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1. PURPGCSE AND SCOPE. To establish guidelines and procedures
for performng the accounting and financial functions at a
Federal Prison Industries (FPl) prine location for an FP
satellite location. At a prinme |location, the FPI business office
performs accounting and financial functions for another FP
operation at a different location. At a satellite |ocation, an
FPI operation does not have a business office; accounting and
financial functions are perforned at a prine |ocation.

A conplex location is a |ocation where one office perforns
accounting, procurenent, systens adm nistration, payroll, and

war ehouse functions for factories in nore than one institution at
the sane | ocation. Financial managenent procedures for FP
operations |located at conpl exes are the sane as the procedures
for an institution with nultiple factories.

Before any factory at a new location is activated, the Financial
Managenent Branch shall conduct a review to determne if it is
cost effective to establish a satellite business office at that
operation. The Controller shall forward this recomendation to
Cor por at e Managenent for approval.

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

a. Prime and satellite location staff wll exchange
informati on as needed to conplete financial transactions and
reports on tine.

b. Prinme business office |locations will provide the sane | evel
of service to satellite factories as to prine site factories.

3. DI RECTI VES REFERENCED

P.S. 8000.01 UNI COR Corporate Policies and Procedures
(05/ 13/ 81)
P.S. 8041.02 Factory Construction and Activation (09/27/95)
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8520. 01 Request for Special Authorization (FP
Budget i ng/ Pl anni ng) (05/03/95)

8530. 01 UNI COR Acquisition Policy (12/13/93)

8531. 01 Overdue Accounts Receivable (09/06/95)

8534. 01 Cash Reporting (Cash Managenent) (08/25/94)

8563. 02 Machi nery and Equi pnrent (Fi xed Assets) (01/18/95)

UvUUuvu T
wonn n

4. STANDARDS REFERENCED

a. Anerican Correctional Associ ati on Foundati on/ Core Standards
for Adult Correctional Institutions: C- 4017, C-4018, C 4019

b. American Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4031, 3-4032, 3-4034, 3-4035

c. Anerican Correctional Associ ati on Foundati on Core/ St andar ds
for Adult Local Detention Facilities: C2-5029

d. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: ALDF- 1B-04, ALDF-1B-05, ALDF-
1B- 07, ALDF-1B-08

e. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2CO 1B-01, 2CO 1B-08,
2CO- 1B-09

5. PRI M/ SATELLITE RESPONSIBILITIES. For all assigned
responsibilities, the prinme business office shall treat the
satellite as if it were another factory on site. Personnel shal
interpret established accounting policy to include accounting for
satellites in the same way as any of its other general |edgers.
In technical matters, for exanple, the prinme business office
shall maintain subsidiary |ledgers for all real accounts. The
satellite shall be listed al ongside the other factories on the
cash spreadsheet.

In addition to specific accounting functions, this principle
shal|l also apply to other financial services such as determ ning
the priority of nmonthly reports, providing financial information
to managenent, and helping the satellite analyze its operations.
For exanple, closing the books of the satellite at the end of the
mont h shoul d not have to wait until the books of other factories
| ocated at the prine are cl osed.

Whenever possible, tasks shall be assigned at the sanme |evel
where the work is perforned. For exanple, since billing of
custoners takes place at the prine, the prine shall be
responsible for all reports on accounts receivable for the
satellite. Since responsibility for inventory is at the
satellite, satellite staff shall conplete physical inventory
pl ans and schedul es.
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The success of a satellite operation depends on effective, tinely
communi cation and a consistent flow of information. There nust
be frequent communi cation between the Busi ness Manager at the
prime and the Associate Warden (1 &E)/ Superi ntendent of Industries
(AWI1&E)/SA) and Plant Controller at the satellite. The

Busi ness Manager or business office staff shall visit the
satellite at |east quarterly. Travel expenses for these visits
shall be charged to the satellite.

There nmust be frequent, if not daily, tel ephone contact between
accounting staff at the prine and the Plant Controller at the
satellite. Paperwork (requisitions, work orders, production
orders and cost sheets, etc.) shall be mailed daily.

6. CHANGEOVER FROM PRI ME TO SATELLI TE FI NANCI AL OPERATI ONS. The
follow ng requirenents apply to startups that involve converting
an existing business office into a satellite operation:

a. Contact Person Designation. The AWI&E)/ SO at each
| ocation shall designate a contact person (generally the Business
Manager at the prine and Plant Controller at the satellite) and
an alternate to coordinate all nmatters related to financi al
managemnent .

Cont act persons at both | ocations shall review the Managenent
Control System (MCS) support requirenents for the satellite
function. The prinme contact person shall item ze and submt
requirenents to the Managenent Information Systens Branch (M SB)
t hrough the appropriate Field Financial Adm nistrator.

The Fi nanci al Managenent Branch shall request from M SB t hat
the prime business office have access to the satellite's data
base in the Financial Reporting System (FRS), the | nmate Payr ol
System (I PS), and all SYM X nodul es.

b. Changeover Plan. The Business Manager at the prine
| ocation shall visit the satellite as soon as practical, but
wi thin 45 days of notification of the changeover, to becone
famliar wwth the factory and its needs. The Busi ness Mnager,
in conjunction with the AWI&E)/ SO and Plant Controller, shal
develop a plan to i nplenent the changeover. Staff involved in
t he changeover may use the Records Checklist for Satellite
Conversion (Attachnent A) to plan for the changeover.

c. Notification of Changeover. The prine business office
shall notify all FPI locations via E-nail of the effective
changeover date. The Financial Mnagenent Branch in Centra
Ofice shall initiate an Operations Menorandum notifying al
| ocations of the change. |If tinme permts, the Operations
Menor andum shal | be i ssued 60 days prior to the actual
changeover. Any FPI Form5's (Voucher for Inter-Ofice Transfer
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of Property and/or Services) or other financial correspondence
received at the satellite after the effective date shall be
forwarded to the prine i medi ately.

d. Financial Mnagenent. On the date of the changeover, the
prime | ocation shall inmediately process cash transactions
(deposits, disbursenents, etc.) for the satellite using its own
Statenent of Transactions (SF 224) and agency | ocation code
(ALC). However, it will still be necessary to prepare a separate
SF 224 for the satellite using the satellite's agency |ocation
code (ALC) until pending transactions have cleared. The
satellite's SF 224 shall be used only for transactions involving
its ALC

After resolving all differences with the Departnent of
Treasury, and waiting for three nonths to allow for any On-Line
Paynent and Col | ection (OPAC) system billings by other agencies
to clear, the prine |location shall request the Financial
Managenent Branch to discontinue the satellite's ALC

At that time, all cash transactions for the satellite shall be
processed using the prinme's ALC. The prinme |ocation shal
continue to submt a "negative" SF 224 for the satellite unti
notified by Treasury that the ALC has been discontinued. (A
negative SF 224 is a report entered into the Treasury reporting
systemthat shows no activity - only zero bal ances.)

Any checks the satellite receives during the transition shal
be express mailed to the prine |ocation for deposit in the
Federal Reserve Bank under the prinme's ALC. The satellite shal
notify the prinme by facsimle that the checks are in route.

The purchasi ng agent/contracting officer at the satellite shal
review all open purchase orders and notify vendors to nai
invoices to the prinme. The contracting officer shall include
this address on all purchase orders issued thereafter. In
addition, the contracting officer shall notify the Materi al
Managenment Branch of all affected open contracts so that they can
be nodified to reflect the new paynent office.

The contact person at the satellite shall send all financial
supporting docunentation to the prine, including subsidiary
| edgers, docunents supporting those | edgers, and any ot her
reports or work papers necessary to performthe financi al
managenent function (see Attachnent A). The satellite shal
mai ntain an archive of records not sent to the prinme and shal
retrieve themas requested by the contact person at the prine.

The AWI &E)/ SO 's at both | ocations shall negotiate a nonthly
fee for financial services the prine perforns and submt it to
the FPI Controller for approval.
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e. lnventory. Unless waived by the Financial Mnagenent
Branch, personnel at the satellite shall physically inventory raw
materials and finished goods within the first quarter after the
changeover. This shall satisfy annual inventory requirenents
established by the Financial Managenent Branch.

7. ACTI VATING A NEW LOCATION. The follow ng requirenents apply
to start-ups that involve a satellite at a new FPlI operation

a. Site Visit. The Business Manager at the prinme |ocation
shall visit the satellite as soon as practical to becone famliar
with the factory and its needs, and, in conjunction with the
AWI &)/ SO and Plant Controller, develop a plan to inplenent
financial functions at the prine.

b. Activation Schedule. The AWI&E)/SO and Plant Controller
at the satellite, and the Business Manager at the prinme, shal
follow i npl ementation guidelines outlined in the Factory
Activation Plan. The Factory Activation Teamfor the satellite
shal | review MCS support requirenents. The Activation Team shal
submt those requirements to M SB, which shall ensure the prine
| ocati on has access to the satellite's data base in FRS, IPS, and
all SYM X nodul es.

c. Fee and Overhead Schedule. The AWI&E)/SO's at both
| ocations shall negotiate a nonthly fee for financial services
performed by the prinme, which shall be submtted to the FP
Controller for approval.

The AWI &E)/ SO and Plant Controller at the satellite, with
assi stance fromthe Business Manager at the prine, shall devel op
and submt to the Financial Managenent Branch a recommended
annual overhead application rate for the factory.

8. PURCHASING The AWI &E)/ SO shall nom nate an individua
(such as the Plant Controller), who has conpl eted 40 hours of

basi ¢ procurement training, for Level | purchasing authority in
conpliance wth the Program Statenent, UN COR Acquisition Policy.
Nom nations may be submtted for Level | limted authority for
appropriate factory personnel. Staff delegated this authority

shal | have a thorough worki ng know edge of small purchasing
procedures, the SYM X Purchasi ng nodul e, and the Procurenent
Action System (PAS). Each satellite shall have a full set of
procurenent regul ati ons (FAR JAR, UAP, FPMWR).

Wthin their warrant limtation, satellite staff (those staff who
have been del egated purchasing authority) shall process snal
purchases, issue delivery orders against UN COR and ot her
Government contracts, review and submt Requests for Contract
Action (RCA), and submt required reports. Along with Quality
Assurance and Warehouse staff, they shall be responsible for
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field-l1evel contract admnistration--primarily follow ng up on
purchase/delivery orders and notifying the Material Managenent
Branch of issues relating to the terns of the contract such as
delivery/performance or quality of material s/service.

Staff having purchasing authority shall enter purchase/delivery
orders into SYM X and cl ose them after delivery and paynent. The
Field Procurenent Advisor shall provide assistance and training

i n basic purchasing procedures, if needed. The prine |ocation
may assist the satellite if the small purchase vol une becones
excessi ve.

On all purchase orders the satellite shall direct the vendor to
mai | invoices to the prine.

Signed copies of all purchase orders shall be forwarded to the
prime for inclusion in the voucher package.

9. GOVERNMENT-W DE COMMERCI AL CREDIT CARD SERVICE. Wthin FPI
the Controller and the Chief, Material Mnagenment Branch, share
direct responsibility for inplementing the Governnent-w de
Commercial Credit Card Service. The Plant Controller shall have
responsibility for the programat the satellite.

The contracting officer at the satellite shall initiate the
Credit Card Service Program by issuing a purchase order/delivery
order against the GSA contract. The contracting officer shal
notify the contractor that the prinme's business office is the

di sbursing office for the satellite.

Each Approving Oficial (Cost Center Manager) at the satellite
shall review nonthly statenents, verify the charges appearing on
cardhol ders' statenments, and sign and forward cost center billing
statenents to the prine's Business Manager within 15 cal endar
days of the statenent date.

The Plant Controller shall be the Agency/ Organi zati on Program
Coordi nator (APC) for the satellite, directing admnistrative
functions in accordance with established directives. The prine's
busi ness office shall performfinancial nmanagenment functions for
the satellite as outlined in Bureau directives concerning the
Government -w de Commercial Credit Card Service

10. | NMATE PAYROLL. The Plant Controller at the satellite shal
be responsible for the inmate payroll. The prine business office
shal| have access to the |IPS data base at the satellite.

The satellite shall notify the prime |ocation i mediately upon
conpleting the nonthly inmate payroll. A signed copy of the
payroll shall be forwarded to the prinme |ocation by the third

wor kday of the follow ng nonth. The prinme business office shal
voucher the inmate payroll, print cost reports, and establish the
accrual .
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By having direct access to the satellite IPS data base, the prine
| ocation may print the direct |abor reports and record theminto
t he cost accounting system as needed.

The satellite shall enter the Innmate Enpl oynent/Estimated Sal es
Report (FPI FormIlE) into FRS for that | ocation.

11. CGENERAL LEDGER AND FI NANCI AL REPORTS. The prine business
office shall performthe satellite general |edger functions as
outlined in FPI directives unless otherw se specified in this
Program Statenent. The prinme business office staff shall ensure
t hat appropriate general |edger bal ances are supported by
subsi di ary | edgers.

The prime business office is responsible for the nonthly
financi al closeout, including subm ssion of financial reports to
Central O fice, Treasury, and other agencies.

The satellite shall conplete and submt the nonthly Menorandum of
Agreenment (MOA) to Central Ofice and forward a copy to the prine
in accordance with established FPI financial reporting

requi renents. The Business Manager at the prinme |ocation shal
assist the satellite to conplete the MOA when necessary.

The satellite AWI&E)/ SO shall initiate and control Requests for
Speci al Authorization (RSA) for capital expenditures for the
satellite. A copy shall be forwarded to the prinme business

of fice, which shall supply the satellite with information as
requested related to funds expended agai nst the RSA.

The prime business office shall establish procedures for the
satellite to follow to ensure that journal transactions are
post ed weekly and cutoffs are proper.

12. CASH REQUI REMENTS. Al though cash bal ances are nai ntai ned by
general |edger, cash transactions and cash reporting for the
satellite shall be a function of the prinme |ocation.

a. Daily Cash Report. The Daily Cash Report is designed to
report all cash transactions to Central Ofice by factory. This
data is extracted automatically by the FRS.

b. Cash Reporting to Treasury. Cash transactions are reported
to Treasury using the Agency Location Code. Since there is one
ALC per disbursing office, cash transactions involving a
satellite shall be conbined with the prine for reports such as
the Statenent of Transactions (SF 224).

c. Accounts Payabl e Anal ysi s/ Spendi ng Request. The agi ng of
accounts payable shall be reported to Central Ofice by factory.
However, the satellite's Accounts Payabl e Analysis is conbi ned
with that of the prinme at Central Ofice. Central Ofice shal
aut hori ze spending by the disbursing office, not by factory or
prinme/satellite.
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d. D sbursenents. The prinme business office shall nake
di sbursenents for the satellite in the sanme way as for its own
factories. \Wen necessary, the prine's Business Manager is
encouraged to contact the institution business office at the
satellite through the Plant Controller (i.e, questions concerning
civilian payroll, institutional billing).

e. Deposits The prime business office shall deposit
col lections for the satellite under the prime's ALC.

13. WAREHOUSI NG | NVENTORY/ SHI PPING.  The satellite AWI &E)/ SO
is responsible for the control and accuracy of all inventories

| ocated at the satellite. However, the warehouse person perforns
day-to-day activities, recei pt of goods and supplies, issuance of
materials to production, shipnment of conpleted goods, and data
entry. The AWI &E)/ SO may del egate supervision of the warehouse
to the Plant Controller or the Factory Manager.

a. Receiving Report. The warehouse person shall prepare
receiving reports through the Managenent Control System (MCS) for
all goods received. Copies of receiving reports, packing slips,
and related material transaction reports shall be forwarded daily
to the prinme business office. The warehouse person shall verify
the accuracy of the reports by signing them before forwarding
themto the prine. The Plant Controller shall maintain copies of
reports in accordance with FPI accounting directives.

b. Material Issue (Requisition). For |locations that do not
have the MCS Shop Fl oor Control (SFC) nodul e, the warehouse
person at the satellite shall post material transactions into the
MCS I nventory nodule as material is issued. Each requisition
shal | be assigned a nunerical control nunber and a | og shall be
mai ntai ned. Material transaction reports shall be used to verify
data input accuracy, and for recording i ssue costs on each
requi sition. The warehouse person shall forward requisitions and
mat eri al transaction reports daily to the prinme business office.

Where the SFC nodule is inplenented, pick lists shall replace
material requisitions for issuing materials to production jobs.
The war ehouse person is not required to forward copi es of pick
lists to the prinme business office.

c. Custoner Shipnents. The warehouse person at the satellite
shall record all shipping transactions into the MCS Inventory and
Custonmer Order Entry nodul es. The Shipping Oder (FPI Form8) is
replaced by a pick list; the warehouse person shall nunber pick
lists sequentially for control purposes. Conpleted pick lists,
Governnment bills of I[ading, and transaction reports shall be
forwarded daily to the prine business office.

Busi ness office staff at the prinme |ocation shall maintain
fini shed goods cost detail pending inplenentation of the SFC
modul e. Pick lists shall be posted to the finished goods
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regi ster and shipping order/cost of sales register. After the
SFC nodul e is inplenented, all finished goods and cost of sales
data shall be maintained in MCS. Pick lists and Governnent bills
of | ading, however, nust still be forwarded to the prime to
conplete the custoner order files.

d. Finished Goods Receipt. The warehouse person shall assign
a sequential control nunber to all finished goods requisitions
(or other Central Ofice-approved nmethod of reporting finished
goods) and record the receipt into the MCS I nventory nodule. The
war ehouse person shall sign requisitions and transaction reports
and forward themto the prine business office.

Pendi ng i npl enentation of the SFC nodul e, the prinme business
office staff shall post the finished goods requisitions to the
finished goods register. Were the SFC nodul e has been
inpl emrented, it is not necessary to forward fini shed goods
recei pt docunents.

e. Custoner Billing. Staff at the prinme business office shal
performthe invoicing function for the satellite in the MCS O der
Entry nodule. Invoicing shall be daily in accordance with

current FPI policy.

The Busi ness Manager at the prinme |ocation shall be responsible
for followup on overdue accounts receivable. Phone calls to
custoners shall be docunented in the |log available in MCS. The
busi ness office shall also send overdue letters to the custoner
in accordance with accounting directives. The Plant Controller
shal | assist the Business Manager at the prinme |ocation when
necessary to resolve disputed invoices or anounts.

f. lnventory Adjustnents. The Plant Controller shall post to
the MCS Inventory nodule all adjustnments to inventory resulting
from physi cal counts (including the inventory accuracy program
cycle counts). Copies of the approved cycle count Variance
Report shall be mailed to the prine business office. Business
office staff at the prine |ocation shall make nonetary
adjustnments to inventory resulting fromanounts paid to a vendor.

14. COST ACCOUNTI NG

a. Overhead Rates. The Plant Controller, with input fromthe
Busi ness Manager at the prine, shall devel op annual overhead
rates for the factory(ies) at the satellite. The AWI&E)/ SO at
the satellite shall approve the overhead rate, then forward it to
FMB for the Controller's approval.

b. Unit Cost Estimate (FPI Form 73) and Supporting Reports.
For locations wi thout the MCS SFC nodul e, the AWI&E)/ SO at the
satellite shall ensure that current Unit Cost Estimtes (UCE) are
bei ng used. Except for those done directly by the Product
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Support Center, the Factory Manager shall prepare the UCE and al
supporting reports. The Plant Controller, with assistance, when
necessary, fromthe Business Manager at the prine |ocation, shal
furnish financial data related to raw naterial costs, applicable
| abor rates, applied overhead rates, etc. The Factory Manager
shall forward the conpleted UCE to the Product Costing Manager at
t he Product Support Center in Engl ewood, CO

c. Production Order and Cost Sheet (FPI Form9). The
Production Order and Cost Sheet shall be initiated at satellite
| ocati ons where the MCS SFC nodul e has not been inpl enent ed.
Upon approval by the AWI&E)/SO at the satellite, FPI Form9's
shall be mailed to the prinme business office, where actual cost
data shall be recorded.

When the job is conplete, the prine business office shal
forward the conpleted Form9 to the satellite for review. The
Plant Controller, Factory Manager, and AWI&E)/ SO at the
satellite shall sign the form The Plant Controller shall return
the signed copy to the prine business office, file a copy, and
mai | copies of Form 9's that exceed established standards for
cost variances to the Product Support Center.

d. Summary of Wirk In Process (FPI Form 51). The Busi ness
Manager at the prine |ocation shall record cost data fromthe FP
Form9 onto the FPI Form 51 for |ocations that have not
i npl enented the MCS SFC nodul e. The Busi ness Manager shal
forward a draft copy of the Form51 to the satellite for review
before nonthly closeout is conpleted. Review by satellite staff
must be conpleted in tine for the business office at the prine
| ocation to finish the closeout by the established date.

e. Physical Inventory. Sonme cost accounting systens require a
nmont hl y physical inventory of the work-in-process inventory
before the financial closeout can be acconplished. In those
cases, the AWI&E)/ SO shall ensure that a physical inventory is
conpleted and the results forwarded to the prine business office
by the third workday of the follow ng nonth.

Not e: When the Shop Fl oor Control nodule is inplenented, cost
records shall be maintained at the satellite.

15. FIXED ASSETS. The warehouse person at the satellite shal
assi gn an equi pnment nunber froma control log to all nmachinery
and equi pment comng into the location. This nunber shall be
recorded onto the hard copy of the receiving report and forwarded
to the prine business office.

The prime business office staff shall maintain cost data and
depreciation records on the MCS Fi xed Assets nodule for all fixed
assets at the satellite. |In addition, the business office shal
ensure that the MCS Fi xed Assets nodul e bal ances with the general
| edger nonthly.
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The Plant Controller at the satellite shall notify the prinme
busi ness office in witing whenever a piece of equipnent is
added, renoved, changed its status, or it is noved between
departnents. The notification nust occur in the same nonth as
t he nove

The Pl ant Controll er shall have access to the Fi xed Assets
modul e to nonitor the |l ocation/status of fixed assets at the
satellite.

The AWI&E)/ SO at the satellite shall have overal
responsibility for the physical control of fixed assets. The
Busi ness Manager at the prine |ocation shall record and report
the dollar value of fixed assets.

16. PHYSICAL I NVENTORIES. The AWI&E)/ SO at the satellite has
overall responsibility for perform ng physical inventories,

i ncludi ng the annual physical inventory schedul e, each individual
inventory plan, and the devel opnent and i npl enentation of the

i nventory accuracy program Copies of these plans shall be
forwarded to the prine's business office as they are conpl et ed.

a. Conducting the Inventory. Physical inventories of fixed
assets and sensitive equipnent at the satellite shall be
conducted in accord with established FPI directives. The Pl ant
Controller shall obtain fromthe Fi xed Assets nodul e printouts of
equi pnent by departnent and distribute themto the count teans.

b. lnventory Reporting. As physical inventories are
conducted, the Plant Controller shall enter counts in the MCS
| nventory nodul e cycle count and print the differences report.
Following the AWI &E)/ SO 's approval of this report, the Plant
Controller shall post the differences in the Inventory nodul e and
i mredi ately forward a copy of the report to the prine business
of fice.

Upon conpl eting the inventory, the satellite shall report the
results to the prine business office using the Annual |nventory
of Machi nery and Equi prent Report (FPI Form 67). Business office
staff at the prine |ocation shall nake any adjustnents to the
Fi xed Assets nodule. The satellite shall investigate/explain any
differences and initiate any required Reports of Survey.

Cc. Year-End Inventory Certification. The Plant Controller at
the satellite shall prepare the year-end inventory certification
i n accordance with year-end reporting procedures. He/she shal
obtain the AWI&E)/SO's signature and forward the certificate to
t he Busi ness Manager at the prime location for inclusion in the
year-end report subm ssion (a file copy shall be maintained at
the satellite).
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17. TRAVEL. Travel Authorizations for satellite enpl oyees on
Gover nnent business shall be initiated, conpleted, and approved
at the satellite. The Plant Controller shall assign nunbers and
control travel authorizations in accordance with established
directives.

Upon conpl eting travel, enployees shall submt the travel voucher
and receipts to the Plant Controller, who shall reviewthe
voucher for correctness, obtain the approving official's
signature, and forward the voucher and supporting docunentation
to the prinme business office for paynent.

a. Satellite Travel Charge Card Program Responsibility. The
AWI &)/ SO at the satellite shall appoint a staff nenber as
Local Program Coordi nator for the Travel Charge Card Program

b. Centrally Billed Accounts. Centrally billed accounts are
established by the Governnent-issued travel charge card
contractor for purchasing passenger transportation services.

Only infrequent travelers (who travel less than tw ce per year)
who do not have Governnent-issued travel charge cards nmay use a
centrally billed account. The Busi ness Manager at the prine

| ocation shall determ ne whether the satellite shall have its own
account or use the prine |ocation's account.

The Plant Controller shall control the use of the centrally
billed account at satellites. Upon receiving the billing from
the contractor, the Controller shall verify its accuracy, sign
it, and forward it to the prine business office for paynent.

If the satellite uses the prinme location’s centrally billed
account, the Business Manager shall be responsible for the
propriety of the billing statenent. Upon receiving the billing,

t he Busi ness Manager shall ensure that the bill corresponds to an
approved travel authorization fromthe satellite.

c. Cash Advance. On occasion, an enpl oyee who does not have a
Government -i ssued travel charge card may require a trave
advance. The Plant Controller shall submt SF 1038 (Advance of
Funds Application and Account) to the prime business office at
| east two weeks before the enployee is scheduled to travel. The
prinme |location shall submt a schedule to Treasury in tinme for
the check to be issued before departure.

On the rare occasions when there is no tine to i ssue a check,
the traveler shall request a cash advance fromthe institution

busi ness office. The institution business office shall issue an
advance in accordance with established procedures and receive
rei nmbursenent from FPlI through either the institution billing

process or the OPAC system
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18. MAILINGS. A regular, tinely flow of paperwork between the
satellite and the prine locations is critical to successful
financial functions. Packages nust be prepared and mailed daily.
To prevent |osses, the sender shall prepare a transmttal

menor andum detai l i ng the contents of each package, and assign the
package a control nunber. Copies of the nmenorandum shall be

i ncluded in the package, sent via facsimle to the receiving

| ocation, and filed at the sending | ocation.

Upon receiving the package, the receiver shall check the contents
to ensure that all docunents listed in the nenorandum are
included. |If there is a discrepancy, the sender shall be
notified imediately. (A sanple transmttal nenorandumis
included in Attachnent B.) During the final five days of the
nmont h, docunent packages shall be express-nail ed.

\ s\
Kat hl een M Hawk
Di rector
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Records Checklist for Satellite Conversion

Account

Cash

Accounts Recei vabl e

Raw Materi al s

Wrk in Process

Fi ni shed Goods

Fi xed Assets

Vouchers in Transit

Voucher ed Recei pts

Unvoucher ed Receipts

Purchase Orders

Transportation

Accrued Expenses

Speci al Deposits

Conti ngent Annual Leave

Docunment s Needed

Cash spreadsheet; past year's
wor kpapers for FPI Form 70, SF 224,
FPI Form 100

Copy of all open invoices, copy of
all docunentation (custoner order
etc.) related to open invoice

Spreadsheet identifying any itens
included in an all owance account

FPI Form 51, job folders for al
open j obs

Fi ni shed goods regi ster

SYM X Fi xed Asset Report displaying
asset anount and depreciation acct.

Copy of all uncleared schedul es and
rel ated vouchers (originals)

Copy of all open vouchers
(originals); SYM X Accounts Payabl e
Agi ng Report that supports the
general | edger bal ance

Copy of open receiving reports;
SYM X To Be Vouchered Report that
supports the general |edger bal ance

Account s Payabl e copy of all open
pur chase/ del i very orders

Transportati on Reserve Regi ster and
supporting docunentation (i.e., al
rel ated Governnent Bills of Lading)

Accrual spreadsheet and supporting
docunent ati on

Subsi di ary | edger and supporting
docunent ati on

Prior year's contingent annual
| eave spreadsheet
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Account Docunment s Needed

Def erred Accounts Pay Subsi di ary | edger and supporting
docunent ati on

Advance/ Progress Pay Appl i cabl e progress paynent
contract folder
Addi ti onal docunents, records, reports needed:
- Most recent year-end reports and workpapers

- Mnthly cl oseout workpapers for prior 6 nonths
- Open Request for Special Authorization (RSA) folder
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Transm ttal Nunber
Accounting Period

SATELLI TE DOCUMENT TRANSM TTAL
DATE MAI LED:
PURCHASE ORDER NUMBERS

RECEI VI NG REPORT NUMBERS

PRODUCTI ON ORDER/ COST SHEETS NUMBERS

RMVES REQUI SI T1 ONS

BATCH NUMBER REQUI SI TI ON NUMBERS

Page 1

FI Nl SHED GOODS REQUI SI TI ON NUMBERS

GOVERNMENT Bl LL OF LADI NG NUMBERS

ACCOUNTS PAYABLE | NvVA CE

VENDOR NUMBER

M SCELLANEQUS

PREPARED BY:

LOCATI ON:

RECEI VED BY: DATE

NOTE DI SCREPANCI ES:



