsible
for the tape. The business manager or his designee at each
| ocation, shall sign all reports furnished to the Resources
Division. The person(s) taking inventory shall bear

evi dence thereon that the original was signed.

Al statenents, unless stated el sewhere in this nanual, are
due in the Resources and/or Product D vision no |later than
the 12th of the nonth follow ng the period covered.

Any delay of the reports beyond the due dates indicated
shall require witten explanati on and advance tel ephone
notice of the delay and cause.
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101. WEEKLY REPORTS AND STATEMENTS

A
1

Weekly Cash Report:

Pur pose - Report provides Corporate Managenent with
current Receivabl es, Payables and Cash Bal ance position
dat a;

Source - Voucher Register, Collection Bill Register,
Account 70, Statenent of Cash Transacti ons;

Due Date - By noon Monday of the foll ow ng week;

Report Medium - Transmit data via APECS transaction
T-955*9 Data may be called in if APECS entry is not
possi bl e due to APECS equi pnent and/or systemfailure.
Sanpl e page 1-22;

Distribution - Transmt data via APECS T-955 to
Resour ces;

Reporting Level - By location;

Responsibility - UN COR Busi ness Manager;

Data nmust be entered in all fields. An "-O" is
requi red when there is no bal ance to be reported.

102. MONTHLY REPORTS AND STATEMENTS

A EP

Form 2 - Comparative Bal ance Sheet:

1

Pur pose - The formreflects the ending bal ance of real
accounts. It is used at the local level to report the
bal ances of a particular factory as of a specific date.
They are consolidated by the Resources Division to show
the cunul ative bal ances of UNICOR as a whole. Thus it
provi des managenent with the status of assets and
[iabilities as of the reporting date. It can be used
by managenent in making decisions related to

oper ati ons;

Source - General Ledger, FPI Form 3, |Inmate Payr ol
Recor ds;

Due Date - By the 12th of the foll ow ng nonth;
Report Medium - Transmt data via APECS transaction

T-960. No typed copy is necessary, unless APECS entry
i's not possible due to APECS equi pnent and/ or system




failure. Sanple pages 1-23 and 1-24.

Distribution - Transmt data to Resources via APECS
T-960. Pencil copy or APECS -print-out to be retained
by originating | ocation. No typed copy need be nuil ed
to Resources unless ASPECS entry is not possible due to
APECS equi pnent and/or system fail ure;

Reporting Level - By factory;
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7. Responsibility -UN COR Busi ness Manager.

FPI FORM 3 - Condensed Statenent of Qperations:

1. Purpose - This statenment presents the financial results
of operations for the nonth, fiscal year-to-date, and
prior year bal ances to a conparable date. The formis
used at the field level to recap activities of a
particular factory. They are consolidated by the
Resources Division to show operations results of the
Product Divisions individually and UNI COR as a whol e.
This statenent is also known as an I ncone Statenent.

It shows the net results of operations, detailing sales
br oken down by material, |abor and overhead costs and
ot her operations inconme and expenses realized during
the period. Distribution of overhead expenses is
detailed in the Overhead Summary and Cost of Sal es and
I nventory information is displayed in the Cost of Sales
Summary. Based on the information contained in these
reports, managenent can meke decisions related to
oper ati ons;

2. Source - Ceneral Ledger, FPI Form 4, FPI Form 51;

3. Due Date - By the 12th of the foll ow ng nonth;

4. Report Medium - Transmit via APECS transaction T-961
No typed copy is necessary unless APECS enter is not
possi bl e due to APECS equi pnent and/or systemfailure.
Sanpl e pages 1-25 and 1-26;

5. Distribution - Transmt data to Resources via APECS
T-961. Pencil copy or APECS print-out to be retained
by originating |l ocation. No typed copy needs to be
mai | ed to Resources unl ess APECS entry is not possible
due to APECS equi pnent and/or systemfail ure;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager.

FPI Form 4 - Sunmary of Expenses:

Account 57, 71, 72

Account 73

1. Pur pose - Account 57, 71, 72 - to provide a detailed

br eakdown of Production Expenses for current nonth,
fiscal year-to-date and for the same period of the
precedi ng year. Accounts 73 - (Central Ofice only) to



provi de detail ed breakdown of Corporate Adm nistrative
Expenses for current nonth, fiscal year-to-date and for
the sane period of the preceding year;

Source - General Ledger;

Due Date - By the 12th of the foll ow ng nonth;
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4. Report Medium - Account 57, 71, 72 - transmt via APECS
transaction T-962 (T-967 for specified locations). No
typed copy is necessary unless ASPECS entry is not
possi bl e due to APECS equi pnent and/or systemfailure.
Account 73 - report will be prepared by Central Ofice
Resources staff on FPI Form 4. Sanple pages 1-27/30;

5. Distribution - Account 57, 71, 72 - transmt data to
Resources via APECS T-962. Pencil copy or APECS
print-out to be retained by originating |location. No
typed copy needs to be mailed to Resources unless APECS
entry is not possible due to APECS equi pnent and/ or
systemfailure. Account 73, original report will be
mai nt ai ned by Resources;

6. Reporting Level - Account 57, 71, 72 - by factory.
Account 73 - Central Ofice only. *Report required for
desi gnated | ocations only;

7. Responsibility - Account 57, 71, 72 - UN COR Busi ness
Manager. Account 73, Chief, Accounting and Property
Managenent in the Central Ofice.

FPI Form 10 - Monthly Conpleted Job Order Report:

1. Purpose - to provide a listing of job orders conpleted
during the nonth and the cunul ative costs for material,
| abor, and overhead charged to each job. As a result,
the overall production efficiency and profit or |oss
pertaining to each job is available for managenent
reviewed and anal ysis. Decisions can be made as to the
need for sales price increases, product |lines to be
featured in obtaining future orders and areas that need
to be inproved to attain production efficiency;

2. Source - FPI Form 9;

3. Due Date - By the 12th of the foll ow ng nonth;

4. Report Medium - FPI Form 10. Sanpl e page 1-31;

5. Distribution - Original to the applicable Product
Di vi sion and copy to be retained by the originating
| ocati on;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager.

FPI Form 51 - Summary of Whrk-In-Process:




Pur pose - To provide a nonthly sunmary of | obs

i dentifying begi nning Wrk-In-Process, charges for the
nmonth, credits for the nonth, and the endi ng

Wor k-1 n- Process;

Source - FPI Form 9, GCeneral Ledger accounts 18.1, 18.2
and 18. 3;
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Due Date - By the 12th of the foll ow ng nonth;

Report Medium - FPI Form 51. Sanpl e page 1-32;

Distribution - Original to the applicable Product
Di vi sion, copy of "Total s" page to Resources and copy to
be retained by the original |ocation;

Reporting Level - By factory;

Responsibility - UN COR Busi ness Manager.

Form 70 - Consoli dated Cash Reconcili ation:

1

6.
7.
G EPI

Pur pose - To provide an overview of nonthly cash
transactions i ncludi ng begi nni ng bal ance, receipts,
di sbursenents, fund transfers and the endi ng cash
bal ance;

Source - General Ledger, Voucher Schedul es, Deposits,

FPI Form 5;
Due Date - By the 12th of the foll ow ng nonth;
Report Medium - FPI Form 70. Sanpl e page 1-33;

Distribution - Original to Resources and copy to be
retained by originating |ocation;

Reporting Level - By factory;

Responsibility - UN COR Busi ness Manager.

Form 78 - Report of Anticipated Obligati ons and

Rei nbur senent s:

1

Pur pose - To provide information which has not yet been
entered into the accounting system specifically

i nformati on on purchase orders to be filled and
custoner orders to be conplete;

Source - FPI Form 79 - Status of Orders Report, Open
Pur chase Orders;

Due Date - By the 12th of the foll ow ng nonth;
Report Medium - Transmt via APECS transaction T-016*.

No typed copy is necessary unless APECS equi pnent
and/or systemfailure. Sanple pages 1-34 and 1-35;




Distribution - Transmt data to Resources via APECS
T-016. Pencil copy or APECS print-out to be retained
by originating location. No typed copy needs to be
mai | ed to Resources unl ess




6.
7.
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8000. 1
Chapt er 8500 , CN-26 , Page 8515.1-6
February 3, 1986

APECS entry is not possible due to APECS equi pnent
and/ or systemfail ure;

Reporting Level - By factory;

Responsibility - UN COR Busi ness Manager;

Form 79 - Status of Order Report:

1

N

o kw0 N

6.
7.
I . EPI

Purpose - To provide a list of work orders in/or
awai ting production as of the |last day of each nonth;

Purpose - To provide a list of work orders in/or
awai ting production as of the |last day of each nonth;

Source - Open work orders;
Due Date - By 3rd of the foll ow ng nonth;
Report Medium - FPI Form 79. Sanpl e page 1-36;

Distribution - Production Division (Oiginal and

a.
copy) _

b. Superintendent of Industries (copy)

C. Fact ory Manager (copy)

d.

e

Factory Accountant (copy)
Quality Control (copy)

Reporting Level - By factory;

Responsibility - Factory Manager.

Form 81 - Report of Vocational and Pre-Industrial

Tr ai ni ng:
1

Pur pose - To report nonthly financial activity rel ated
to vocational training and pre-industrial training.
This formis al so used to request adjustnents and/or
apportionment of funds and/or reapportionnments. Such
requests are to be submtted no later than 30 days
before the end of the quarter involved;

Source - Ceneral Ledger Accounts 66, 75 and 76 and
approved budget for each program as provided by the
Central O fice Education Supervisor;

Due Date - By the 12th of the foll ow ng nonth;

Report Medium - FPI Form 81. Sanpl e page 1-37;




5. Distribution - a Original to Resources

b. Factory Files (copy)

C. I nstitution Education Depart nent
(copy) . .

Regi onal Education Director (copy)

Director of Education C. QO (copy)

® o

6. Reporting Level - By program
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7. Responsibility - UN COR Busi ness Manager. Assistance
may be required fromthe Supervisor of Education.

FPI Form 97 - Washi ngton Control Reqgister:

1. Purpose - To facilitate reconciliation of Account 97*,
Washi ngt on Contr ol

Source - FPI Form 5;
Due Date - By the 12th of the foll ow ng nonth;
Report Medium - FPI form 97. Sanpl e page 1-38;

o kw0 N

Distribution - Original to Resources and copy to be
retained by originating |ocation;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager;

*Report Format - First three colums | abeled 97.2, 97.3 and
97.4 respectively, with remaining colums for accounts nost
frequently used by the factory. Debits are to be recorded
W thout asterisks (*) or parenthesis; credits are to be
desi gnat ed by parent hesi s.

SF 224 - Statenent of Transactions:

1. Pur pose - Serves as a verification device for the
Treasury Departnment to check the accuracy of each
accounting station's nonthly cash collections and
di sbur senent s;

2. Source - Docunents acconplished by U S. Treasury such
as SF 215, 1166, 1098, 1081 and Journal Entries. This
report nust reconcile to General Ledger cash accounts;

3. Due Date By 3rd of the follow ng nonth;

4. Report Medium - SF 224. Sanple page 1-39;

5. Distribution - Electronic transm ssion to Treasury,
copy to Resources, and copy to be retained by
originating |ocation;

6. Report Level - By | ocation;

7. Responsibility - UN COR Busi ness Manager.




L. SF 225 - Report on Obligations:

1. Pur pose - To report gross obligations by object class
to the Departnent of Treasury;

2. Source - Open Purchase Orders, FPI Form GCeneral Ledger
and



cents.
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any additions to Real Accounts 25, 35, and 40;

3. Due Date - By the 12th of the foll ow ng nonth;

4. Report Medium - Transmt via APECS transaction T-018*.
No typed copy is necessary unless APECS entry is not
possi bl e due to APECS equi pnent and/or systemfailure.
Sanpl e pages 1-40 and 1-41;

5. Distribution - Transmt data to Resources via APECS
T-018. Pencil copy or APECS print-out to be retained
at the originating |ocation. No typed copy needs to be
mai | ed to Resources unless APECS entry is not possible
due to APECS equi pnent and/or systemfail ure;

6. Reporting Level - By location;

7. Responsibility - UN COR Busi ness Manager;

*Use "2" as nunber of transactions. Report dollars and

FPI Form 107 - Report of Construction Projects:

1. Pur pose - The report is used to provide current
construction project status information about
construction costs and estimated conpl eti on date;

2. Source - Ceneral Ledger and various register. This
report nust reconcile to General Ledger Account 35;

3. Due Date - By the 12th of the foll ow ng nonth;

4. Report Medium - FPI Form 107. Sanpl e page 1-42;

5. Distribution - Original to Resources and copy to be
retained by originating |ocation;

6. Reporting Level - By location;

7. Responsibility - UN COR Busi ness Manager. |nput from
the Institution Facilities Manager and the Construction
Representative may be beneficial in the preparation of
this report.

FPI Form 108 - Cash Forecast:

1. Pur pose - To provide Corporate Managenment with an

accurate projection of cash requirenents for a six week
peri od;



4.

Sour ce -

Revi ew of expected expenditures and receipts;

Due Date - By the 5th of the foll ow ng nonth;

Report Medium - FPI Form 108. Sanpl e page 1-43;
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5. Distribution - Original to Resources and copy retained
by originating | ocation;

6. Reporting Level - By location;

7. Responsibility - UN COR Busi ness Manager.

O Data for Product Divisions:

1. Pur pose - To provide Product Divisions with information
that was on manually typed reports but is not avail able
on the automated reports (APECS)

2. Source - Collection Bill Register, General Ledger,
| nmat e Payroll records and Monthly Financial Reports;

3. Due Date - By the 12th of the foll ow ng nonth;

4. Report Medium - Transmt via APECS transaction T-984*.
No typed copy is necessary unless APECS entry is not
possi bl e due to APECS equi pnent and/or systemfailure.
Sanpl e page 1-44;

5. Distribution - Transmt data to the Division termnals
and/or printers noted below via APECS T-984. No typed
copy is necessary unless APECS entry is not possible
due to APECS equi pnent and/or systemfail ure;

a. | nformati on Systens Division WCOC1,
WCOC2, WCOCP
b. Resources Divi sion WCCEL
WCOE2, WCOEP
C. El ectronics Division WCOB1
WCOBP
d. Dat a/ Graphi cs Divi sion WCOAL,
WCOAP
e. Met al and Wbod Products Division WAPB1,
\WAPBP
f. Textil e/ Leat her Division WCOD1,
WCODP
6. Reporting Level - By location;
7. Responsibility - UN COR Busi ness Manager;

* Data is transmtted directly to designated term nal and/or
printer by pressing "enter". Call in corrections or
resubmt corrected report, data is not stored and no
corrections are possible on reports previously transmtted.



P. Monthly Narrative Report to Corporate Managenent:

1

Pur pose - To provide Corporate Managenment with
consistent and uniformnarrative pertaining to the
results of factory operations and correspondi ng
busi ness office activity;

Source - Business office and factory financial and
production records. APECS down tine |logs. Local
mont hly financial reviews and di scussions;

Due Date - By the 20th of the follow ng nonth
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4. Report Medium - Standardi zed format, Monthly Narrative
Report to Corporate Managenent. Sanpl e pages 1-45/49;

5. Distribution - Three copies, addressed to the Associate
Commi ssioner, are to be forwarded to Resources for
further distribution;

6. Reporting Level - By factory;

7. Responsibility - The Superintendent of Industries is
required to sign each narrative report.

103. QUARTERLY REPORTS AND STATEMENTS

A. Report on Status of Accounts and Loans Recei vable Due from
the Public. SF-220 Schedule 9 (Condensed):

1. Pur pose - To sunmari ze accounts receivable for
consolidated report to the Departnment of Justice;

2. Source - Collection Bill Register:

3. Due Date - By the 12th day follow ng the cl ose of each
quarter;

4. Report Medium - SF-220, Schedule 9 (Condensed)*.
Sanpl e page 1-50;

5. Distribution - Original to Resources and copy to be
retained by originating |ocation;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager;

*Begi nni ng bal ance nmust equal Account 10. 3 begi nni ng
bal ance. Do not include receivables from other governnent
agencies on the report.

B. SF 279 - Individual Contract Actions Report (Over $10,000):

1. Pur pose - to report procurenent information on
contracts of over $10, 000;

2. Source - Procurenent Records

3. Due Date - By the 12th day follow ng the cl ose of each
quarter;

4. Report Medium - SF-279. Sanple page 1-51,;



Distribution - Oiginals to Resources Procurenent
Section and copies to be retained by originating
| ocati on;

Reporting Level - Per contract over $10, 000:;

Responsibility - UN COR Busi ness Manager.
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SF 281 - FPDS - Summary of Contract Actions of $10,000 or

C.
| ess:

1. Pur pose - to report procurenent information on
contracts of $10,000 or |ess;

2. Source - Procurenent Records;

3. Due Date - By the 12th day follow ng the cl ose of each
quarter;

4. Report Medium - SF-281. Sanple page 1-52;

5. Distribution - Oiginal to Resources Procurenent
Section and copy to be retained by originating
| ocati on;

6. Reporting Level - By location;

7. Responsibility - UN COR Busi ness Manager.

D. FPI Form 109 - Schedul e of accounts payabl e:

1. Pur pose - To sunmari ze accounts payable for a
consolidated report to the Departnment of Justice;

2. Source - Analysis of Accounts Payabl e;

3. Due Date - By the 12th day follow ng the cl ose of each
quarter;

4. Report Medium - FPI Form 109. Sanpl e page 1-53;

5. Distribution - Original to Resources and copy to be
retained by originating |ocation;

6. Reporting Level - By location;

7. Responsibility - UN COR Busi ness Manager.

E. |FAM S - Cash Managenent and Travel Data for DQJ:
1. Pur pose - To report interimcash managenent and travel

information to DQJ. Data is used to satisfy OVB and
GAO reporting requirenents;

2. Source - Ceneral Ledger, Travel Vouchers, Voucher
Schedul es;

3. Due Date - By the 12th day follow ng the cl ose of each



quarter;

4. Report Medium - Transmt via APECS transaction T-911
Call in data if APECS entry is not possible due to
APECS equi pnent and/or systemfailure. Sanple page
1- 54;

5. Distribution - Transmt data to Resources via APECS
T-911. After entering data in APECS, press enter and
data w ||




6.
7.
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automatically be transmtted to Resources. Call data
into Resources if APECS entry is not possible due to
APECS equi pnent and/or system failure. Maintenance of
data at originating location is not required;

Reporting Level - By location;

Responsibility - UN COR Busi ness Manager.

104. SEM - ANNUAL REPORTS AND STATEMENTS

A FP

o kw0 N

Form 4 Summary of Expenses:
Account 66*, 75, 76*

Pur pose - To provide a detail ed breakdown of expenses
incurred for the foll ow ng accounts;

Pre-industrial Training Control (66)
Vocational Training Control - Permanent Progranms (75)
Vocational Training Control - Experinmental Prograns(76)

Source - General Ledger;
Due Date - by the 12th of April and Cctober;
Report Medium - FPI Form 4. Sanple pages 1-27/30;

Distribution - Original to Resources and copy to be
retained by originating |ocation;

Reporting Level - By location. *Report required for
each program

Responsibility - UN COR Busi ness Manager.



105.
A

1- 56;
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ANNUAL REPORTS AND STATEMENTS

FPI Form 1l - Trial Bal ance;

1. Pur pose - To provided an annual report of general
| edger accounts and sub-account bal ances. Report is
used by Resources to devel op consolidated financi al
statenents for formal Annual Report footnotes, and for
triennial audit by the General Accounting Ofice (GAO;

2. Source - General Ledger;
3. Due Date- By Cctober 12th;

4. Report Medium - FPI Form 1. Sanple pages 1-55 and

5. Distribution - Original to Resources, and a copy to be
retained by originating |ocation;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager;

Not e: Openi ngs bal ances nmust agree with the previous year's
endi ng bal ances. Debits and Credits during the year are to
be recorded for control accounts only. Sub-accounts are to
be listed for the accounts (expense) for which an FPI Form 4
Summary of Expense is not required.

FPI Form4 - Summary of Expense:

1. Pur pose - To show annual expense incurred for

Mai nt enance (61), Quality Assurance (61), Warehouse
(62), Business Ofice (63) and Gt her (65);

Source - General Ledger;

Due Date - By Cctober 12t h;

Report Medium - FPI Form 4. Sanple pages 1-27/30;

o kw0 N

Distribution - Original to Resources, copy to
appropriate departnent, division or staff function and
copy to be retained by originating |ocation;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager.




C. FPI Form 110 - Analysis of OGher |ncone:

1. Pur pose - Provides analysis of M scell aneous Sal es
(53.1), Cost of Mscellaneous Sales (53.2), Oher
I ncone (53.3) and Recapture of Donated Property Expense
(53.4);
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2. Source - General Ledger;

3. Due Date - By Cctober 12t h;

4. Report Medium - FPI Form 110. Sanpl e page 1-57;

5. Distribution - Original to Resources and copy to be
retained by originating |ocation;

6. Reporting Level - By location;

7. Responsibility - UN COR Busi ness Manager.

FPI Form 111 - Analysis of Machinery and Equi pnent:

1. Pur pose - To provide a summary of Machi nery and
Equi prent actions during the fiscal year;

2. Source - Ceneral Ledger, Report of Survey, FPI Form 13
Equi prent Car d;

3. Due Date - By Cctober 12th;

4. Report Medium - FPI Form 111. Sanpl e page 1-58;

5. Distribution - Original to Resources and copy to be
retained by originating |ocation;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager.

FPI Form 112 - Analysis of Building and | nprovenents:

1. Pur pose - to provide a summary of Buil ding and
| mprovenent actions during the fiscal year;

2. Source - Ceneral Ledger, Report of Survey, FPI Form 13
Equi prent Car d;

3. Due Date - By Cctober 12t h;
4. Report Medium - FPI Form 112. Sanpl e page 1-59;

5. Distribution - Original to Resources and copy to be
retained by originating |ocation;

6. Reporting Level - By factory;




7. Responsibility - UN COR Busi ness Manager.
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F. FPI Form 113 - Analysis of Construction:

1 Pur pose - To provide a summary of construction actions
during the fiscal year
Source - General Ledger;
Due Date - By Cctober 12t h;

Report Medium - FPI Form 113. Sanpl e page 1-60;

o kw0 N

Distribution - Original to Resources and copy to be
retai ned by
originating |ocations;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager.

G FPI Form 114 - Analysis of Prepaid and Deferred Expenses:

1. Pur pose - To identify Account 40 itens and indicate
anounts anortized during the fiscal year

Source - General Ledger;
Due Date - By Cctober 12t h;

Report Medium - FPI Form 114. Sanple page 1-61

o kw0 N

Distribution - Original to Resources and copy to be
retai ned by
originating |ocation;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager.

H FPl Form 115 - Sunmmary of I nmate Industrial Pay:

1. Pur pose - To provide a sumrary of discretionary
conpensation paid to inmates (includes direct and
i ndirect |abor and acci dent conpensation);

2. Source - Ceneral Ledger, FPI Form 4, |nmate Pay
Recor ds;

3. Due Date - By Cctober 12th;



Report Medium - FPI Form 115. Sanple page 1-61

Distribution - Original to Resources and copy to be
retained by originating |ocation;

Reporting Level - By factory;
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Responsibility - UN COR Busi ness Manager.

|. GSA Form 1166 - Annual Report of Real Property Omed by the

United States Governnent:

1

6.
7.

Pur pose - Report is utilized by GSA in the preparation
of annual reports required for nmaintenance and
publication of real property inventories owned by and
| eased to the United States Governnent as of Septenber
30 each year. Data utilization

a. Provi des centralized source of data on Federa
Real Property hol di ngs;
b. Achi eves nost effective control and econom ca
Governnent-wi de utilization of avail able property;
C. Facilitates disposal of surplus property;
d. Provi des basis for intelligent evaluation and

apprai sal of budgetary requirenents;

e. Est abl i shes a reference for answering inquiries
from Congress press, trade associ ations,
educational institutions, federal, state and | ocal
gover nment agencies and the general public;

Source - FPI Form 13, Equi pnent Card,;

Due Date - By Cctober 12t h;

Report Medium - GSA Form 1166. Sanpl e pages 1-63 and

Distribution - Oiginal and copy to Resources and copy
to be retained by originating |ocation. Resources
consolidates and forwards to GSA;

Reporting Level - By location;

Responsibility - UN COR Busi ness Manager.

J. SF-82 - Agency Report of Mtor Vehicle Data:

1

Pur pose - To provide the Justice Managenent Division
with a listing of the nunber and type of vehicles owned
or | eased by Federal Governnent agencies;

Source - FPI Form 13, Equi pnent Card;



Due Date - By Cctober 12t h;
Report Medium - SF 82. Sanpl es pages 1-65 and 1-66;

Distribution - Oiginal and copy to Resources and copy
to be retained by originating |ocation. Resources
consol i dates and




6.
7.
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forwards to GSA;

Reporting Level - By location;

Responsibility - UN COR Busi ness Manager.

K. SF-121 - Annual Report of Utilization and Di sposal of

Sur pl us Personal Property:

1

Pur pose - To consolidate fiscal year disposa

i nformati on;

2
3
4.
5

L. EPI

Source - FPI Form 13, Reports of Survey;
Due Date - By Cctober 12t h;
Report Medium - SF-121. Sanple pages 1-67 and 1-68;

Distribution - Oiginal and copy to Resources and copy
to be retained by originating |ocation. Resources
consolidates and forwards to GSA;

Reporting Level - By location;

Responsibility - UN COR Busi ness Manager.

Form 116 - Mbde of Transportation Report:

o kw0 N

7.
M EP

Pur pose - To provide the Justice Managenent Division
with information about the cost of various nodes of
transportation;

Source - Travel Vouchers (Tenporary duty and PCS)
Due Date - By Cctober 12t h;

Report Medium - FPI Form 116. Sanpl e pages 1-69;

Distribution - Original to Resources and copy to be
retained by originating |ocation;

Reporting Level - By location;

Responsibility - UN COR Busi ness Manager.

Form 117 - Schedul e of Idle Machi nery and Equi pnent:

1

Pur pose - To provide Corporate Managenment with a
directory of idle machinery and equi prment;



4.

Sour ce -

Due Date -

FPI

Form 13, Equi pnent Card,;

By Cctober 12th;

Report Medium - FPI Form 117. Sanpl e pages 1-70;
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Distribution - Original to Resources and copy to be
retai ned by originating | ocation;

Reporting Level - By location;

Responsibility - UN COR Busi ness Manager.

N. Inventory Certification:

FPI
FPI
FPI

Form 118 - Schedul e | I nventory Certificate
Form 119 - Schedule 11 Summary of Inventories
Form 120 - Schedule 111 I nter-Industries

| nventory Itens

FPI

FPI

2.
3.
4

page 1-71;

Fornms 121 - Schedule IV Summary of Excess and
bsol ete I nventory -Raw
Mat eri al and Supplies
Fornms 122 - Schedule V Summary of Excess and
bsol ete Inventory -
Fi ni shed Goods

Pur pose - To certify inventory conposition, dollar

val ue and cost determ nation basis. Schedule I

i ndi cates dates of physical inventories, inventory

adj ustnents and fiscal year end inventory bal ances.
Schedules I'l1l, 1V and V report pertinent information
about Inter-industry and Excess and Absolute Inventory;

Source - FPI Form 63, Ceneral Ledger;
Due Date - By Cctober 12t h;

page 1-72;

Report Medium - FPI Form 118 - Schedule I. Sanple
FPI Form 119 - Schedule Il. Sanple
FPI Form 120 - Schedule I11.

Sanpl e page 1-73;

FPI Form 121

Schedule 1V. Sanpl e

page 1-74;

FPI Form 122 Schedul e V. Sanpl e

page 1-75;

5.

6.
7.
O EPI

Distribution - Original to Resources and copy to be
retained by originating |ocation;

Reporting Level - By factory;

Responsibility - UN COR Busi ness Manager.

Form 123 - Sunmmary of Debits and Credits to Oher




Accounts:

1.

o ke w0 DN

Pur pose - To provide summary of debits and credits to
ot her accounts for DQJ and GAO auditors;

Source - General Ledger;
Due Date - By Cctober 12t h;

Report Medium - FPI Form 123. Sanpl e page 1-76;

Distribution - Original to Resources and copy to be
retai ned by originating | ocation;
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Reporting Level - By factory;

Responsibility - UN COR Busi ness Manager.

106. OTHER REPORTS AND STATEMENTS

A EP

Form 63 - Report of Inventory:

1

6.
7.
B. EPI

Purpose - Miulti-purpose formutilized for summari zati on
and reconciliation of all material inventories. FP
Form 63 is used in conjunction with FPI Form 63A,

Report of Differences in Inventory and FPI Form 63B,
Report of (bsol ete, Excess and Slow Mwving Itens. All
three forms (63, 63A and 63B) are required for each
physi cal inventory of materials (raw nmaterials and
supplies, finished goods and work-in-process).
Additionally, the report is used for certification,

i nventory bal ance substantiation and nonetary val ue and
as support docunentation when inventory record

adj ustnents are necessary to correct nonetary or
guantity errors detected during the physical count.
Report also acts as an internal control over assets
(materials);

Source - Physical Inventory, General Ledger;

Due Date - Wthin 30 days after date of physical
i nventory;

Report Medium - FPI Form 63. Sanpl e page 1-77;

Distribution - Original to Resources, copy to
appl i cabl e Product Division and copy to be retai ned by
originating |ocation;

Reporting Level - By factory, by inventory;

Responsibility - UN COR Busi ness Manager.

Form 63A - Report of Differences in Inventory:

1

Pur pose - To report difference (over and short)
detected during a physical inventory of material. Used
in conjunction with FPI Form 63. Report also acts as
an internal control over assets (materials);

Source - Physical Inventory, APECS |Inventory Records;

Due Date - Wthin 30 days after date of physical
i nventory;



Report Medium - FPI Form 63A. Sanpl e page 1-78;

Distribution - Original to Resources, copy to
appl i cabl e Product Division and copy to be retai ned by
originating |ocation;

Reporting Level - By factory, by inventory;

Responsibility - UN COR Busi ness Manager.
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C. FPI Form 63B - Report of (Obsol ete, Excess and Sl ow Mvi ng

| tens:

1. Pur pose - To identify obsolete, excess and sl ow noving
inventory itens and to recommend and justify retention
or disposal of itens identified. Report also acts as
an internal control over assets (materials);

2. Source - Review of APECS inventory records;

3. Due Date - Wthin 30 days after date of physical
i nventory;

4. Report Medium - FPI Form 63B. Sanpl e page 1-79;

5. Distribution - Original to Resources, copy to
appropriate Product Division and copy to be retained by
origination |ocation;

6. Reporting Level - By factory, by inventory;

7. Responsibility - UN COR Busi ness Manager.

FPI Form 67 - Annual | nventory Machinery and Equi pnent:

1. Pur pose - To report capital asset hol dings of machinery
and equi pment. Report verifies physical existence of
machi nery and equi pnment and supports the CGeneral Ledger
Machi nery and Equi prent account. Report also acts as
an internal control over capital assets;

2. Source - Physical Inventory, FPI Form 13, GCeneral
Ledger;

3. Due Date - By Cctober 12t h;
4. Report Medium - FPI Form 67. Sanpl e page 1-80;

5. Distribution - Original to Resources and copy to be
retained by originating |ocation*;

6. Reporting Level - By factory;

7. Responsibility - UN COR Busi ness Manager;

*Not e: | nvent ory per Accounting Manual, Page 8508. 2- 14
paragraph 218. For inventories required due to transfer of
responsi bl e enpl oyee (page 8508. 2-15, paragraph 220) use FP
Form 67, retain original at location and do not submt copy
t o Resources.



Dai ly Cash Report:

1. Pur pose - to provide Corporate Managenent with daily
recei pt and di sbursenent information from sel ected
| ocations to facilitate the cash managenent deci sion
maki ng process;

2. Source - Collection Bill Register, Voucher Schedul es;
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Due Date - Daily;

Report Medium - Transmit data via APECS transaction
T-958. If APECS entry is not possible due to APECS
equi pnent and/or systemfailure, call in data. Sanple
page 1-18;

Distribution - Transmt data to Resources via APECS
T-958. If APECS entry is not possible due to APECS
equi pnent and/or systemfailure, call data in to
Resour ces;

Reporting Level - By designated | ocation;

Responsibility - UN COR Busi ness Manager;

Met hod and Forns for Tax Wthhol ding on PCS Myve:

1

Pur pose - To properly w thhold and record w t hhol di ng
of Federal and State taxes on PCS noves;

Source - PCS Voucher docunentation;
Due Date - Sane nonth PCS voucher is settled;
Report Medium - SF-224. Sanpl e page 1-39;

SF-1081. Sanpl e page 1-83;
DQJ-412. Sanpl e page 1-82;

Distribution - SF-224 Normal distribution to Treasury.
Originals of DOJ Form 412 and SF-1081 (all copies) to
DQJ payroll section. Submt cover neno to DQJ Payr ol
with DQJ Form 412 and SF-1081. Maintain file for DQJ
Form 412 and file copy of SF-1081 returned from DQJ
payroll w th appropriate SF-224;

Reporting Level - By location;

Responsibility - UN COR Busi ness Manager.




T- 955 Weekly Cash Report 8000. 1
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WEEKLY CASH REPORT
DCOLLARS | N THOUSANDS

LOCATI ON CASH
WEEK ENDED ACCOUNTS RECEI VABLE
ACCOUNTS PAYABLE
| NVATES ASSI GNED LAST A/'B 90 DAYS OVERDUE
DAY OF MONTH: (120 DAYS FROM
| N\VO CE DATE)
| NSI DE CAMP
IN TRANSI T -  FROM
WASHI NGTON
PART- TI ME | NVATES ASS| GNED: TO
WASHI NGTON

| NSI DE CAVP
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COMPARATI VE BALANCE SHEET



FPI Form 2

| -960

APECS For nmat
(12-1-85)

FEDERAL PRI SON | NDUSTRI ES, | NC.
COMPARATI VE BALANCE SHEET

( FORM 2)

D VI SI ON M
I NSTI TUTI ON LO
- - ASSETS- -
CASH .
ACCOUNTS RECEI VABLE . . .
| NVENTORY:  FI NI SHED GOODS .
WORK | N PROGRESS . .
MATERI ALS AND SUPPLI ES
000778490. 75
MACHI NERY AND EQUI PMENT

LESS: ACCUMULATED DEPRECI ATl ON

000212219. 70
BUI LDI NG AND | MPROVEMENTS

LESS: ACCUMULATED DEPRECI ATl ON

000254410. 21
CONSTRUCTION . .
DEFERRED AND PREPAI D EXPENSES .
ALLON FOR OBSOLETE INV. RM & S
- 000013562. 41
TOTAL ASSETS .

8000. 1
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Page 8515. 1-24
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FOR PERI GD ENDI NG 8510

000105520.
000519693,

000598875.
000386656.

000378595.
000124185.

PLANT FT
000103459. 33
000430033. 04
000153276. 85
52

96
26

41
20

000013723. 86
000000000. 00

001778774. 48



FPI Form 3 8000. 1
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CONDENSED STATEMENT OF OPERATI ONS



FPI Form 3 8000. 1
| -961 Chapt er 8500
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( -1-85) Page 8515. 1-26
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FEDERAL PRI SON | NDUSTRI ES, | NC.
CONDENSED STATEMENT OF OPERATI ONS
(FORM 3)
DI VI SION M FOR PERI OD ENDI NG 8510
PLANT FT | NSTI TUTI ON LO
MONTH
NET SALES:
OTHER GOVERNMENT AGENCI ES, NET . 000320930. 90
UNI COR, NET . . : : 000000000. 00
TOTAL SALES 000320930. 80
COST TO MANUFACTURE:
DI RECT MATERI AL 000130149. 30
DI RECT LABOR . . . 000011088. 38
APPLI ED OVERHEAD . . . 000061540. 51
WORK | N PROCESS, BEG NNING . . : 000223973. 73
LESS: WORK | N PROCESS, ENDI NG . 000105520. 38
COST TO MANUFACTURE : 000321231. 54



FPI Form 4
(12-1-85)

SUMVARY OF EXPENSE
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FPI Form 4
T-962

APECS For nmat
(12-1-85)

- PLANT CODE- LOFT- FOR PERI GD 8509- FORM 4-
. 0. SALARI ES, Cl VI LIAN

.. PERVANENT POSI TIONS . .

.2 OTHER THAN PERMANENT . .

.3 OTHER PERSONNEL COMPENSATI ON .
.4 CONTI NGENT ANNUAL LEAVE

. 02 PERSONNEL BENEFI TS

. 03 I NCENTI VE AWARDS:

.1 CVILIAN .

.2 | NMATES . .

.04 CONTRACT SERVI CES . .

.05 LABCR, | NDI RECT | NVATE:

.1 REGULAR . Coe

. 2 OVERTI ME .

.3 OTHER . .

.06 REI MBURSABLE SALARI ES .

. 07 EMPLOYEE DEVELCOPMENT:

.1 CVILIAN . Coe

.2 | NMATE . .

.3 | NVATE SCHOLARSHI PS . .

. 08 ACCI DENT COVPENSATI ON:

.1 CVILIAN . : :

.2 | NMATE . .

.09 SPECI AL CLOTHI NG

.10 SPECI AL MEALS . . .

.11 EXPERI MENTAL EXPENSE

.12 GRADE AND TESTING . . . :
.13 | NVENTORY OVERAGE/ SHORTAGE
. 14 DAMAGED/ OBSOLETE | NVENTORY
.15 I NDI RECT MATERI ALS :
.16 FACTORY SUPPLI ES .

.17 MACHI NERY REPAI RS .

.18 BU LDI NG REPAIRS . .

.19 M NOR EQUI PVENT AND TOOLS . . :
. 20 DEPRECI ATI ON, MACHI NERY AND EQUIPNENT.

.21 DEPRECI ATI ON, BUI LDI NG AND | MPROVEMENTS

.22 AMORTI ZATION . .

.23 RENTS AND ROYALTIES .

. 24 VEH CLE OPERATI ON .

25 UTILITIES . . . .

. 26 COVMUNI CATI ON .

. 27 BAD DEBT

. 28 TRAVEL:

.1 REGULAR TRAVEL . .

.2 PERVANENT CHANGE OF STATI ON- BENEFI TS .
. 3 PERVANENT CHANGE STATI ON- TRAVEL
. 4 TRANSPORTATI ON AND STORAGE

8000. 1
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MONTH

15827. 71
. 0.00
404. 78
3677. 96
2353. 14

. 0.0
0. 00
64. 25

496. 74
588. 24
1276. 01

0. 00



.5 TRAINING TRAVEL . . S -4,
.29 FREI GHT, EXPRESS AND PARCEL POST . . . . . . . . . . 270.
. 30 TRANSPORTATI ON BI LLED TO CUSTOMERS . . . . . . . . . . O.
.31 PACKAG NG AND SHIPPING . . . . . . . . . . . . . . . 4714,
.32 SAMPLES . . . . . N o}
. 33 OFFI CE:
1 SUPPLIES AND STATIONERY . . . . . . . . . . . . . . . 1000.
2 POSTAGE . . o )
.3 PRI NTI NG AND DUPLI CATI NG . 0.
.4 EQU PMENT RENTAL . . . 172.
5 COMPUTER LI NE TELEPHONE CHARGES 102.
. 6 COVPUTER/ OFFI CE MACHI NE REPAIR . 0.
.34 PUBLICATIONS . . . . . . 0.
.35 | NTEREST PAID . 0.
.36 DI SCOUNTS LOST 0.
.37 OTHER . . . 0.
.38 SPECI AL ( CLEARI NG ACCOUNT) 0.
.39 MACHI NERY AND EQUI PMENT - VT . . 0.
.40 BUI LDI NGS AND | MPROVEMENTS - VT . 0.
.41 MARKETI NG AND SELLI NG . . 0.
o 0.
N o )
TOTAL EXPENSE . . . . . . « . . v v v v v v . . . . . . . 5076



FPI Form 4

T- 967

APECS For mat

Speci fied Locations

8000. 1

Chapt er 8500

CN- 26

Page 8515. 1-29
(Page 1 of 2)
February 3, 1986

FOR PERI GD ENDI NG 8510

(12-1- 85)
FEDERAL PRI SON | NDUSTRI ES, | NC.
SUMMARY OF EXPENSE ( FORM 4)
DI VISION M
PLANT FT

10. 00 SALARI ES, ClVILIAN
10110 PERVANENT POSI TIONS . .
10120 NON- PERMANENT POCSI TI ONS
10121 TEMPCORARY .
10122 PART-TI ME . .
10123 | NTERM TTENT

10130 OTHER PERSONNEL coviDENSATl ON

10131 OVERTIME . .
10132 NI GHT DI FFERENTI AL
10133 OTHER . . .

10140 CONTI NGENT ANNUAL LEAVE
10200 PERSONNEL BENEFI TS .
10300 CONTRACT SERVI CES

10310 SPECI ALI STS

10320 OTHER . .

10400 REI MBURSABLE SALARIES . .
10500 LABCOR, | NDI RECT, | NVATE

10510 REGULAR . .

10520 OVERTI ME .

10530 OTHER . .

10600 | NCENTI VE AWARDS

10610 Cl VI LI AN .

10620 | NVATE . .

10630 | NVATE SCHOLARSHI PS
10700 EMPLOYEE DEVELOPMENT

10710 CI VI LI AN .

10720 | NVATE . .

10800 ACCI DENT COMPENSATI ON

10810 ClI VI LI AN . oo

10820 I NMATE . . .

10900 UNEMPLOYNMENT COMPENSATI ON .
20100 REGULAR TRAVEL
20110 ASSI STANCE VI SITS .
20120 TRADE SHOWS . . .
20130 ADVI SORY MEETI NG
20140 OTHER . . .

20200 TRAI NI NG TRAVEL
20120 UNI COR

20211 APECS TRAI NI NG

20212 CONFERENCE . .
20213 FAM LI AR ZATI ON -

| NSTI TUTI ON LO

000017808. 27

000000000. 00
000000000. 00
000000000. 00

000001249. 26
000000000. 00
000000000. 00
000000000. 00
000002702. 35

000000080. 00
000000064. 35
000000000. 00

000001162. 69
000000226. 24
000000819. 10

000000000. 00
000000050. 00
000000000. 00

000000000. 00
000000000. 00

000000000. 00
000000000. 00
000000000. 00

000000000. 00
000001157. 06
000000000. 00
000000000. 00

000000000. 00
. -000000002. 00
' NEW EMPLOYEE  000000000. 00



20214 OTHER UNNICOR . . . . . . . . . 000000380.
20220 GSA TRAINNNG COURSES . . . . . . . 000000000.
20230 OTHER TRAINING . . . . . . . . . . 000000000.

20300 PCS EXPENSES

20310 GENERAL PCS EXPENSES . ..000000000.
20320 PCS TRAVEL TO REPORT TO DUTY STATI ON 000000000.

20330 REAL ESTATE

20331 RELOCATI ON SERVI CES . . ..000000000.
20332 OTHER REAL ESTATE TRANSACTI ONS 000000000.

20340 PCS TRANSPORT AND STCORAGE OF HH GOCDS

20341 TRANSPORTATION OF HH GOODS . . 000000000.
20342 STORAGE OF HH GOCDS . .. 000000000.
20350 RELOCATI ON | NCOVE TAX ALLOWANCE . .  000000000.
30100 MATERI ALS AND SUPPLI ES
30110 I NDI RECT MATERIALS . . . . . . . . . . . 000004060.
30120 SUPPLIES . . . .« . .« . . . . . . . . 000002928.
30200 | NVENTORY/ PROPERTY
30210 FI XED ASSETS OVER /SHORTAGE . . . . . . 000000000.
30220 DAVAGED/ OBSCLETE PROPERTY
30221 RAWMATERIALS . . . . . . . . . . . 000000213.
30222 SUPPLIES . . . . . . . . . . . . . 000000000.
30223 FINNSHED Godbs . . . . . . . . . . 000000000.
30224 FIXED ASSETS . . . . . . . . . . . 000000000.

30300 GRADI NG TESTI NG SAMPLES

30310 GRADI NG AND TESTING . . . . . . . . . . 000000000.
30320 SAMPLES . . . . . . . . . . . . . . 000000000.



FPI Form 4

T- 967

APECS For mat

Speci fied Locations
(12-1-85)

30400 M NOR EQUI PMENT/ MACHI NERY REPAI R
30410 PURCHASE OF M NOR EQUI P/ TOOLS

8000. 1

Chapt er 8500

CN- 26

Page 8515. 1-30
(page 2 of 2)
February 3, 1986

000003580. 75

30420 REPAI RS TO CAPI TALI ZED M AND E - OPERATI NGD00001286. 57
30430 REPAI RS TO CAPI TALI ZED M AND E - NON OPERATDWEO0000. 00

30440 NON- CAPI TALI ZED M AND E REPAI RS
30500 BUI LDI NG REPAI RS Ce e
30600 UTILITIES . . .
30710 DEPRECIATICN MAND E

30711 DEPRECI ATI O\, PURCHASED M AND E

30712 DEPRECI ATI ON, DONATED M AND E
30720 DEPRECI ATI ON, B AND | Coe
30800 EXPERI MENTAL EXPENSE . .
30900 AMORTI ZATI ON OF DEFERRED EXPENSE
31000 RENTS AND ROYALTIES . . : .
31100 MAI NTENANCE AGREEMENT . .
31200 TRASH DI SPOSAL/ DUMP CHARGES .
35000 OTHER GENERAL OPERATI NG EXPENSE .
40100 SHI PPI NG COST BI LLED TO CUSTOVER . .
40200 SHI PPI NG COST NOT BI LLED TO CUSTOVER .
40300 OTHER FREI GHT, EXPENSE AND PARCEL POST
40400 PACKI NG AND SHI PPI NG EXPENSE :
40500 VEHI CLE OPERATI ONS

40510 OPERATI NG EXPENSE . .

40520 MAI NTENANCE AND REPAI RS

40530 VEH CLE RENTALS :
50000 OFFI CE EXPENSES

50100 SUPPLI ES AND STATI ONERY

50200 PCSTAGE . .

50300 PRI NTI NG AND DUPLI CATI ON .

50400 EQUI PMENT RENTAL . .

50500 PERSONAL COMPUTER EXPENSES .

50600 PUBL| CATI ONS, SUBSCRI PTI ONS AND DUES .

60000 COMVUNI CATI ON EXPENSES
60100 PHONE CHARGES
60110 FTS . . .
60120 COWERCI AL . .
60200 COVPUTER LI NES TELEPHONE CHARGES .
60300 TELEX MAI NTENANCE AND REPAI RS
60400 OTHER . . Ce e e
70100 SPECI AL CLOTHI NG
70200 SPECI AL MEALS .
70300 | NTEREST PAID . .
70400 DI SCOUNTS LGSTS
70410 GOVERNMENT REGULATI ONS
70420 OTHER . . .
70500 MARKETI NG SELLI NG EXPENSE
70510 MARKETI NG SELLI NG EXPENSE

000000022. 00
000000000. 00
000002199. 35

000002882. 13
000000000. 00
000000757. 19
000000000. 00
000000000. 00
000000774. 40
000000000. 00
000000000. 00
000000000. 00
000000000. 00
000000000. 00
000000483. 35
000001046. 30

000000125. 00
000000000. 00
000000177. 30

000000108. 76
000000000. 00
000000000. 00
000000154. 63
000000000. 00
000000000. 00

000000000. 00
000000000. 00
000000077. 06
000000000. 00
000000000. 00
000000625. 00
000000000. 00
000000000. 00

000000000. 00
000000000. 00

000000000. 00



70520 ADVERTI SI NG EXPENSE
70530 TRADE SHOW EXPENSE . .
70540 DESI GN LAYOQUT EXPENSE
70550 PRI NTI NG EXPENSE .
70600 BAD DEBT EXPENSE
80100 OTHER EXPENSES . .
80200 SPECI AL ( CLEARI NG ACCCUNT) :
80300 QUALI TY | MPROVEMENT PROGRAM . .
80400 ADP CHARCES ( CENTRAL OFFI CE CNLY) .o
80500 AUDI T EXPENSES ( CENTRAL OFFI CE ONLY)
80510 I NTERNAL AUDI TS . . oo
80520 DEPARTMENT OF JUSTI CE ADJUST
80530 GAO AUDITS . . . . . .
80600 CONTRACTI NG EXPENSE .
TOTAL EXPENSE .

DATA ACCEPTED FOR ACCTS 70. 00- 70600

000000000.
000000000.
000000000.
000000000.
000000000.
000000000.
000000000.
000000000.
000000000.

000000000.
000000000.
000000000.
000000000.
000047240.



8000. 1
Chapt er 8500 , CN- 26 , Page 8515.1-31
February 3, 1986

Mont hly Conpl et ed
JOB ORDER REPORT



8000. 1
Chapt er 8500 , CN- 26 , Page 8515. 1-32
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SUMVARY OF WORK I N PROCESS



FPI FORM 70
Revi sed August 16, 1985

Federal Prison Industries,

8000. 1

Chapt er 8500

CN- 26

Page 8515. 1-33
February 3, 1986

| nc.

Consol i dated Cash Reconciliation

For the Month Ended

Locati on

Begi nni ng Bal ance

Recei pts - SIBAC
Checks Deposited

Di sbursenment - Raw Materials
Construction
M& E
DQJ Payrol |
Al O her

SI BAC Char ge- backs

Transfers in (Qut)

Endi ng Bal ance

Deposi ts

Begi nni ng Bal ance
Recei pts
Di sbursenents

Endi ng Bal ance

Account 70.1 Bal ance

Conbi nation Settl enents:

Deposi ted by For

ALC
03.31 Operating Cash

03. 39 Speci al

Ampunt






(12-1-85) 8000. 1
Chapt er 8500
FPI Form 78 Cctober 1, 1982 CN- 26
Page 8515. 1-34
February 3, 1986

FEDERAL PRI SON | NDUSTRI ES, | NC.

MONTH

ANTI Cl PATED OBLI GATI ONS

Val ue of undelivered FPI purchase orders including
all contracts, raw materials, buildings, equipnent,
etc., not included in Accounts Payabl e.

I nter-Industry Orders $
All Oher Oders $
GRAND TOTAL $

ANTI Cl PATED REI MBURSEMENTS

Valye of unfilled custoners'_orders, not invoi ced
or included in Accounts Receivabl e.

I nter-Industry Orders $
All Oher Oders $
GRAND TOTAL $

Chi ef Industries Accounting Oficer



FPI Form 78 8000. 1

T-016 Chapt er 8500
(12-1-85) CN- 26
APECS For mat Page 8515. 1-35

February 3, 1986

FEDERAL PRI SON | NDUSTRI ES, | NC.
ANTI Cl PATED OBLI GATI ONS AND REI MBURSEMENTS

(Form 78)
DIVISION M FOR PERI OD ENDI NG 8510
| NSTI TUTI ON LO PLANT
FT
ANTI Cl PATED OBLI GATI ONS:
| NTER- | NDUSTRY ORDERS 000000000. 00
ALL OTHER ORDERS 000165812. 00
GRAND TOTAL 000165812. 00
ANTI Cl PATED REI MBURSEMENTS:
| NTER- | NDUSTRY ORDERS 000000000. 00
ALL OTHER ORDERS 002436829. 10

GRAND TOTAL 002436829. 10



(12-1-85) 8000. 1
Chapt er 8500
CN- 26
Page 8515. 1- 36
February 3, 1986

UNI TED STATES DEPARTMENT OF JUSTI CE
FEDERAL PRI SON | NDUSTRI ES, | NC.
STATUS OR ORDERS REPORT



FPI Form 81 8000. 1

Sept. 25, 1985 Chapt er 8500
CN- 26
Page 8515. 1- 37
February 3, 1986

Federal Prison Industries, |Inc.
Report of Vocational and Pre-Industrial Training
For the Month Ended
*Location




FPI Form 97
(12-1-85)

WASHI NGTON CONTRCL REQ STER

8000. 1

Chapt er 8500

CN- 26

Page 8515/ 1-38
February 3, 1986



(12- 1- 85)

STATEMENT OF TRANSACTI ONS

8000. 1

Chapt er 8500

CN- 26

Page 8515. 1- 39
February 3, 1986

(Classified According to Appropriation Fund and Recei pt Account

and Rel ated Contr ol

Tot al s)



(12- 1- 85) 8000. 1

CHAPTER 8500
St andard Form 225 CN- 26
Novenber 1978 Page 8515. 1-40
DEPARTVENT OF THE TREASURY February 3, 1986
2-400
25-102

REPORT ON OBLI GATI ONS
(I N THOUSANDS OF DOLLARS)



SF- 225 8000. 1

T-018 Chapt er 8500
(12-1-85) CN- 26
APECS For mat Page 8515.1-41

February 3, 1986

FEDERAL PRI SON | NDUSTRI ES, | NC.
REPORT ON OBLI GATI ONS

( FORM 225)

FOR PERI OD ENDI NG 8510
| NSTI TUTI ON LO TOTAL TRANS.
W THI N GOVT.

GROSS OBLI GATI ONS BY OBJECT CLASS:

11  PERSONAL COVPENSATI ON 000138604

12  PERSONAL BENEFI TS 000024357
000024357

13  BENEFI TS FOR FORMER PERSONNEL 000000000

21  TRAVEL AND TRANSPORTATI ON OF PERSONS 000003123
000000000

22  TRANSPORTATI ON OF THI NGS 000005035
000000000

23 RENT, COVMUNI CATI ONS AND UTI LI TI ES 000012001
000000000

24 PRI NTI NG AND REPRODUCTI ON 000000337
000000000

25  OTHER SERVI CES 000008784
000000000

26  SUPPLI ES AND MATERI ALS 000383736
000005404

31  EQUI PNVENT 000000000
000000000

32 LANDS AND STRUCTURES 000000000
000000000

GROSS OBLI GATI ONS TOTAL 000575977

000029761



FPI Form 107 8000. 1
(12-1-85) Chapt er 8500
CN- 26
Page 8515. 1-42
February 3, 1986
Federal Prison Industries, Inc.
Report of Construction Projects
For the Month Ended
Locati on
Cost Tot al Esti
Nane Aut hori zed Year Cost Conmpl
of RSA# to Date | to Date | Bal ance* Da
Pr oj ect Dat e Amount FY 85
*Aut hori zed Anmount | ess Total Cost to Date equal s Bal ance

Chi ef

I ndustries Accounting O ficer



FPI Form 108
(12-1-85)

Federal Prison Industries, |nc.

Cash Forecast
For the 6 Weks Commenci ng

8000. 1

Chapt er 8500

CN- 26

Page 8515. 1-43
February 3, 1986



Data for Product Divisions 8000. 1

T-984 Chapt er 8500
(12-1-85) CN- 26
APECS For mat Page 8515.1-44
February 3, 1986
| NSTI TUTI ON CODE: PLANT CODE: PERI CD: MWY
PRODUCT DI VI SI ON PRI NTER/ TERM NAL | Dt
RECEI VABLES OVER 120 DAYS FROM | NVO CE DATE $

| NVENTORY WRI TE- OFFS <CHARGES TO 65. 14> TH S MONTH

PRODUCTI ON | NVATES ASSI GNED LAST DAY

AVERACE PRCODUCTI ON | NMATES ASSI GNED

EXPLAI N SI GNI FI CANT AND/ OR EXTRACRDI NARY | TEMS ON THE FI NANCI AL
REPORTS:



St andar di zed For nat Chapt er 8500

(12-1-85) CN- 26

Page 1 of 5 Page 8515. 1-45
February 3, 1986

| NSTRUCTI ONS FCOR
FEDERAL PRI SON | NDUSTRI ES, | NC
FI ELD OFFI CES' STANDARDI ZED FORVAT
MONTHLY NARRATI VE REPORT TO CORPORATE MANAGEMENT

HEADI NG  Each paper should include a heading that clearly
identifies:

a. Your | ocation (i.e., Lexington)

b. The Product Division (i.e., Electronics, Plastics
and Optics D vision)

C. The particular factory (i.e., Cable Factory)
d. The nmonth (i.e., July 1985)

Note: Since these reports are placed in binders by
Product Division to facilitate Corporate Managenent's review with
each divi sion manager, please do not wite nore than one factory
on any given page. The reports are tabbed by factory, within the
di vision, and each division's binder is indexed for ready
reference by Corporate Managenent. Each factory's operations
narrative is reviewed in conjunction wth the correspondi ng
financial report fornms for that factory.

1. MONTHLY PRODUCTI ON
a. Producing for custoner orders?
b. Producing for stock (itens in constant demand)?
c. Producing excess finished goods?
2. MONTHLY SALES
a. Conparison with projection.
b. Can you suggest new product |ines for existing
equi pnrent? Vertical integration of conpetent parts
shoul d be consi dered wherever possible to add to your
product line. UNICORis in constant need of new
products of inmates enployed and to reduce your
reliance upon suppliers (especially for hard-to-obtain
itens).
3. MONTHLY EARNI NGS

a. Conmparison with projection.



Expl ain unusual ly high or |ow profit percentage.
Any net industrial [oss shall be explained.
| nventory "adjustnent” or wite-offs, or wite-offs of

accunul ated anmounts previously deferred should be
expl ai ned. Regul ar review of



(12-1-85) CN- 26
Page 2 of 5 Page 8515. 1-46
February 3, 1986
all deferred anounts will prevent unpleasant surprises
| at er on.

e. Expl ain any noticeable trends year to date. |If the
mont hly earnings are fluctuating in the extrene,
expl ai n why.

4. | NMATE EMPLOYMENT
a. Conparison with projection.
b. Level for efficient productivity?
If too | ow, explain why.
C. Wor ki ng overtinme or nore than one shift?

f.
reason?

g.
h.

You shoul d avoid the constant use of first-grade
workers in overtine situations, Wat are you doing
about inproving the performance of second, third
fourth-grade inmates? Are they presently being given
the opportunity to share in the overtine work? Using
only the "best" workers in overtime situations to "nove
t he product and avoi d delinquent orders" is not in
accordance with Corporate policy. Qoviously, it is the
nmost costly in ternms of |abor dollars, and it is
detrinental to the norale of the | ower graded inmates.

Affect on sal es and earni ngs and backing of orders, if
wor ki ng overtinme or nore than one shift.

Ef fecti veness of any pre-industrial training program
and status of any V. T. program

Do you need a review of inmate pay systemfor any

Suggestions for reducing idleness or call outs?

What are you doing to reduce wasteful or inefficient
work habits, or to inprove the quality of products or
procedur es?

5. STATUS OF ORDERS

a.

b.

What is status of oakl og?

How many del i nquenci es exist, what is their dollar

val ue, what caused them and what are you goi ng about
it?



6. | NVENTORI ES (All categories)

a. Expl ai n significant increases (over 5% in any
i nventories this nonth.

b. VWhat is the conposition of finished foods, excess to
orders on hand, and what needs to be done to sell or
ot herwi se di spose of these bal ances?

C. What is the status of excess, slow noving and obsol ete
raw materials itens?



St andar di zed For nat Chapt er 8500

(12-1-85) CN- 26

Page 3 or 5 Page 8515. 1-47
February 3, 1986

d. VWhat are you doing to receive materials as needed,
rat her than accepting excessive quantities all at once?

e. Are you ensuring that there is good conmuni cati on,
cooperation and coordi nati on between purchasi ng agent
and factory manager to prevent unnecessary delays in
procur ement ?

7. OVERDUE RECEI VABLES

a. In reporting overdue receivables, please ensure that
you are not reporting itenms prematurely. Sales returns
shoul d be properly recorded in your accounts and not
reported as receivables again until the products are
re-shi pped and re-billed. Likew se, partial shipnents
shoul d not be recorded as overdue receivables if your
custoner's arrangenent calls for billing only upon
conpl etion of the order.

b. Proper classification or aging of overdue receivables:

Nor mal due-date (30 days from date of invoice.)
30 days overdue (60 days from date of invoice.)
60 days overdue (90 days from date of invoice.)
90 days overdue (120 days from date of invoice.)
120 days overdue (150 days from date of invoice.)

Have you been followi ng the collection procedures in the
Accounting Manual? |If not, why? |If you have been foll ow ng
policy, indicate the status of each overdue itemin the follow ng
cat egori es:

Item ze all outstanding receivables in excess of $100 and
whi ch where 90 days overdue when you referred themto the
Product Division (no nore than 90 days shoul d be devoted to
the collection process at the field level).

Item ze all receivables in excess of $1,000 and which are
120 days nore overdue. Overdue receivables in this category
are required to be referred by the Product Division to the
Associ ate Comm ssioner. This should be acconplished
pronptly, along with an appropriate collection letter
prepared for his signature.

The field |ocation and the Product Division should explain
the status of any itemwthin the respective dollar
[imtations (up to $1000 for Supertendents and up to $1, 000
for Product Division Managers) which have reached 120 days
or nore overdue.



8.

GENERAL SERVI CES ADM NI STRATI ON ( GSA) SHI PPI NG PQLI Cl ES

a. Have you been follow ng the procedures requiring you to
contact GSA for selection of a shipper?

b. Has this been cost effective?

C. | f you have had difficulty wth any particul ar

referral, have you advised GSA so the faulty shipper
can be renoved from GSA' s referral lists?



St andar di zed For nat 8000. 1

(12-1-85)
Page 4 of

d.
9.
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5 CN- 26
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Do you have any other conmments or questions about GSA's
shi ppi ng policies?

Pl ease describe briefly the status of any construction

projects at your |ocation:

a.
b.

C.

Appr oxi mat e percentage of conpletion
VWhat is the total amount of the project budget?
How much has been expended to date?

How nmuch noney will be spent in the current nonth
(approxi mately)?

VWhat is the progress in relation to planned m | estones?

VWhat is the expected conpl etion date?



Narrative Report 8000. 1

St andar di zed For nat Chapt er 8500
(12-1-85) CN- 26
Page 5 of 5 Page 8515. 1-49

10.

February 3, 1986
Federal Prison Industries, |NC
STATUS OF APECS
LOCATI ON

REPORT FOR THE MONTH OF

Al'l comments pertaining to APECS should be on a separate
page or pages. Upon receipt of these reports from al

| ocations, the Resources Division prepares verbatima
consolidated report for the benefit of Information Systens
Di vision, the APECS User's Committee and Corporated
Managenment. Previously, these coments have had to be
extracted fromthe context of other narrative material in
many cases. Having the APECS coments submtted on a
separate page will facilitate xeroxing and consolidating the
feedback fromall locations in a verbatimfashion in Centra
Ofice.

STATUS OF APECS AT YOUR LOCATI ON

a. Response Tine. Different transactions wll have
different response tines because sone do nore work than
others. At different tinmes, the sane transaction wll
have different response tinmes because of conpetition
fromother users. Qur goal is that at |east 80% of the
transacti ons you use have a response tinme under 10
seconds. Please indicate how well this goal is being
met at your institution.

b. Down Tinme. Down tinme results from equi pment
mal functions at the central site (affecting all users),
with the tel ephone Iine (affecting 5-6 institutions),

with | ocal tel ephone equi pnent, and with | ocal hardware
(affecting you only). Please indicate your experience
t hi s nont h.

How many tinmes did you have
t el ephone/ equi pnent down tine del ays and what
was the duration?

How r esponsi ve was the repair service in show ng up at
the site and in correcting the mal function?

C. Calls to Central Ofice

How can we be nore hel pful or responsive:



I nformation Systens Division?
Resources Division?
Product D vi sions?
Confused About Anyt hing?
Do you understand all the APECS procedures so far?

| f not, what questions do you have?



(12-1-85) 8000. 1
Chapt er 8500
CN- 26
Page 8515. 1-50
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REPORT ON STATUS OF ACCOUNTS AND LQOANS
RECEI VABLE DUE FROM THE PUBLI C



SF-279 (12-1-85) 8000. 1

Chapt er 8500

CN- 26

Page 8515. 1-51
February 3, 1986

FPDS- | NDI VI DUAL CONTRACT ACTI ON REPORT ( OVER $10, 000)



SF- 281 Chapt er 8500
CN- 26
Page 8515. 1-52
February 3, 1986

FPDS- SUMMARY OF CONTRACT ACTI ONS
OF $10, 000 OR LESS



FPI Form 109 8000. 1

(12-1-85) Chapt er 8500
CN- 26
Page 8515. 1-53
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Federal Prison Industries, Inc.
Schedul e of Accounts Payabl e
For the Period Ended

Factory

Locati on

Speci al Deposit Liabilities (Agrees with $
Account 03. 99

All O her Governnment Agencies

Conti ngent Annual Leave Payabl e

All OQhers (To the Public)

ENDI NG BALANCE 9- 30-

Accured Sal ary and Benefits

Cuvilian | nnat es
Sal ary Benefits Wages TOTAL

Chi ef Industries Accounting Oficer



T-911 I NFAM S 8000. 1
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| FAM S REPORT

LOCATI ON DATE

CASH MANAGEMENT

| NTEREST PENALTI ES PAI D

AMOUNT OF BI LLS PAI D EARLY

NUMBER OF BI LLS PAI D EARLY
TRAVEL MANAGEMENT

PROGRAM TRAVEL

TRAVEL FOR TRAI NI NG

TRAVEL FOR MEETI NGS

RELOCATI ON TRAVEL

OTHER TRAVEL

UNLI QUI DATED TRAVEL ADVANCES




FPI Form 1 8000. 1
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TRI AL BALANCE



Sanple FPI Form 1 8000. 1
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SAMPLE
TRI AL BALANCE
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Federal Prison Industries, Inc.
Anal ysis of O her |Incone
For the Year Ended Septenber 30, 19

Factory

Locati on

M scel | aneous Sal es and Cost
(Accounts 53.1, 53.2)

Net
Total
Scrap Sal es $ $
$

Sal es to:
O her Agenci es

UNI COR

O her *

TOTAL $ $
$

O her I ncone (Account 53.3)*

Recapture of Donated Property Expense (Account 53.4)

ENDI NG BALANCE 9- 30-

*Thi s should be broken down further if this anbunt is material in
relation to other Account 53 sub - accounts.

Renmar ks:

Chi ef Industries Accounting Oficer
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(12-1-85)

Factory

Feder a

Prison | ndustri es,

8000. 1
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| nc.

Anal ysi s of Machi nery & Equi pnent

For the Year

Endi ng Sept enber 30, 19

Locati on

Beg. Bal ance 10-1-

Addi ti ons:

Del eti ons:

Purchases
Donat i1 ons
Transfer In

Wite-offs
Transfer Qut
Donat ed

Endi ng Bal ance 9-30

Beg. Bal ance 10-1

Addi ti ons:

Del eti ons:

Depr eci ati on
Transfer In

Transfer Qut
Wite-offs
Donat ed

Endi ng Bal ance 9-30

Machi nery & Equi pnent

Chi ef

| ndustries Accounting

Account 25

$

$

Accunul at ed Depre.
Account 80

$

$

O ficer
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Prison I ndustries, Inc.

Anal ysis of Buildings & | nprovenents

For the Year

Locati on

Beg. Bal ance 10-1-

Addi ti ons:

Del eti ons:

Purchases
Donat i1 ons
Transfer In

Wite-offs
Transfer Qut
Donat ed

Endi ng Bal ance 9- 30-

Beg. Bal ance 10-1-

Addi ti ons:

Del eti ons:

Depr eci ati on
Transfer In

Transfer Qut
Wite-offs
Donat i ons

Endi ng Bal ance 9- 30-

Ended Septenber 30, 19

Bui | dings & | nprovenents

Account 30

$

$

Accunul at ed Depreci ation
Account 81

$

$

Chi ef Industries Accounting Oficer
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Federal Prison Industries, |nc.

Anal ysi s of Construction
For the Year Ended Septenber 30, 19

Beg. Bal ance 10-1- $

Addi tions: Purchases
Transfer In

Del etions: Transfer Qut
Transferred to Account 30

Endi ng Bal ance 9-30- $

Note: Transfer In/Transfer Qut refers to construction projects
carried on the books of another UNI COR factory and/or |ocation.

Chi ef Industries Accounting Oficer
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Federal Prison Industries, |nc.

Anal ysis of Prepaid and Deferred Expense
For the Year Ended Septenber 30, 19

Factory

Locati on

Begi nni ng bal ance 10- 1- $

Addi ti ons: Purchase
Transfer In

Del etions: Anobrtization
Wite Ofs
Tr ansf er - Qut

Endi ng Bal ance 9-30- $

Chi ef Industries Accounting Oficer
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Federal Prison Industries, Inc.
Summary of I nmate Industrial Pay
For the Year Ended Septenber 30, 19

Factory

Locati on

(1) Nunber of individual inmates receiving
wages during fiscal year, including pre-
industrial. Do not include construction.
Each i nmate shoul d be counted only once
for the year regardl ess of the nunber of
nont hs pai d.

(2) Total anmpbunt of wages, direct, indirect
and acci dent conpensation, paid during
the fiscal year. (Do not include
construction.)

(3) Total nunmber of inmate paynents for FY 85.

(4) Average nunber of inmates receiving wages
monthly. (Line 3 divided by the nunber of

nmont hs in operation.)

(5 Average paid this fiscal year. (Line 2
di vided by Line 3.)

(6) Total ampunt of construction wages paid
to inmates during fiscal year.

(7) Average nunber of inmates receiving con
struction wages during the fiscal year.

Chi ef Industries Accounting Oficer
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QUARTERLY REPCRT OF REAL PROPERTY
OMED BY OR LEASED TO THE UNI TED STATES
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QUARTERLY REPCRT OF REAL PROPERTY OWNED BY
OR LEASED TO THE UNI TED STATES ( Conti nued)



Chapt er 8500
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AGENCY REPORT OF MOTOR VEH CLE DATA
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| NSTRUCTI ONS FOR SPECI FI C LI NE ENTRI ES
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ANNUAL REPORT COF UTI LI ZATI ON AND DI SPOSAL
OF EXCESS AND SURPLUS PERSONAL PROPERTY
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| NSTRUCTI ONS
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Federal Prison Industries, Inc.
Mode of Transportation Report
For the Year Ended Septenber 30, 19

Locati on

Common Carri er

Air $
Train $
Q her (Taxi) $

Rent ed Vehi cl es

GSA $
Conmrer ci al $
Privately Oaned Vehicles $

Chi ef Industries Accounting Oficer
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Federal Prison Industries, |Inc.
Schedul e of Idle Machinery & Equi pnent
As of Septenber 30, 1985
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(Page 1 of 5)
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Federal Prison Industries, Inc.
| nventory Certificate
(Schedul e 1)

Locati on Factory

We hereby certify, to the best of our know edge and beli ef:
a) That the consolidated inventory of finished goods,
wor k-i n-process, and raw materi als and supplies on hand at

Sept enmber 30, 1985 anounted to $ and was conposed of
the foll ow ng:
Fi ni shed goods $

Work in process
Material in process $
Labor in process
Overhead i n process

Raw mat eri al s and supplies

TOTAL $
All of the above inventories are controlled by perpetual records.
(I'f there are any exceptions to this, |list section(s) or
descri ption).
b) That materials and supplies are priced at cost to Federal
Prison Industries, Inc., less all trade discounts, cost
bei ng determ ned on basis (give basis of arriving at

cost, such as specific identification, noving average,
first-in-first-out, etc.)

c) That work-in process has been val ued at cost and i ncl udes

mat eri al and such | abor and overhead as it has been the
consistent practice in prior years to include. That
fini shed goods have been priced at cost determ ned on
basis (give basis of arriving at cost, such as specific
identification, noving average first-in-first-out, etc.).
Fi ni shed goods cost includes |abor, material, and a fair
portion of overhead manufacturing expense, including any
reval uation for excess cost caused by | ower market val ue.
(Attach a schedul e showi ng any reval uations.)

e) That the anopunt stated in paragraph (a) are fair and proper
val uations of the respective inventories and that there are
no material quantities of inperfect or obsolete materials
included in the inventory with these inventories, except as



f)

9)

h)

i)

noted on separate schedul e attached.

That all stock included in the inventory is the property of
Federal Prison Industries, Inc., and has been paid for or
the liability therefor has been set up on the books.

That all materials and supplies, purchased parts, and goods
purchased for sale or on which title has passed to Federal
Prison Industries, Inc., at that date, have been included in
the inventory with the exception of a relatively m nor
anount of materials and supplies in transit on Septenber 30,
19 . Further, that all material-in-transit, the liability
for which has been recorded, is included in the proper

i nventory.

That all goods which have been billed to custoners or

i ncluded in cash sales, but not actually delivered prior to
Cctober 1, 19 have been excluded fromthe inventory.

That at sonetine during fiscal year 19 physical counts were
made of the entire inventory as set forth in paragraph (A
above, except as may be noted in Schedule | attached.

That inter-industry itens of raw materials, including
conponent parts, which are to be incorporated in a product
of this industry or to be resold, have been included in the
i nventories shown in paragraph (A) above and are detailed in
Schedule Il attached. (If there are no itens which are
subject to the reporting requirenents of Schedule Il wite
none here ( ) and omt Schedule II1.)

(Chief Industry Accounting O ficer) (Chi ef Industry
Qperating Oficer)
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Federal Prison Industries
Summary of Inventories
(I'ncl udes Fini shed Goods, Work-in-Process, and Raw Materials and
Suppl i es)
As of



FPI Form 120 8000. 1

(12-1-85) Chapt er 8500
CN- 26
Page 8515.1-73
| nventory Certificate
Schedule 111
(page 3 of 5)
February 3, 1986.
Federal Prison Industries, Inc.
Inter-Industries Inventory Itens
As of Septenber 30, 19
Locati on Factory
Descri ption of
| nventory |tens Sour ce | nventory
Not e Location |Industry Qual ity Unit Price
Anpunt
TOTAL
$
Chi ef Industries Accounting Oficer
Not e: List all itens by categories, i.e. grommets, | ocks,
desks. If there are no Inter-Industry itens, state
"None". Inter-Industry itens are those which have been

manuf act ured and purchased fromone of the industries
of Federal Prison Industries, Inc. Do not include
purchases from sources other than FPI



(12-1-85) Chapt er 8500
CN- 26
Page 8515.1-74
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| nventory Certificate
Schedul e 1V
Page 4 of 5

Federal Prison Industries, Inc.
Summary of Excess and bsolete Inventory -Raw Materials &
Suppl i es
As of Septenber 30, 1985
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(12-1-85) Chapt er 8500
CN- 26
Page 8515.1-75
February 3, 1986

| nventory Certificate
Schedul e V
Page 5 of 5

Federal Prison Industries, Inc.
Summary of Excess and Qbsol ete Inventory - Finished Goods
As of Septenber 30, 1985
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Federal Prison Industries, Inc.
Summary of Debits and Credits to O her Accounts
For the Year Ended Septenber 30, 198_

Factory

Locati on

Debi t Credit Reason Amount

Chi ef Industries Accounting Oficer



FPI

Form 63

FEDERAL PRI SON | NDUSTRI ES, | NC.
REPORT OF | NVENTORY
SUMVARY AND RECONCI LI ATI ON

8000. 1

Chapt er 8500

CN- 26

Page 8515. 1-77
February 3, 1986
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REPORT OF DI FFERENCES | N | NVENTORY OF



(12-1-85) 8000. 1
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REPORT OF OBSCLETE EXCESS AND SLOW MOVI NG | TEMS

*See FPI Manual for definition
of Sl ow Mwving Itens
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UNI TED STATES DEPARTMENT OF JUSTI CE
FEDERAL PRI SON | NDUSTRI ES, | NC.

ANNUAL | NVENTORY
MACHI NERY AND EQUI PMENT



T- 958 8000. 1
APECS For nat Chapt er 8500
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DAI LY CASH TRANSACTI ONS
LOCATI ON DATE

RECEI PT
DI SBURSEMENTS



DA - 412 8000. 1

Chapt er 8500
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DEPARTMENT OF JUSTI CE
REI MBURSEMENT TO EMPLOYEE FOR MOVI NG EXPENSES AND TAX W THHELD



Chapt er 8500

CN- 26

Page 8515. 1-83
February 3, 1986

VOUCHER AND SCHEDULE
OF W THDRAWAL AND CREDI TS



8000. 01, Chapter 8500
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107. PROCEDURES FOR ESTI MATI NG FPI MONTHLY REPORTS

1. Reasons. Cccasionally field | ocations may experience
delays in reporting financial data at nonth end. Loss of key
staff, an institution irregularity, or a conputer failure are
reasons why it may be difficult to conplete all the reports by
t he established due date. Nevertheless, the Financial Minagenent
Di vi sion nust have the financial data in a tinely manner in order
to meet reporting deadlines to Corporate Managenent, the Board of
Directors and ot her Governnent agencies. Therefore, procedures
have been devel oped for estimating the Bal ance Sheet (FPI Form
2), Statenent of Operations (FPI Form 3) and the Summary of
Expenses (FPI Form 4).

2. Requirenents. The follow ng requirenents nust be net
before estimating the nonthly reports:

a. Estimates shall not be done routinely. |If estimates are
required repeatedly in order to neet reporting deadlines,
operational problens may be present at that |location. In those
cases, estimating reports would only conpound the problem
Therefore, reports shall not be estimted for nore than two
consecutive nonths.

b. Wenever estimted reports becone necessary, the Business
Manager shall notify the Associate Warden (1 &E) or Superintendent
of Industries who will in turn notify the Controller (via
t el ephone) requesting perm ssion to proceed. The AWI &E)/ SO
shall also notify the Director of Program Managenent. Witten
approval fromthe Controller (EMC nessage acceptable) shall be
mai ntained on file in the location's nonthly workpapers.

c. Reports shall not be estimated for the nonth of
Septenber, the last nonth of the fiscal year.

3. Estimating Journal Entries. The major inpedinent to a
tinmely closeout lies in the area of cost accounting. O her
journal entries are generally conplete and already posted to the
general |edger well before the 12th of the nonth. It is journal
entries 18 and 19 that prevent a business office fromtinely
closing of the books. Thus, this section establishes a nethod
for estimating the cost of goods manufactured and the cost of
goods sold. Methods of estimating these journal entries may vary
dependi ng upon the type of data already avail able and the nature
of a particular operation. However, as a general rule, the gross
profit nmethod will be used to determ ne a factory's cost of
sales. This nmethod assunes a rel ationship between gross profit
and sales. The formulas that followw Il be utilized to arrive
at journal entry 109. *




8000. 01, Chapter 8500
CN- 40, February 22, 1994
Page 8515. 1-85

a. Cost of Sal es Fornul a:

Last quarter cost of sales / last quarter sales = gross margin*
Goss margin x current nonth sales = cost of sales

JE 19
51000 Cost of Sales XXXX
15010 Fi ni shed Goods XXXX
Use cost of sales fromFPI Form 3, not net cost of sales.
For those factories that incur transfer sales, the preceding
formul a shall be applied by account (i.e., 51000/41010,
52000/ 42010)
b. Cost of Mnufacturing:

Last quarter cost to manufacture/last quarter sales = margin
Margin X current nonth sales = cost to manufacture

In order to subdivide the "cost to manufacture" figure into the
vari ous work-in-process accounts, an additional conputation nust

be conpleted. That is, a ratio of direct material, |abor and
overhead to the total work-in-process avail able shall be conputed
and applied to the total cost to manufacture as illustrated.
Exanpl e:
Mat erial Labor Over head Tot al
Account s 14010 14020 14030
Begi nning WP | nv $ 60 $ 10 $ 30 $ 100

(last nonth ending)
Charges for the Month 600 100 300 1, 000
(journal entries 8,9,
10,12, and 17)

Total Wrk In Process

Avai |l abl e $660 $110 $330 $1, 100

Cost to Manufacture = $800 (derived from cost of manufacturing
formul a noted above)

Direct Materi al $ 660 / 1100 = 60% X 800 = $ 480

Di rect Labor 110 / 1100 = 10% X 800 = 80

Appl i ed Over head 330 / 1100 = 30% X 800 = 240

$1, 100 100% $ 800



8000. 01, Chapter 8500
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JE 18
15010 Fi ni shed Goods 800
14010 Material in Process 480
14020 Labor in Process 80
14030 Overhead in Process 240

c. Although nost delays in nonthly closeouts occur in cost
accounting, occasionally problens nay arise el sewhere. The
Busi ness Manager, in conjunction with the Financial Mnhagenment
Di vision, shall address these situations on an individual basis.

4. Estinmated Journal Entries. The estimated journal entries
shall be posted to the general |edger and the appropriate reports
generated. At that tinme the Business Manager nust conduct a
review to determ ne the 'reasonabl eness' of the reports.

a. Specific attention shall be focused on inventory |evels,
especi ally work-in-process and finished goods. The Busi ness
Manager shall solicit input fromthe SO, Factory Manager and
War ehouse person. Are the reported figures realistic? |If not,
the cost of sales or cost to manufacture anmount may need
revision.

b. Are there any extraordi nary or unusual events or
transactions that wll have an inpact on the profit margin? |If
so, do the reports reflect it? For exanple, the Factory Manager
may be aware that the product mx for the nonth may have been
nore profitable than usual.

5. Reporting Requirenments. Upon conpletion of the reports,
t he Busi ness Manager shall imediately notify the Deputy
Controller in the Financial Managenent D vision that the
estimated reports are in the system The Business Ofice at the
field location shall continue to conplete the actual nonthly
cl oseout. After the actual journal entries have been finished,
the accountant shall post themto the general |edger and reverse
the estimated entries. The Busi ness Manager shall again notify
t he Fi nancial Managenent Division that the estimated reports have
been renoved fromthe systemand that the actual reports are in.

*
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Part 2

FORMS
GENERAL
The list of forms under Index and Retention, in this
section, is the approved list of FPI Fornms. Not included on
the list are Special Purpose/Local FPI Fornms which are not
standardi zed for all |ocations but are approved for |ocal
use. Facsimles and instructions on all fornms are contained
in Section 8540.

FPI _STANDARDI ZED FORMS

These fornms have been revi ewed and approved i n accordance
with this section for use throughout UNICOR Do not print
forms deviating fromthe original wthout approval of the
Washi ngton O fice. Wen such exceptions are authorized, the
new y approved fornms shall be included in the Manual in
proper nunerical sequence. Do not m nmeograph or reproduce
forms w thout the approval of the Washington Ofice. O der
an annual supply of all required FPI forns not |ater than
Septenber 1st or each year. Such orders shall be marked
"Annual Requirenents” in the "Time for Delivery" block

SPECI AL PURPOSE/ LOCAL FPIFORMS

1. Gener al

Speci al purpose/local forns nmay be required at tines.
Such forns are solely for additional information. They
wi Il not be used to change the format of, reduce the
information reported, or change the distribution
pattern of FPI Standard Forns. Cenerally, such forns
may be used on a trial basis for up to 6 nonths before
submttal to the Washington O fice for review. In such
cases, place the word "FPI Form - Tentative" in the
upper left corner of the form These fornms nust be
approved by the Washington Ofice before they are

i ntroduced as a standard formfor regul ar use.

2. Procedure for Washi ngt on Revi ew

(a) Product Division or other responsible staff
function shall review and approve, then submt a
sanpl e of the proposed formto Resources Division
intriplicate with a brief statenent of its
i ntended use on the reverse side.



(b)

Resources Di vi sion shall:

1

| f approved, assign a nunber. One copy Wl
be retained for file, one copy returned to
the requesting office and one copy forwarded
to the Data/ G aphics Division for filing and
or processing as needed.
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2. | f di sapproved, retain one copy for file and
return remaining copies to requisition
office. Further instructions or suggestions
for a substitute formif any should al so be
i ncl uded.

(c) Requesting Ofice shall

1. | f approved, place the stanped copy in an
official file, ring binder or folder as
aut hori zation for use of local form Make
such a file available for review by exam ners
who may meke further recomrendati ons or
comments at anyti ne.

2. | f di sapproved, resubmt w th additional
justification if you do not agree with
Resources Division' s decision.

3. Printing

Printing requirenents shall be acconplished by the
Dat a/ Graphi cs Di vi si on.

STANDARD AND OPTI ONAL FORMS

Maxi mum utili zation shall be made of Standard and Opti onal
Forns when they will serve the purpose. Oder these forns
from GSA in accordance with FPMR 101-26.302. A lists of
formse may be found in GSA Standard an Optional Forns
Facsi m | e Handbook. The Fornms Control and Retention
Schedul e shall be in accordance with GSA Regul ati ons 3.
Appendi x B, Subject: GCeneral Records Schedul es.

ENVEL OPES

All UNICOR | ocations shall order envel opes from UNI COR
Dat a/ Graphi cs Di vi si on.

RETENTI ON PERI CD

The Index and Retention List, gives the retention period for
each FPI Standard Form Retention periods for special

pur pose/l ocal fornms shall be determ ned on date of approval.
Any formwhich is attached to another form or becones part
of a file having a |longer retention period shal
automatically assune the | onger retention period.

Regardl ess of retention period, no record shall be disposed
of until an audit had been made by the Departnent of Justice



auditors or until three years have el apsed.

Retention periods for records pertaining to clains and
demands on or against UNI COR, shall not begin until such
clai ms or demands have been settled, (For definitions,

saf eguardi ng, retention, and destruction of records see Part
3 this Chapter).
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206. FORMS CONTROL

Depart ment of Justice Menorandum 134, del egated the
authority to establish and maintain a separate forns control
programand to identify a plan for periodic reports thereon
to be submtted to Congress. A formis defined as a
docunent printed on or otherw se reproduced with spaces
provided for fill-in information and descriptive detail.
(Formletters and routing slips are included.)

All FPI Fornms are controlled by the Resources Division.
Additionally, each Field Ofice shall establish a | ocal
control programwith a conmttee to be responsible for
revision, |ocal approval, consolidation or elimnation of
all local forms. Such conmttee may consist of

Superint endent, Busi ness Manager, the head of the departnent
using the form etc. Recommendations by the Commttee shal
be referred to the applicable Product Division or staff
offices as in the procedure outlined under Speci al

Pur pose/ Local forns, this section.

To reduce the opportunity for fraud and abuse, the follow ng
bl ank forns will be secured and controlled prior to
I ssuance:

FPI Form 1034 - Control Voucher for Purchases and
Servi ces O her Than Personal .

Optional Form 347 - Purchase O der

| nmat e Vocati on Accrual Cards

SF- 1166 - Voucher and Schedul e of Paynents
SF- 1103 - Governnment Bills of Lading

SF- 1169 - Governnent Transportati on Request
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207. | NDEX AND RETENTI ON PERI OD
Form Copi es
Ret enti on
No. Nane To Set
Peri od
FPI FORMS (For universal use)
1 Trial Bal ance
5 years
2 Conpar ati ve Bal ance Sheet
5 years
3 Condensed Statenent of Operations
5 years
4 Summary of Expense
5 years
5 Voucher for Inter-Ofice Transfer
of Property and/or Services 4
5 years
6 Door Check Sheet (In and CQut)
(I nmat e)
10 years
7 Shi ppi ng Order and Cost of Sal es
Regi st er
5 years
8 Shi ppi ng O der 6
3 years
9 Production Order and Cost Sheet 3
5 years
10 Mont hl'y Conpl eted Job Order Report
5 years
11 Recei vi ng Report 4
5 years
12 Mai nt enance and Repair O der 3
1 year*
13 Equi prent Card
1 year(a)
14 Abstract of Bids
3 years
15 Weekl y Fi ni shed Stock Report
(Original)
1 year*
15a Weekl y Fi ni shed Stock Report
1 year*
(Mani f ol d)
16 Daily Inmate Assignment Report
1 year*
17 Order Control Card 3

5 years



18

1 year*

19

5 years

20

none

21
10 years
22

5 years

23

Until

10 years

Inquiry Transmttal Letter

mat eri al

Mont hly Job Labor Summary

Assi gnnent Card (Locator Card)
Monthly I nmate Time Sheet

Job Order Register

Yar dage Tag

Cutting Report

Certificate of Achi evenent
(Reserved)

Request for Special Authorization
(Reserved)

Construction Progress Report
Report of Survey

Def ective Work/ Scrap Report
(Reserved)

(Reserved)

Cl earance Form

Collection Bill Register

Regi ster of Rem ttances Received
(Reserved)

| nmat e Payroll Card (Monthly)

*Refer to Para. 205 Retention Period

is used
2
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Form Copi es
Ret enti on
No. Nane To Set
Peri od
39 | nmat e Vacati on Request
1 year*
40 Inmate Daily Wbrk Report
1 year*
40a Inmate Daily Wbrk Report
1 year*
40b | nmates' Daily Tinme Ticket
1 year*
41 | nmat es’ Payr ol |
10 years
41sp | nmat es’ Payroll (Continuation)
10 years
41br | nmat es’ Payroll (Special)
10 years
41bsp | nmat es’ Payroll (Special)
(Conti nuat i on)
10 years
42 Certificate of Final Wages
10 years
43 Cl aimfor Conpensation-Acci dent
5 years
44 Year|ly Chrono. Work Performance
Eval uati on Record
10 years
45 (Reserved)
46 (Reserved)
47m St ock Record (Machi ne)
3 years
47(L)(m St ock Record (Machi ne)
3 years
48 Mat erial Control List
5 years
49 St or er oom Requi sition 6
3 years
50 (Reserved)
51 Summary of Wbrk-In-Process
6 years
5l1a Sunmmary or Work-1n-Process
none
52 O der Acknow edgnent
5 years
53 Quot ati on Form 7
5 years
54 Speci al Order Form For Butner Only

5 years



55 I nvoice (Original-white)
3 years
55b Menor andum | nvoi ce of Shi pnent
3 years
56 Daily Record of Sal es, Shipnent
and Production
3 years
57** Labor Estimate/ Time Study
1 year*
58 Schedul e of Labor Rates
1 year*
59 Mont hly Process Cost Summary Sheet
5 years
60 (Reserved)
61 (Reserved)
62 (Debit Menorandum
10 years
63 Report of | nventory-Sunmary
and Reconciliation
3 years
63A Report of Differences in Inventory
3 years
63B Report of (bsol ete, Excess and Sl ow
nmoving |Itens
3 years
64 Physi cal Inventory (tag)
3 years
65 Del i very Tag
3 years
66 (Reserved)
66- 100(L) (m Di stribution Register
5 years
67 Annual | nventory Machinery and Equi pnent
3 years
68 Recommendati on for Award of
Acci dent Conpensati on
10 years
69 (Reserved)
* Refer to Para. 205 Retention Period

** Hol d for one year after change.
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Form Copi es
Ret enti on
No. Nane To Set
Peri od
70 (Reserved)
71 Letterhead (3 Iine)
vari ous(b)
72 UNI COR Mai | i ng Label s ( Franked)
none
73 Unit Cost Statenent 6
5 years
73(a) Unit Cost Statenent (worksheet)
none
73(pr) Unit Cost Statement (print shop) 4
5 years
74 (Reserved)
75 (Reserved)
76 (Reserved)
77 Transportati on Reserve Regi ster
5 years
78 Report of Anticipated Obligations/
Rei mbur senent s
5 years
79 Status of Order Report
1 year*
79A Status of Order Report (Manifold)
1 year*
80 (Reserved)
81 Report of Vocational and Pre-
| ndustrial Training
5 years
82 Job Gradi ng Sheet
1 year*
83 Job Schedul e (Not Printed.
See Sanpl e Book)
1 year*
84 (Reserved)
84(m CGeneral Ledger (machine)
per manent
84(L)(m Ceneral Ledger (nachine)
per manent
85 (Reserved)
85(m Di stribution Ledger Sheet (machine)
5 years
85(L)(m Di stribution Ledger sheet (nachine)
5 years
86 Manuf act uri ng Cost Record
5 years

87a Departmental Payroll Summary



10 years

88
89
5 years
89a
5 years
90
none
91
none
92
none
93
10 years
94
94a
none
95
none
96
1 year*
97
5 years
98
1 year*
99
100(m
5 years
101
102

(Reserved)
Request for Purchase

Request for Periodic Purchase

I nmate' s I ndustrial Earnings
St at ement
Check transmttal Slip

Shi ppi ng Tags
Mont hly Pay Card

(Reserved)
UNI COR ( Post age Prepared)

UNI COR Shi ppi ng Label

| nmat e Payrol |
Aut hori zati on

Change

Washi ngton Control Register

Dai ly Regi ster of Prepaid
Post age

(Reserved)
Recei vi ng Report Regi ster

(Reserved)
Custoner Service Reply Card

* Refer to Para. 205 Retention Peri od.



8000. 1
Chapt er 8500 , CN- 26 , Page 8515. 2-7
February 3, 1986

Form Copi es
Ret enti on
No. Nane To set
Peri od
102A Manuf acturing Quality Assurance
(Stick-on Label)
103 Custoner Service Reply Card
(Sign Factories Only)
104 Cust omer Service Reply Card
(Print Plants Only)
105 Exam nati on Record
5 years
106 Certificate of Quality Assurance
3 years
| nspection
107 Report of Construction Projects
3 years
108 Cash Forecast
3 years
109 Schedul e of Accounts Payabl e
3 years
110 Anal ysis of O her |Incone
3 years
111 Anal ysi s of Machinery & Equi pnent
3 years
112 Anal ysis of Buildings & | nprovenents
3 years
113 Anal ysi s of Construction
3 years
114 Anal ysis of Prepaid & Deferred Expense
3 years
115 Summary of I nmate Industrial Pay
3 years
116 Mode of Transportation Report
3 years
117 Schedul e of 1dl e Machinery
and Equi pnent
3 years
118 I nventory Certificate, Schedule I
3 years
119 I nventory Certificate, Schedule I
3 years
120 I nventory Certificate, Schedule II
3 years
121 I nventory Certificate, Schedule IV
3 years
122 | nventory Certificate, Schedule V
3 years
123 Summary of Debits and Credits to



O her Accounts

3 years
299-1 Posting Machi ne Card
3 years
299-61A Posting Machi ne Card
3 years
1034 Control Voucher for Purchases
10 years

and Services O her Than Personal

Note: Due to the limted usage of FPI Forns 107-123, they w |
not be printed or maintained by FPI Print Factories. Mke
phot ocopi es of the sanples fromthis manual, as needed.

* Refer to Para. 205 Retention Peri od.

THE NEXT PACE IS 3-1
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PART 3
RECORDS
DEFI NI TI ONS

Records include all paid, cancelled and voi ded checks,
books, papers, maps, photographs, or other docunentary
materials, made or received by UNICOR, in connection with
corporate transactions and preserved as evidence of the
organi zation, functions, policies, decisions, procedures,
and operations, or because of their informational val ue.

SAFEGUARDI NG

Al'l records shall be properly identified, initially filed in
secure receptacles, and later stored in available facilities
accessible only to authorized persons. The hazards of fire,
tanpering, and pilfering shall be kept to a practicable

m ni mum

RETENTI ON.

Because all UNI COR records are either on or attached to
forms, records shall be retained in accordance with the
retention requirenents showm in Part 2 of this chapter,
after which they may be di sposed of, except that:

1. The retention period indicated applies to the
i ssuing office, unless otherw se indicated.
However, when any formis attached to, or fornms a
part of another formor file having a | onger
retention period the forns attached thereto shal
automatically assunme the greater retention period.

2. The retention period for records pertaining to
clains and denmands by or against the corporation
shall begin fromthe date of settlenent of such
claims or demand.

3. Under no circunstances shall records be disposed
of until Departnment of Justice exam ners have
conpleted audits of the location for the
accounting period or three years.

DESTRUCTI ON AND DI SPOSAL
Pursuant to 44 U . S.C. 367, and 391c, the GSA regul ations

Federal Property Managenent Records include therein an
appendi x standards and authority to di spose of docunents



therein. \Were applicable, the disposal schedules for FP
records (See Retention Period under Forns) are based on GSA
st andards of specific schedul es have been obtained for
appl i cation.

For itenms not included in this section offices may request
speci fic disposal authorization, otherwi se no records shal
be di sposed of.



304.
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GSA Federal Property Managenent Regul ati ons provide for
records transfer for Federal Records Centers. The Resources
Di vision should be pronptly notified when any such transfers
are to be made. |If disposal regulations herein are pronptly
carried out upon expiration of retention periods, the
corporation should have anple records storage space and
transfers to such centers should not be necessary.

NON- RECORD MATERI AL.

Non-record material for which no authority for disposal is
requi red includes extra copies of docunents preserved only
for information, reference, or exhibition, as well as
publ i cati ons and processed docunents. This type of materi al
shoul d be retained only so long as it serves a definite
purpose, with proper consideration being given to fire
hazards and econom cal utilization of storage space.
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Appendi x 1
Anal ysis of Fi xed Assets.
For the Fiscal Year Ending Sept. 30, 19XX
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PLANNI NG, COCRDI NATI ON AND CONTRCL PROGRAM
100. BACKGROUND

UNI COR was established and is operated to attain certain
basi c objectives. To achieve those objectives it is essential
that effective plans of operation be devel oped. Expected results
of operation nust be expressed in nonetary terns through
forecasts of incone and expenditures and receipts and costs for
annual periods. This formof plan or budget differs markedly from
common Gover nnent agenci es whose budget is designed to establish
fund all ocations that must not be exceeded. (O her prograns such
as enpl oynent quality assurance, and inventory control are also
forecast.) UNICOR s budget is a conprehensive plan for
coordination and control of all segnments of operations;
factories, product divisions and corporate activities. It is
devel oped through synthesi zing the plans of each segnent into a
unified plan for the corporation as a whol e.

The plan of operation relates to both financial and
production managenent. Its data nmust be based on historica
accounting records, nonetary projections, and production
forecasts for the planning year.

101. OBJECTI VES

UNI COR s operating plan is designed for internal use and
t hereby serve managenent needs. The accounting function provides
a data source for planning and necessary information for
eval uating plan inplenentation. The objectives of the operating
plan are to provide:

1. A detail and sunmmarized picture of the results to be
expected fromthe productive effort for the planning year.

2. A guide for business and factory nanagers,
superintendents, division mnagenent and corporate executives
t hat communi cate production expectation in nonetary terns at al
| evel s of the corporate structure.

3. A performance neasurenent tool for managenment in the
eval uati on of ongoing corporate activity.

102. REASONS FOR OPERATI NG PLANS

Ef fective devel opnment of an operating plan assures that
sufficient investigation, research and study is acconplished to
devel op neani ngful goals and objectives, staffing needs, cash and
physi cal equi pnent requirenents.



The operating plan supplies unified direction toward the
acconpl i shnent of projected goals and objectives. |Inmate and
civilian staffing requirenents are correlated wth projected
goal s and objectives to assure that reasonabl e performance wll
result in acconplishnment of projected goals and objectives.
Simlarly cash requirenents are correlated with
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proj ected goals and objectives to assure that sufficient cash

will be avail abl e when needed.
t he physi cal

excess to current need.

The operating plan projects how

equi pnent avail abl e can be effectively used and
recommends the action to be taken to obtain additional
needs or the action necessary to di spose of equi pnent

equi pnent
itens

The pl anni ng process provides for coordination anong al

managenent
lead to a well-comuni cated and
pl anni ng year. In addition, an
managenent with effective basis
Revi ew of actual work perforned
di scl ose devi ations that can be
to the deviation and corrective

levels in its devel opnent.

That coordination should

wel | -under st ood program for the
an effective plan provides

for controlling operations.

as conpared to the plan w |

anal yzed for break-down that |ed
action to be taken to prevent

their recurrence.
103. ADVANTAGES AND LI M TATI ONS

In order to inplenent an effective planning, coordination
and control program certain advantages and limtations in a
pl anni ng process are worthy of consideration by all contributors
and users of the program

1. The advant ages i ncl ude:

a. Early consideration of basic objectives and
pol i ci es.

b. Assi gnnent of
in the production process.

responsibilities for each function

C. Top to bottom participation of all managenent
I evels in the establishnment of production goals and objectives.
d. Coordi nati on of production plans anong al
el ements of the corporate activity.
e. Putting in witing a course of action that should
| ead to desired results.
f. Concerted anal ysis of historical data.
g. Managenment planning for the nost econom cal use of
| abor, materials, facilities and capital.

h. Tinmely, careful and adequate consideration of al
factors before making inportant decisions as to the future course
of each organization units activity.



i Devel opment of a comon ground between the desires
of corporate nmanagenent and the reasonabl e expectati ons of | ower
| evel s of managenent.

: A structured approach that pronptly discloses
failures to achi eve goals and objectives.

k. A capability to express problens in relationship
to identifiable factors so that common under standi ng of probl em
situations can be devel oped.
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| . Tinely information that all ows managenent to give
adequate and tinely attention to significant matters that m ght
ot herwi se be overl ooked.

m Periodic self-analysis of corporate activity.

n. Conti nual check on the progress or |ack of
progress toward achi eving corporate goals and objectives.

2. Probl enms i nherent in the planning, coordination and
control functions include:

a. The probability of significant error in the
projection of future activity.

b. Changi ng conditions may negate the significance of
t he devel oped operating pl an.

C. Managenment conclusions resulting fromthe anal ysis
process may may not be consistently correct and the proposed
corrective action not solve the problem

104. DEVELOPMENT OF AN OPERATI ON PLAN

Devel opment of an operating plan nust be a well-coordinated
process involving all |evels of managenent.

1. Cor por at e managenent nust determ ne and conmuni cate its
goal s, objectives and strategic assunptions for the planning
year .

2. Al'l corporate divisions and functional units nmake
forecasts based on corporate nanagenent requirenents tailored to
their own particular function.

3. Field units nust make forecasts based on division and
functional unit plans tailored to their production resources and
capabilities.

4. Pl anni ng i nputs shall include data concerning:

- civilian staff recruitnent

- forecasts of sales, earning, inventories, and
i nmat e enpl oynent

- actions planned for marketing its products to neet
cor porate managenent's goal s and objecti ves.

- ot her data as requested

Pl ans shoul d al so include any new initiatives and a _
narrative description of any |evel assunptions incorporated into



t he pl anni ng process.

5. The Resource Division is responsible for the
consolidation and formalization of plans after subm ssion. They
shal|l assure that the plan is sufficient to neet corporate goals.
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The corporate planning process is explained in Section 8030
of the UNI COR Corporate Policies and Procedures Mnual .

105. COORDI NATI ON

The coordination of effort in inplenmenting UNICOR s
operating plan is an essential elenent of the planning process.
The greatest resource available to UNNTCOR is the human effort.
That effort nmust be directed to specific objectives and nust be
coordi nated anong all organi zational elenents to be effective.
To merely plan future operations wthout effectively
communi cating those plans to operating units defeats the purpose
of the planning process. Coordination nust be considered from
t he standpoi nt of both internal resources and external
conditions. Available information concerning resources and
condi tions nmust be made comon know edge to all participants in
t he pl anni ng process.

The operating plan serves as a very inportant neans of
communi cati ng expectations. Such comruni cation nust effectively
explain Division and Corporate Managenent adjustnent of the pl ans
submtted by the operating units. Factory nanagers cannot be
expected to supply neaningful operating plans if they concl ude
that their subm ssions will be arbitrarily changed in the
foll owon review

Operating units should be advised that they will not be held
responsi ble for factors beyond their control such as failure to
provi de production orders to the extent projected; curtail nent of
pl anned civilian or inmate workforce due to uncontroll abl e
events; or unprogranmmed changes in econonm c conditions. However,
t hey should be aware of the fact that they will be held
responsi ble for controllable factors. Such awareness may create
a tendency to devel op operating plans that can be easily
acconpl i shed and not provide adequate chall enges for an efficient
production effort. It will be the responsibility of division and
cor porate managenent in operating plan review and analysis to
assure that each factory plan provides a reasonable chall enge for
each operating unit.

106. CONTROLS

Operating plans provide an effective production control
mechani sm  Ongoi ng conpari son of actual production with
operating plans keeps nmanagenent infornmed as to the progress
bei ng made or not nade toward achi eving corporate goals and
obj ectives. Corrective action can be pronptly recommended and
taken to redirect productive effort that is not achieving
proj ected goal s and objectives.



Control is exercised by people. Mere devel opnent and
communi cation of a plan will not assure its effectiveness.
Studi es reveal that budgeting (devel opnent of an operating plan)
is an of the best approaches for obtaining coordination of the
various factors essential to the success of
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a production activity. Control in UNICOR s planning process

i nvol ves factory managenent review and anal ysis of avail able data
to identify what can be done to neet commtnents, or establish
justification for deviations fromoperating plans. D vision and
Cor porat e Managenent mnust assume an active role in the contro
phase of the planning process. Production reports nust be

revi ewed, anal yzed and conpared to operating plans. Significant
devi ati ons nust be accounted for as justifiable or in need of
pronpt corrective action. Field visits may be required to obtain
sufficient information to propose or explain the action that nust
be taken to correct identified deficiencies. The results of the
revi ew and anal ysis process nmust be docunented to supply an audit
trail and serve as reference material for repeat deviations,
future devel opnent of operating plans and eval uati on of
recommended corrective action taken.

The operating plan is devel oped as a forecast docunent and
as such deviations fromthe plan and actual operations are
expected. Nevertheless, the operating plan should have a
sufficient degree or reliability to serve as an effective
gui dance and control tool for the forecast year. Explainable or
unjustifiable deviations should not necessarily give rise to an
adj ustment of the plan. However, if the operating plan is not
serving as an effective guidance or control docunent in view of
changed conditions or deficient forecasting a revised operating
pl an shoul d be devel oped and conmuni cat ed.

Control enbraces all segnents of the operating plan; cash
managenent, profit and | oss estimates, production job cost
estimates, equi pnent acquisitions, and corporate adm nistrative
and vocational training expenditures. Comobn sense departures
fromthe plan are not cause for concern; but unjustifiable
devi ati ons nust be pronptly anal yzed and corrective action
recommended and i nplenented. QOperating plan control cannot be a
mechani cal process but requires responsive action in review,
anal ysi s, recomended and i npl e-inplenented corrective action.

107. RELATI ONSHI P OF BUDGETI NG TO ACCOUNTI NG

Since planning cuts across all segnents of an organization,
it is clearly a managenent function. Nevertheless, the process
is related to and based in part on information devel oped and
processed through accounting records. Procedures nust be
devel oped to correlate planning data with operating data so that
meani ngf ul plans are devel oped and operating controls are
effectively inplenmented. Cassification of accounts nust be
comon to both the planning docunent and the accounting records.
The functions of accounting in the planning process includes:

Equating to all planned transactions in term of;



oo

o

Revenues, costs and profit

Fi nanci al position at the end of sel ected periods
Sources and applications of funds

Cash flow through estinmated recei pts and

di sbursenent s

Expendi tures for specific itens in the planning
process i.e., equipnment, adm nistrative expenses,
vocati ona
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training, travel, etc.

| dentification of the effect of alternative
courses of action being considered in the planning
process

Ef fective reporting of performance as conpared to
t he operating pl an

108. LONG TERM PLANNI NG

Long-term planning is particularly needed for such itens as
changes in factory lay-out, significant changes in manufacturing
met hods, addition of new products or deletion of old, and
i nvestnment in new plans and equi pnment. UN COR needs to consider
these itens for five and ten year periods so that nodernization
prograns and product changes are tinely considered and factory
productive activity keeps pace with current nethodol ogy.

This function should be an ongoing activity fromthe
standpoint of soliciting input fromall managenent |evels. The
formal planning will be an updating process of elimnating itens
fromfive and ten year plans that are not determ ned to be
feasi bl e and adding new itens determ ned to be feasible and
war r ant ed.

Responsibility for UNICOR s | ong-term pl anning process |lies
with UNICOR s plans and Policies Division. Formal procedures
must be established for factory, D vision and Corporate
Managenment input into the |ong-term planning process. Such input
must be an on-going activity or creative and state of the art
ideas wll not be brought to the attention of the plans and
Policies Division. Wen factory nanagers are nade aware of a new
machi ne, a new product or a new production nethod that is
appropriate for their operation the Product Line D vision should
be advised so that the idea may be researched and if appropriate
added to the agenda for periodic (at |east annual) |ong-term
pl anni ng neeti ngs.

Di scussion of |ong-term plans should be an additi onal
function of UNICOR s Executive Commttee neeting that establishes
UNI COR s goal s and objectives for the annual planning year.

Di scussion of the researched ideas submtted during the year wl|
establish their acceptability, merit and consistency with goals
and objectives of the corporation. In sone instances a proposal
may be of sufficient significance to warrant imedi ate

i npl enentation and, therefore, be incorporated into plans for the
forecast year.

As a result of these discussions the Plans and Policies Division



can update their long-termplan, formalize it for executive
managenent approval and effectively comrunicate the plan as an
advisory to division and factory managenent so that they can be
made aware of the general direction toward which the corporation
i s headed.

109. BUDGETI NG

The Resources Division is required to prepare and submt the
annual
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budget for UNICOR in accordance with Ofice of Managenent
and Budget (OwWB) and Departnent of Justice (DQJ) annual
instructions. Budgets are submtted by object
classification for (a) total transactions of the fund and
(b) each imtation for which there is a separate program or
financing schedule. UN COR spending for Adm nistrative
Costs and I nmate Vocational Training are under Congressional
spending limtations and require preparation of separate
budget schedul es.

Adm ni strative Costs are all expenses related to the
operation of corporate headquarters. Costs, associated with
Product Division expenses or field operations are not included
and are not subject to congressional |imtation.

| nmat e Vocational Training costs are those related to
training inmates but are not directly related to any UN COR
operations. Neverthel ess, UNICOR has agreed to fund these
activities. Funding |levels are recommended by UN COR

110. REPORTI NG OBLI GATI ONS

1. The UNI COR accounting systemis designed to report each
month to the Departnent of the Treasury gross obligations by
obj ect class. Each obligation's docunent issued by UN COR
contains an accounting code which identifies the general |edger
control account, and in the case of nom nal accounts, it also
controls subsidiary accounts which can be converted to OVB object
class for reporting purposes. These codes are outlined in
section 8501, Chart of Accounts and Accounting C assification
Codes.

2. This data is reported on SF-225, Report on (bligations,
by each location, transmtted to the Resources Division each
nmonth wth regul ar reports, consolidated at the Resources
Division, and submtted to Treasury.

3. The financial data for this report is obtained fromthe
current year general |edger transactions and the FPI Form4, 5
and 78. Further instructions are contained in Section 8540.

111. UNI COR FUNDS SUBJECT TO LI M TATI ON AND THElI R CONTROL

Limtations recomended by UNICOR are based on a
pl anni ng/ f orecasti ng of operations including the m ssion, goals
and objectives of UNICOR  The budget includes anticipated
requirenents for continuing activities as well as addition or
noder ni zati on of prograns.

Adm ni strative Costs are nonitored by the Resources Division



t hrough anal ysis and conpari son of the Monthly Summary of Expense
(FPI Form4) for this function. Al variances fromthe approved
budget are reported to the Deputy Associ ate Conm ssioner for
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for action. Section 8506, Part 11, Cost Reporting.

Vocational Training funding is allocated by institution and
program as determ ned by the BOP Supervisor of Education.
Adm ni stration and Control of spending and reports is
acconplished by UNICOR field business offices. Spending and
budget conpari sons are prepared and reported by these offices
mont hly using the FPI Form 81, Monthly Report of Accrued
Expendi tures, Vocational Training and Enpl oynent Pl acenent
Activities as required in Section 8520, Training and forwarded to
t he BOP Supervi sor of Education and Resources D vision for
revi ew.
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AUDI T ACTIVITY

100. | NTRODUCTI ON

The purpose of an audit is to provide a critical review by
i ndependent objective professionals who have an authority to
identify and report on deficiencies in governnental operations.
Audits are frequently classified as one of three types and the
scope of the auditors' assignnents may enconpass one, two or al
three of these classifications.

a. Audits may be assigned to determ ne the degree to which
an auditee has acconplished assigned goals and objecti ves.

b. The assignnment may be to determ ne the efficiency and
econony achi eved by the auditee in conducting assigned
activities.

C. Assi gnnents may be confined to determ ning the
auditee's conpliance with higher |evel of managenent's docunented
policies and procedures along with determ ning the adequacy and
ef fecti veness of controls designed to prevent fraud, waste and
m smanagenent .

Careful exam nations and tests of available data are
required to obtain docunentary support for all concl usions
reached, regardless of the type or scope of audit perforned.

Audi ts of UNI COR operations are performed by the CGeneral
Accounting Ofice (GAO, Departnment of Justice Audit Staff and
UNICOR s internal auditors. GAO and Departnment audits provide
external audit reviews, that is, review by professionals from
out side UNI COR t hereby being wholly i ndependent of control by any
| evel of UNI COR managenent. UNI COR internal auditors have a
| esser degree of independence as corporate nanagenent can control
the type of review nade and the content of published reports.
Neverthel ess UNICOR internal auditors carry out their assignnments
with a substantial degree of independence as they are not
controlled by the I evel of managenent revi ewed.

101. GENERAL ACCOUNTI NG CFFI CE ( GAO

The Conptroller General of the United States is charged with
the responsibility of performng audits of the accounts and
records of UNI COR and naking periodic reports to Congress as to
the financial position of UNNTCOR (P. L. 93-604). GAO audits
result in the certification of UNICOR s financial statenents.
Wi |l e UNI COR managenent is provided with an opportunity to review
GAO s findings before publication, reported matters are not
changed unl ess corporate nanagenent can product additional



relevant information or denonstrate an obvious ms-interpretation
of the facts by GAQ

GAO auditors review activities at the Washington office and
selected field |locations before issuing their reports. Scope and
schedul e of audits are determ ned by GAO in coordination with the
Department of Justice Audit Staff; and UNICOR (DQJ Order
2900.3A). (F. P. S 1210.1). Audit Reports of the Departnent of
Justice and
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UNICOR s internal audit unit are nmade available to GAO auditors
and their content is considered by GAO Auditors in determ ning
GAO s areas of review.

102. DEPARTMENT OF JUSTI CE AUDI T STAFF

The Director, Audit Staff, Departnment of Justice, is charged
wi th execution of the Departnent audit responsibilities under the
direction of the Assistant Attorney General for Adm nistration.
(28 CFR 0.75 [h], 0.76 [t]. (DQJ Order 2900.1B)) The primary
pur pose of audits by the Departnent of Justice is to provide
assistance to UNICOR officials at all managenent levels in
effectively managing their prograns and functions. They review
field, division and Washi ngton office operations, make critical
eval uations, report conditions, and reconmmend changes or
corrective actions. Audits include reviews of the reliability of
financial statenents; evaluations of the efficiency and econony
of managenent prograns and functions; review of the internal
control systemand the effectiveness of its inplenentation;
determ nations as to whether program objectives are being net and
produci ng desired results; and conpliance with applicable
statutory |l aws, rules, regulations, and departnental and
organi zati onal policies and procedures.

DAJ' s annual audit schedule is worked out in conjunction
wi th UNI COR managenent. An effort is made to avoid UN COR
internal audit activity and DQJ audit activity at the sane
| ocation during a fiscal year. DQJ's procedure for advising a
| ocation of pending reviewis a telephone call directly to the
Warden of the Institution. The Resources Division wll circulate
DQJ's audit schedule for a fiscal year. However, there can be no
assurance that deviations will not be made from that schedul e.
Field | ocations nmust be prepared for the DQJ auditors whet her
t hey recei ve adequate advance notice or not.

DQJ auditors hold an exit conference and di scuss their
tentative findings with field location officials before |eaving
the site. After leaving the field site the DQJ audit report is
drafted and nade avail able to UNI COR managenent for comrent
within a specific nunber of days. The draft report processes
t hrough the Conm ssioner, Associ ate Conm ssioner, and Deputy
Associ ate Comm ssioner. Personnel in the Ofice of the Deputy
Associ ate Comm ssioner forward copies of the draft report to the
Controller and the Ofice of Inspections. The Controller's
office prepares a letter of transmttal for the signature of the
Associ ate Comm ssioner soliciting a response fromthe auditee
field location. At the sane tinme, copies of the report are
forwarded to the cogni zant Product Division Manager(s) for
response to relevant findings, and infornmation copies are sent to
the Corporate Audit Staff. The Controller's office coordinates



the receipt of all responses and prepares a consoli dated response
to DOJ. That response is based primarily on input fromthe field
| ocation audited and any input received from ot her organizati onal
el ements to whom any audit findings and recommendati ons were
directed. The field location copy of the report is directed to

t he Superintendent of Industries but processed through the
Warden. A
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response for each finding in the draft report nmust identify the
corrective action that has been or wll be taken inplenentation

dates supplied. |[If the audit finding is considered to be in
error the Superintendent nust supply adequate docunentary support
for taking exception to the finding. In those instances where

the Superintendent is in agreenent with the finding but |acks the
resources or the authority to take recommended action he nust
clearly state his position and provi de necessary support
docunentation. The Controller may solicit additional information
if the response is deficient or unclear.

DQJ audit will be contacted for clarification of any questionabl e
itens brought to the attention of the Controller. Such

clarification may require the formality of a close-out conference
i f problens cannot be readily resol ved through tel ephone contact.

Accept abl e responses are formalized by the Controller and
forwarded for approval to the Deputy Associ ate Comm ssioner and

t he Associ ate Comm ssioner. The approved response is then
forwarded to the Comm ssioner for signature and subm ssion to DQJ
audit. Copies of the signed, formal response are sent to the
Internal Audit Unit, the Ofice of Inspection, the applicable
Product Divisions and the Superintendent of the audited field

| ocation as advisory of commtnents made and the type of
corrective action taken or to be taken. The field |location

revi ewed and applicable division have a need to know t he extent
to which their response has been accepted or revised in order to
conply with the coomtnents nade. O her organi zational elenents
need to be advised as to UNICOR s response so that they can

i ncorporate the philosophy projected into their operations. For
exanple UNNFCOR s Internal Audit Unit may need to expand their
audit programto incorporate areas of deficiency disclosed or may
need to include foll owup on proposed corrective action. The

O fice of Inspection may determ ne a need for investigation of
the situation as finalized. The need for such an investigation
may not have been apparent based upon their copy of the DQJ draft
report. (The flow of draft report procedures is diagramed in
Appendi x A.)

Upon recei pt of UNICOR s approved witten response to the draft
report DQJ's Audit Staff will prepare a final report and wl|
include UNICOR s response to draft findings. DQJ's final report
may require further corrective action on the part of UNNCOR |If
so, UNICOR nust provide an additional response. Any response
required for final report itens that were not previously covered
W ll be provided by the Controller. The procedures followed for
the final report response will be the sanme as for the draft
report response.

DQJ audit reports will not be cleared until positive corrective



action has been taken on all discrepancies reported.
103. UNICOR S | NTERNAL AUDI T PROGRAM

The UNICOR Internal Audit Unit executes its responsibilities
under the direction of the Deputy Associ ate Conm ssioner. The
policy of UNNCORis to maintain an audit programwhich wl|l
supply information that will assist managenent in effectively
managi ng the vari ous prograns
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and functions of UNICOR. The Internal Audit Unit is assisted in
their exam nations by field and managenent personnel having
expertise in areas to be audited. Managenent personnel at field,
D vision and Corporate |levels are expected to cooperate fully in
nmeeting the needs of the UNICOR Internal Audit Unit.

1. Organi zati on. | ndependence and objective are essenti al
to the effectiveness of the audit program This is obtained
primarily through organi zational status and reporting |evel of
the auditors. Therefore:

a. The UNI COR auditors are under the direction of the
Deputy Associ ate Comm ssioner, Federal Prison Industries, Inc.
The staff is conprised of two permanent staff nenbers.
Addi ti onal assistance is obtained fromfield and divisional staff
as required.

b. The audit unit does not devel op procedures,
prepare records, install systens, or engage in any operational
activity which they would normally audit.

2. Paraneters. The followi ng are the paraneters under
which the audit programw || function.

a. Each UNI COR corporate, division and field activity
will be audited triennially. The schedule will be coordinated
with the Departnent of Justice audit schedule to insure maximum
coverage and usage of audit resources. Special audits nay be
conducted at any tine as directed by Corporate Managenent.
Division and field locations are encouraged to request reviews if
a need exists.

b. The followi ng prograns will be used as m ni num
gui dance in the performance of audits:

Field operations will be audited
utilizing functional guidelines

and UNICOR s Field Audit Checkli st
(See P.S. 1210.2, Managenent Audits
Manual , Tab 8000).

Cor porate prograns and divi sion
offices will be audited utilizing
functional guidelines and UNICOR s
Corporate/ Di vision Audit Checkli st
(See P.S. 1210.2, Managenent Audits
Manual , TAB 8000).

C. UNI COR audits wll address the financial,
operational and program areas of UNICOR  Functions subject to



revi ew are:

Fi nanci al / Oper ati onal :
Ceneral Ledger Accounts
Vouchering Property
Managenent /| nvent ory
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Pr ocur enment

Cost

Producti on Schedul i ng/ Contr ol
Pay - Civilian/Inmate
Mar ket i ng

Pl anni ng

Pricing

Pr ogr ans:

Personnel - Civilian/lInmate
Safety and Sanitation

Ener gy Conservation

Qual ity Assurance

| ndustrial Relations

Staff Visibility

Training - Gvilian/lnmate
Utilization of I nmate Manpower

3. CGeneral Audit Procedures.

a. Prelimnary planning and research by the audit
staff of the organization to be audited is essential to
effectively conplete the audit on schedule. The audit approach
to be used to acconplish this will be:

Internal Audit Unit will review prior
audit findings (GAO, DQJ, and Regi onal
Program Revi ew Reports) and current
financial reports to identify any
functional areas requiring special
enphasis during the audit. Resources

Di vi sion, Product Division and Corporate
Management will al so be consulted to
determne if they have any speci al
requests.

Field/ D vision staff detailed to assi st
with an audit wll be notified in advance
of the functional areas for which they

wi |l be responsible. Each nenber should
becone famliar with their assigned areas
prior to the audit.

b. Adequat e revi ew of functional areas during the
audit will involve:

Revi ew and apprai sal of the soundness,
adequacy and application of accounting,
financial and other controls.



Ascertaining the extent of conpliance with
est abl i shed prograns and poli cies.
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Ascertaining the extent to which Corporation
assets are accounted for and saf eguarded
froml osses.

Ascertaining the reliability of managenent
dat a devel oped within the organization.

The scope of review w || be determned by the Internal Audit
Unit based upon prelimnary review and initial findings in each
ar ea.

C. The results and recommendati ons of the audit wll
be di scussed with auditee managenent official at a cl ose-out
conference to assure that situations and conditions to be
reported are factually correct. The results of the audit wll be
pronptly presented in draft fromto the Deputy Associ ate
Comm ssioner with copies of the draft report forwarded to
applicable Division Managers for their review in preparation for
cl ose-out with the Associ ate Comm ssioner. Upon approval of the
Associ ate Comm ssioner a final report will be prepared for the
Associ ate Conmm ssioner's signature with copies sent to managenent
personnel who are expected to take corrective action and ot her
managenent officials who nay need to be informed as to the report
content.

d. Replies to all audits will be nmade pronptly, but
not later than 30 days follow ng the date of the final audit
report and in detail to the Associate Conm ssioner, with a copy
to the Resources Division and concerned product division nmanager,
for review and evaluation. All directives nust be resol ved
wi thin 30 days of the date of the final audit report otherw se a
pl an of action must be submtted in accordance with P.S. 1210.2
stating how and when the required corrections are to be nade.

Any plans or actions taken to correct reported conditions will be
eval uated by corporate staff for adequacy. Al audit

di screpanci es nust be resolved within six nonths of the date of
the final audit report. No audit report will be closed until
positive corrective action on each discrepancy is reported.

e. The Warden being the Chief Executive Oficer of
the Institution and the Superintendent being the Chief Executive
O ficer of UNNCOR at the |ocation, will be consulted by the
exam ner in charge concerning any violations of the |aw,
regul ations or instructions, as well as any inproper procedures,
met hods or conduct. Likew se, these officials should be advised
as to any unusual or outstanding neritorious service or practice
whi ch contributed to increased earnings or inproved operations.

4. It is the responsibility of the Internal Audit Unit to
assure that the objectives of operating managenent's audit



program are effectively acconplished through;

_ a.  EBvaluating managenment's ongoing review of
operations, internal controls and financial and production
reports.
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b. Appr ai si ng the adequacy of actions taken by
managenent to correct reported deficient conditions, and
continuing followup with managenent on actions consi dered
i nadequate until there has been a satisfactory disposition of the
matter.

C. Moni toring subm ssion of field and division review
reports and eval uating them for adequacy and objectivity.

d. Publ i shi ng annual reports concerning common
probl ens and repeat deviations reported during recent audits, and
areas of special concern to UNI COR nmanagenent. Copies of such
reports shall be sent to concerned UNI COR activities.

Not e: DQJ Audit al so i ssue an annual summari zati on of
common problens reported during the audit year. This information
shall al so be sent to concerned UNI COR Activities. For maxinum
effectiveness, the summaries of the UNICOR Audit Staff and the
DQJ Audit Staff should be coordinated internally and circul ated
si mul t aneousl y.

104. AUDI TEE COOPERATI ON

Personnel of all organi zational elenents being audited are
expected to provide full support and cooperation to the auditors
whet her from GAO, DQJ or UNICOR  This cooperation includes
freedom of access to all UNICOR activities, records, property and
personnel. Pronpt consideration of findings and reconmmendati ons
nmust be assured along with the inplenentation of appropriate
corrective action as necessary.

105. MANAGEMENT REVI EVWS

Wi | e managenent reviews are acconplished by personnel with
a vested interest and do not fall within UNNCOR s definition of
an audit they are expected to acconplish simlar results. These
reviews are an on-going function and the formality of a witten
report is required wth copies nade available to all officials
with a need to know. The purpose of this section of the manual
is to establish the degree of report formality required.

1. Production Job Reviews. FPI Form 9, Production O der
and Cost Sheet provides a section "Cost Summary" that is designed
to facilitate review of the success or failure of each production
job. As noted in page 3-32 of UNICOR s Cost Accounting Manual,
Factory Managers are required to nake a detail ed revi ew and
anal ysis of this summary and expl ain any favorable or unfavorable
production vari ances.

2.Monthly Financial Reviews at the Institutions. Mnthly




re-
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views of operations are required in page 2-3 of the Cost
Accounting Manual involving the Superintendent, Business Minager,
Factory Manager and ot her concerned personnel. Special attention
must be given to FPI Form 9 reported results. M nutes of these
nmeetings are required with copies forwarded to the Resources

Di vision and applicable Product Divisions. Substantive
comentary is essential to making these reports a viable
managenent tool. They provide a necessary neans of communi cation
between the factories, Divisions, and Corporate nanagenent.
Corrective action decided upon should be explained. Procedural
areas requiring D vision or Corporate managenent consideration
must be reported. Statistical data already available in
financial reports should not be repeated although reference to
financial report data may be required to clarify a reported
probl em area. These neetings nmust be held before the 15th of the
followng nonth with results reported to the D visions and

Cor porate Headquarters by the 20th of the nonth. M nutes of each
month's review of questions facilitates Division preparation for
monthly reviews with the Associ ate Comm ssi oner.

3.Division and Corporate Managenent Reviews. By the 25th of
each nonth Divisions and Corporate Managenent di scuss genera
program i ssues and review key operating statistics for each
factory. The results of D vision/Corporate neetings as rel ated
to each factory are to be transmtted to the field | ocations by
the 30th of the nonth. Each quarter, D vision and Corporate
Managenment nmake a nore in-depth review of factory financial
operations than those acconplished at nonthly neetings.
Quarterly neetings should be held by the 30th of that nonth with
the results of these neetings pronptly dissemnated to the
factories as applicable.

4. Field Location Internal Reviews. Field |ocations
personnel will conduct internal reviews each fiscal year when not
audited by UNICOR or DQJ auditors. The Field Audit Checklist's
w Il be used as m ni mum gui dance. A formal report concerning the
revieww !l be conpiled with copies forwarded to the Associ ate
Comm ssi oner, Federal Prison Industries; Internal Audit Unit;
Resources Division; and Product Division(s) for review |If a
field reviewis not required during a particular year, a
menmorandumw || be forwarded to the Associ ate Comm ssi oner
stating the reasons why an audit was not required. The
Superintendent of Industries is responsible for the |ocal
internal audits. To the greatest extent personnel assigned
shoul d have expertise in areas to be revi ewed.

5. Dvision Field Reviews. Each Product Division wll
conduct a production review of its assigned factories biennially.
The review gui deli ne devel oped shoul d i ncl ude subjects/itens of
special interest or concern to division managenent but shoul d not




duplicate DQJ or UNICOR internal audit activity. Copies of
Division Field Review reports will be forwarded to the Deputy
Associ ate Conmm ssioner; Internal Audit Unit; and Resources
Division for review and edification. Copies of D vision reports
that may be of interest to other Product Divisions or Corporate
Managenment shall be routinely transmtted to those offices.

Product Division personnel nust file a report on routine
field trip visits. Those reports shall be maintained in Division
files and be available for Division biennial production reviews,
and UNICOR Internal or DQJ Auditor Review.
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6. Quality Assurance Reviews. The Corporate Quality
Assurance Manager is responsible for conducting programaudits to
assure conpliance with UNICOR s Quality Assurance Manual. These
audits are to be perforned in conjunction with Division Quality
Assurance Managers to the extent possible. Vendor perfornance
records, custoner conplaint |ogs, inspection sheet files and
defective work/scrap reports will be reviewed and eval uat ed.
Copies of quality assurance audits will be transmtted to
appl i cabl e Product Division officers and to corporate nmanagenent.

The Corporate Quality Assurance Manager shall al so prepare
special reports pertaining Quality Assurance problens brought to
his attention. A file of regular audit reports shall be
mai nt ai ned by Division and Corporate Quality Assurance nanagers
for their ongoing review and review by UNICOR internal and DQJ
Audi t and GAO personnel
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APPENDI X A

Fl ow of Audit Report Procedures
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PART 1
| NTRODUCTI ON
100. | NTRODUCTI ON

UNI COR provides formal training prograns for inmates through
the UNICOR pre-industrial training programand fundi ng of sone
BOP vocational training and vocational training experinental
prograns.

The UNI COR pre-industrial training programis designed to
provi de vestibule or pre-entry job training related to industri al
operations at an institution. These prograns are established
with the expectation that they will provide the skills required
for specific industrial operations and increase their
productivity and quality of work upon assignnment to a UN COR
oper ati on.

Vocational training and vocational training experinental
prograns are organi zational conponents of the Bureau of Prisons.
Vocational training prograns include training for inmtes in
i ndustrial, trade, business or service occupations. The
vocational training experinental prograns are designed to test
the viability and effectiveness of training prograns for
inclusion in the formal inmate vocational training programin the
future. The information in this chapter is included in the
UNI COR manual because these prograns are funded by UN COR
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PART 2
UNI COR PRE- | NDUSTRI AL TRAI NI NG
200. GENERAL

Many i nmates who begin work in UNI COR shops and factories
| ack work and safety habits and any basic know edge of the work
to be performed. These shortcom ngs can inpede the snooth
integration of the inmate into the work force, |ower
productivity rates, or create serious safety hazards for
t hensel ves and their co-workers.

Several UN COR | ocations have used pre-industrial training
prograns to ensure that the inmate had a rudi nentary set of
skills before his entry into regular factory work. This training
has al so been called vestibule training to indicate that it
occurs before the inmate enters the general work routine of the
factory.

Pre-industrial training prepares the inmate to take his
place in the work setting as a safer, nore productive and
know edgeabl e worker. UNI COR encourages the use of
pre-industrial training prograns wherever such training wll
provi de these benefits to the inmate worker and to the factory.

201. REQUEST AND APPROVAL

After consultation with the Warden, the Superintendent of
| ndustries nmay devel op a proposal for a pre-industrial program
Consul tation should al so take place with the institution's
Supervi sor of Education to insure that a structured, conpetency
based curriculumis used for the programand that nulti-nedia
i nstructional nethods are used.

The outline of the program should be put in narrative form
and submtted. The request for funds shall be nade on an
acconpanying RSA. Include a listing of all resources needed to
put the programinto effect, programevaluation criteria and the
total anmount of noney required.

Copi es shall be sent to:

- Manager of Industrial Progranms, UNICOR, Central Ofice

- Affected Product D vision or staff office

- Educati onal Adm nistrator, BOP, Central Ofice (if
involved in the progranm
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The Manager of Industrial Prograns shall coordinate the
response by all affected departnents.

Upon conpl etion of testing period for approved prograns,
they will be evaluated and a determ nati on nmade whether they wll
becone permanent prograns.

202. | NMATE PAY

Inmates will be paid 4th grade wages during participation in
t hese prograns.

203. ACCOUNTI NG

Al |l expenses of these prograns shall be charged to
Pre-industrial Training Expense Control, Account 66, using the
sub-accounts in paragraph 103, Section 8501. Machinery and
equi pnent purchased for these progranms and controll ed and
capitalized in accordance with the instructions in Section 8508,
Fi xed Assets.

204. PROCUREMENT

Al'l contracting and procurenent will be acconplished through
the UNI COR contracting officer or procurenent agent in accordance
wi th applicable federal procurenent regulations.

Approval of an RSA in which a particular vendor or contractor is
menti oned does not inply approval of that particular vendor or
contractor for the project. Approval signifies acceptance of the
program concept .
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PART 3
VOCATI ONAL TRAI NI NG
300. GENERAL

Vocational Training (VT) is an organi zational conponent of
BOP. The information in this chapter is included in the UN COR
Account i ng Manual because vocational training in sone
institutions is funded by UNNCOR  This funding is subject to
Congressional Limtation and/or Admnistrative Limtation as
approved by the Board of Directors.

The Adm ni strator, Education Section, Central Ofice and
counterpart personnel at the regional and institution | evel have
the responsibility for formul ating, establishing, and operating
vocational training prograns. These prograns should be integrated
as closely as possible with existing industry operations,
institutional shops, farmenterprises, and UNI COR nai nt enance and
construction projects.

The UNICOR Controller is responsible for the admnistrative
control of funds including review and approval of final allotnent
authority and apportionnent scheduling.

The UNI COR Superintendent of Industries at each field
| ocation nonitoring a programis responsible for the
adm nistrative control of funds including review and approval of
procurenent and contracting actions, budget review and accounting
control, classification and reporting.

301. TYPES OF PROGRANMS

1. Permanent Prograns - Those vocati onal prograns
permanent |y established and funded through UNI COR.  Program
fundi ng i ncludes basic civilian salary, related salary and
operati ng expenses subject to Congressional limtation.

2. Experinental Prograns - Those vocati onal prograns
establi shed on an experinental basis to evaluate and test
possi bl e training prograns for permanent funding. These prograns
are evaluated at the close of specified test periods to determ ne
their effectiveness and whether they should be continued as an
experinent, made a pernmanent program or discontinued. Program
fundi ng i ncl udes operati ng expenses and rel ated equi pnent
requi renents subject to Congressional limtation.

3. Buildings and I nprovenents, ©Machinery and Equi pnent -
UNI COR revi ews and approves fundi ng requests for machi nery and
equi pnent, and buil ding and i nprovenents for vocational training




prograns annual ly, based on recomendati ons of the Education
Adm ni strator, BOP, Central Ofice.
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Ofice. Allocations are nade to each VT program based on program
and priority requirements. These funds are not subject to
Congressional limtation, but are subject to admnistrative
[imtation as approved by the UNI COR Board of Directors.

302. BUDGET AND ALLOTMENT CONTRCLS

1. Permanent Prograns, Machinery and Equi prent, Buil di ngs
and | nprovenents - The Supervi sor of Education at each
institution shall submt a consolidated budget in duplicate on
FPI Form 81 to the Education Adm nistrator no |ater than Apri
30, of each year. The budget estimate shall include personal
servi ces and operating expenses for Permanent Prograns subject to

Congressional limtations, as well as machinery and equi pnment,
construction and inprovenents which, although not subject to
Congressional limtation, are subject to admnistrative control.

Expl ain differences between the current year budget and the
requested budget in a brief narrative. Justify machinery and
equi pnent itens individually. Include the recomended quarterly
apportionnments for those itens subject to Congressional
limtation.

After the Education Budget Committee has eval uated and
approved the program budget for each institution, the Director of
Education shall submt to the Deputy Associ ate Comm ssi oner,

Fi nanci al Managenent, and the Associ ate Conm ssi oner through the
UNI COR Controller, a consolidated sunmary of the budget request
for approval. Upon approval of the Congressional or
admnistrative limtation as applicable, an FPI Form 81 will be
prepared for each institution by the BOP Educati on Adm ni strator
for each request. |If disapproved, a letter giving reasons wll
be forwarded. Notification for approved prograns wll| include
the funding level by quarter and type of program equipnment or
construction project. These will be forwarded through the UN COR
Controller for approval and signature attesting to the
availability of the funds.

One copy of the FPI Form 81 shall be kept by the UN COR
Controller, who is responsible for the adm nistrative control of
the funds. He shall establish and maintain records in
conjunction with UNICOR field offices to ensure that allotnents
are not over-obligated and are within the approved apporti onnent
schedule. The BOP Education Admnistrator will transmt copies
of the FPI Form 81 to the (1) Warden, (2) Supervisor of
Education, and (3) UN COR Busi ness Manager.

To provide a degree of flexibility, field |locations are not
required to request internal adjustnents of |ess than $1, 000
anong those itens subject to Congressional limtation (Basic
Sal ary, Related Salary, and Qperating Expenses) provided accrued



expenditures do not exceed the total quarterly apportionnent.
The "Budget-Current Year" columm shoul d not be changed, the
over/under adjustnent being reflected in the "Bal ance Avail abl e
t hrough Current Quarter"™ col um.
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The transfer of funds between institutions within a region
and/ or regions nust be requested in neno formand submtted
through the Region to the Central Ofice, Education
Adm nistrator. Receipt of a revised FPI Form8l1 wll constitute
approval .

2. Experinental Prograns - The Supervisor of Education at
each institution shall submt requests for Experinental Program
as needed. The request shall include justification, estinmated
life of the program (test period), the designated date for the
eval uation of the program the criteria for determ ning whet her
to discontinue it or make it pernmanent, a Request for Speci al
Aut hori zation, and FPI Form 81. The request, if approved would
be valid for the lifetinme of the programand would not require
annual approval. As such, there nmust be an FPI Form 81 for each
fiscal year of the program apportioned by quarters. This is
needed to control annual allocations for the overall prograns as
well as to provide a basis for budget control of the individual
program

Program reconmendati ons are submtted from each | ocation
t hrough the Regional Ofices, and screened by the BOP Educati on
Adm ni strator and FPI Manager of Industrial Prograns. In
addition to the narrative application material, the original
proposal s should include the single RSA, the Form 81's for each
fiscal year and the program evaluation criteria. The involvenent
of the Superintendent of Industries and UNI COR Busi ness Manager
in preparing the RSA and Form 81's is required.

Prograns recomrended by Central Ofice officials in the
precedi ng step are revi ewed and endor sed/ di sapproved at the
Secretary/ Deputy Associ ate Comm ssioner level and finally
approved/ di sapproved by the Associate Comm ssioner. |If a
proposal is disapproved, this decision and explanation wll be
conveyed by a jointly signed nmenorandum fromthe Associ ate
Comm ssioner to the Warden, with copies to :

-  BOP Education Adm ni strator

- FPI Manager of Industrial Prograns
- Regional Director

- Institution Supervisor of Education
- Superintendent of Industries

| f the proposal is approved, the nenorandumis distributed
to the sane listing, and in addition to:

- UNICOR Controller

- Deputy Associ ate Conm ssi oner
- UNI COR Busi ness Manager

- C. O Research
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Once approved, the RSA and FPI 81's are forwarded to the
UNI COR Controller's office for assignnent of an authorization
nunber and signature attesting to the availability of funds.

The package is then returned to the Manager of Industri al
Progranms for final conpilation of all materials for forwarding to
the Wardens and others of the distribution list. The programis
aut hori zed to proceed. The package should include all rel evant
information in support of the budget to enable the business
office to proceed and procurenent action.

The snooth inplenentation and adm ni stration of each
experinmental program depends upon nutual respect of the
responsibilities and good conmuni cati on and coordi nation of the
Supervi sor of Education, the Superintendent of Industries, and
t he UNI COR Busi ness Manager. The Supervisor of Education nust
not go too far during the conceptual stage in dealing with
potential contractors. He/she should keep the UN COR Busi ness
Manager apprised of initial efforts. The UN COR Busi ness Manager
shoul d be supportive of the intent of the experinental program
and, at the earliest possible date after Central Ofice approval,
be prepared to initiate appropriate procurenent action. It needs
to be nmentioned here that procurenent regul ations do apply and
t he experinental prograns are not exenpt fromregul atory
requi renents. Everyone in BOP and UNI COR should be careful to
adhere to them There are situations where a sol e-source
arrangenment is appropriate. However, whenever feasible,
conpetition serves to ensure that the Corporation obtains the
best offer possible for any given service. |In the absence of
such conpetitive procurenent, the Contracting Oficer nust be
able to present a determ nation of findings justifying the
engagenent of a sole source contractor. This nust pass the test
of reviews of governnent auditors. Mere "conveni ence" or
"preference” on our part is not sufficient justification.

3. Buildings and I nprovenents (Construction) - Institutions
may request individual projects for vocational training which
cost in excess of $2,000. Such requests should not be initiated
until after the institution has reviewed its existing space and
facilities for possible reprogranm ng or reallocation of space.

The Supervisor of Education at the field |ocation wll
initiate the request in coordination with the UNI COR Busi ness
Manager and the Facilities Manager. It will then be routed
t hrough the Warden and Regional Director to the Education
Adm ni strator, BOP.

Upon recei pt of requests, the Education Adm ni strator, BOP
wll review and confer with the Assistance Director, Planning and
Devel opnment, in relation to |ong range planni ng and space study



date, prior
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to transmittal to the Deputy Associ ate Conm ssioner and the
Associ ate Comm ssioner, UN COR for approval.

Upon their approval and that of the Board of Directors,
notification will be prepared for each institution by the
Educati on Adm nistrator, BOP for each request. D sapprovals wll
be acconplished by letter and wll give reasons for disapproval.
Notifications for approved prograns will be acconplished by FPI
Form 81 and include the funding |l evel and the exact nature of any
changes made to original request.

Any projects not conpleted during the fiscal year for which
fundi ng was approved nmust be resubmtted in accordance with this
paragraph to re-establish funding.

4. Machinery and Equipnent - Institutions may request
funding for machi nery and equi pnent requirenents for established
prograns whi ch UNI COR does not adm nister.

The Supervisor of Education at the field |ocation will initiate
the request in coordination with the Superintendent of

I ndustries. It will then be routed through the Warden and
Regional Director to the Education Adm nistrator, BOP. This
shal | be acconplished no |ater that March 31 for the foll ow ng
fiscal year

Upon recei pt of request, the Education Adm nistration, BOP
wll review each and submit a consolidated request to the Deputy
Associ ate Conmm ssioner and Associ ate Conm ssioner. Upon their
approval and that of the Board of Directors, each institution
wll be notified of action taken on their request by the
Educati on Adm nistrator, BOP. Disapprovals will be acconplished
by letter and give reasons for disapproval. Notifications for
approved prograns will be acconplished on an FPI Form 81 and w ||
i nclude the funding | evel, the equi pnent approved for purchase
and any changes nade to the original request.

Any equi pnent not purchased during the fiscal year for which
fundi ng was approved nmust be resubmtted in accordance with this
paragraph to re-establish funding.

5. Allotnent Control Responsibilities - In addition to the
allotnment controls required of the Education Adm ni strator, BOP
and the UNICOR Controller in paragraphs 1 and 2, each institution
has all otnent control responsibilities. The Chief Executive
O ficer of each institution, or his delegated representative
becones the responsible office to see that such allotnments are
not over-obligated. Hence, all vocational activities are under
t he general supervision of the Chief Executive Oficer at each
institution. Bookkeeping for vocational funds is acconplished by




t he UNI COR Busi ness Manager. Therefore, close
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cooperation and coordi nation shall be maintained between these
offices. This is particularly true in connection with the
preparation of the annual budget estimates, costs, conpliance
wi th procurenent regul ations, and the classification of

pur chases.

303. ACCOUNTI NG

1. Pernmanent Prograns - Expenditures for the program shal
be charged to Account 75, Vocational Expense Control
Expendi tures for salary and operations shall be classified and
distributed to the applicable subsidiary accounts as listed in
Section 8501, par. 103. Machinery and equi pnrent expenditures for
equi pnent in excess of $300 shall be charged to Account 75. 39,
Vocational Training - Myjor Equipnent. Meno equi pnent cards
shal |l be maintained on this equipnment. Approved expenditures for
bui | di ngs and i nprovenents projects over $2,000 shall be charged
to Account 75.40, Vocational Training - Building and
| nprovenents. M nor projects under $2,000 shall be funded from
the VT Qperation Expense Budget.

The FPI Form 81 shall be used to summari ze these costs and
report budget status. The "Programt entry shall include the nane
of the program (Permanent VT Prograns). Salary and operating
costs shall be summarized fromthe Form4 in the applicable
bl ocks for itens subject to Congressional [imtation. Machinery
and equi pnent, and buil dings and construction expenditures shal
be summarized in the applicable blocks. The total of operating,
sal ary, machi nery/equi pnent, and buil di ng/ construction
expenditures shall agree with FPI Form 3.

UNI COR field accounting stations will transmt and FPI Form
81 nonthly to (1) the institution Supervisor of Education, (2)
Regi onal Education Adm nistrator, (3) Education Adm nistrator,
Central Ofice, and (4) the UNICOR Controller. The Form4 wll
be submtted to each quarterly.

2. Experinental Prograns - Expenditures for this program
shall be charged to Account 76, Vocational Training Experinent
Control. Expenditures for operations shall be classified and
distributed to the applicable subsidiary accounts as listed in
Section 8501, par. 103. Machinery and equi pnrent expenditures for
equi pnent in excess of $300 shall be charged to Account 76. 39.
Meno equi pnent cards shall be maintained on this equipnent.

The FPI Form 4, Summary of Expense shall be used to list al
expenses for the quarter and year to date including the charges
to Account 76. 39.

The FPI Form 81 shall be used to summari ze each program



costs and report budget status. The "Programl entry shall
i nclude the nane of the program The total shall agree with FPI
FORM 3.
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UNI COR field accounting stations will transmt an FPI Form
81 nonthly to (1) the institution Supervisor of Education, (2)
Regi onal Education Adm nistrator, (3) Education Adm nistrator,
Central Ofice, and (4) the UNICOR Controller. The Form4 wll
be submtted to each quarterly.

3. Building and | nprovenents - Approved expenditures for VT
bui l di ng prograns at institutions where the established VT
prograns are not adm nistered by UNI COR shall be nonitored by the
UNI COR Busi ness Manager. Expenditures shall be charged to
Account 75.40, Vocational Training - Buildings and | nprovenents,
and reported nonthly on the FPI Form 3 and 81, and quarterly on
the FPI Form 4

4. Machinery and Equi pnent (M&E) - Machi nery and equi pnent
all ocations for established prograns for which UNI COR does not
adm ni ster the program shall be nonitored by the UN COR Busi ness
Manager. Expenditures shall be charged to Account 75. 39,

Vocati onal Training - Machi nery and Equi pnent, and reported
monthly in the FPI Form 3 and 81, and quarterly on the FPI Form
4.

The BOP Busi ness Manager shall be advised of all pertinent
data relative to the cost and specifications of the equipnent for
accountability purposes. Any machinery and equi pnment purchased
for | ocations adm ni stered by BOP shall be donated imedi ately to
BOP.

5. General - Maintain a mninmm of accounts for vocational
activities. At those |ocations, where there are several
i ndustrial operations, the vocational accounts may be reported in
any of the manufacturing unit's books.

Any itenms purchased F. O B. shipping point that are in
transit at the end of the year shall be accrued and charged to
t he proper expense account prior to year end closing. Credit
excess accruals of expenses at the end of the prior year to
Account 53.3 in the follow ng year when the correct anounts are
recorded. Expense in excess of accruals made at the end of the
prior year shall be charged to current vocational expense.
Credit discounts on vocational expense itens which are in transit
at the end of the fiscal year to Account 53.3 in the follow ng
year when paynent is affected.

304. SURPLUS PROPERTY

Itens, either machinery and equi pnent or operating supplies,
may be acquired in accordance with Section 8508. Speci al
aut hori zation on FPI Form 27 is required for VT acquisitions of
surplus property in excess of $1,000. Controls shall be



mai ntai ned | ocally by processing all request for acquisitions
t hrough the UNI COR Busi ness Manager. The donabl e el enent of
these itens shall not be charged agai nst budget all ocations.
However, they are to be shown as a footnote of FPI Form 27.
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81 (Monthly Subm ssions) indicating the category (machinery and
equi pnent or supplies) and the appraised value. Itens with an
apprai sed value | ess than $1, 000 need not be reported. Freight
or incidental expenses shall be charged to Account 75.

VT machi nery and equi prent (M&E) in those progranms in which
UNI COR mai ntai ns the financial/budget reports and accountability
may be transferred to VT activities at other institutions or
donated to UNI COR, BOP, or other government agencies. Request
for such actions shall be submtted to the Central Ofice
Educati on Adm nistrator for review and approval, and coordi nated
Wi th respective UNI COR Busi ness Manager to ensure proper
transfer, documentation and accountability.

305. PROCUREMENT

Wth the exception of the Experinmental Vocational Training
Program UN COR accounting and budget system requires that
purchases of operating supplies and machi nery and equi pnent be
processed so as to ensure delivery not later than the end of the
fiscal year. Open purchase orders (undelivered) at the end of
t he year need not be cancel ed. However, no authority exists to
"carry over" unexpected bal ances and the expenditure will be
charged to the ensuing fiscal year's budget in the nonth actually
delivered. A realistic procurenent cycle should be established
to preclude such occurrences and a m ninum 30 day cutoff date
(Septenber 1) for all other purchases should be observed.

Al'l contracting and procurenent will be acconplished through
t he responsi bl e UNI COR Procurenent Agents and/or Contracting
O ficers who nust ensure conpliance with the Federal Procurenent
Regul ations, FPVR, BOP Procurenent Manual and UNI COR policy and
procedures Manual for all VT purchases. Mandatory sources of
supply - UNICOR, GSA, FSS nust be utilized. Specific cases which
cannot be resolved at the field |l evel should be referred to the
UNI COR Controller for review and approval .

Approval of an RSA in which a particular vendor or
contractor is nentioned does not constitute approval of that
particul ar contractor or vendor - only the project concept. Al
appl i cabl e procurenent regulations will be followed in
i npl enenting the program

306. CONTI NGENCY RESERVE

No reserve fund will be maintained by the Education
Adm nistrator in the Central Ofice. Therefore, costs for itens
such as change of duty station transfer costs, approved program
changes and ot her uncontrol | abl es nust be absorbed by avail abl e
funds at the institutional |evel.
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307. QUARTERLY REVI EW

At the end of the first three fiscal quarters, appropriate
UNI COR and Educati on personnel at each field l[ocation will review
their current budget and project actual requirenments through the
end of the fiscal year. Adjustnment recommendati ons shoul d be
transmtted to the Central O fice, Education Adm nistrator
Through the Regi onal Education Adm nistrator not later that the
20th of the nonth followi ng the end of these three quarters.
Fourth quarter adjustnent reconmmendations should be transmtted
not later than Septenber 1, and will be considered as the final
budget adjustnent for the fiscal year.

308. AUDIT

Vocational activities and related financial and accounting
records are subject to audit by the UNTCOR Internal Audit Staff,
Department of Justice, and Ceneral Accounting Ofice. UN COR
Busi ness Managers are responsi ble to ensure that current
Corporate, Treasury, GSA, and GAO policies, and regul ations are
conplied with for all vocational training expenditures.
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SECTI ON 8506
COST ACCOUNTI NG MANUAL

FPI's Cost Accounting policies and procedures are contained in a
separ at e

manual . See FPI's business manager for nore details.



