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1. PURPCSE AND SCOPE. To establish procedures for the proper
control, accounting, and tinmely processing of remttances
received fromcustonmers and ot her sources and for depositing
funds into the Federal Prison Industries (FPlI) Treasury account.

2. SUWARY OF CHANGES. The revisions in this PS reflect the

i npl enentation of FPI's new integrated manufacturing and
financial accounting software, M Il ennium which replaces SYM X
Accordi ngly, procedures for the Acounts Receivable Section staff
at FCl Lexington are revised.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. The risk of fraud or m suse of FPI funds will be reduced.

b. Custoner remttances will be controlled and processed in an
effective and tinely manner, thereby favorably affecting FPI’s
cash position.

c. FPI will process deposits in accordance with U S. Treasury
regul ati ons and good cash managenent practi ces.

4. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 8531. 06 Deposits - FPI (Accounts Receivabl e)
(5/19/99)
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b. Directives Referenced
PS 8000. 01 UNI COR Cor porate Policies and Procedures
(5/13/81)
PS 8020. 02 FPI Satellite Business Ofice (Ceneral
Responsibilities) (11/8/95)
PS 8534. 05 Cash Reporting (3/19/99)

Treasury Financial Manual (TFM, Volune 1
TFM Suppl enent, Cash Managenment Made Easy

5. STANDARDS REFERENCED

a. Anmerican Correctional Association 3% Edition Standards for
Adult Correctional Institutions: 3-4027, 3-4031, and 3-4033

b. Anmerican Association 3¢ Edition Standards for Adult Local
Detention Facilities: 3-ALDF-1B-02, 3-ALDF-1B-04, and
3- ALDF- 1B- 06

c. Anerican Correctional Association 2" Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 1B-05 and
2-CO- 1B- 06

6. RECEI VING REM TTANCES. FPI processes remttances from
custoners, enployees, vendors, and other outside sources based
upon the remttance instrunent and the office of receipt.

C Field | ocations may not nake direct deposits to a
Federal Reserve Bank (FRB) or branch.

C Rem ttances in the formof U S Treasury checks nust be
forwarded to the established FPI | ockbox.

Wenever feasible, payers are to be instructed to forward
commerci al and personal checks directly to the Accounts
Recei vabl e Section of the Financial Mnagenent Branch (FMB)
| ocated at FPI Lexington for deposit at a Federal Reserve
depositary.

7. U S. TREASURY CHECKS. The U.S. Treasury Autonmated Lockbox
Net wor k conpri ses designated financial institutions selected by
Treasury’s Financial Managenent Service to provide | ockbox
remttance services for Federal Governnent agencies.

C FPI uses the | ockbox service to accel erate deposits and
conserve limted staff resources.
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C Al US. Treasury check remttances to FPI are mail ed
to a uni que post office | ockbox assigned by the
desi gnat ed commer ci al bank

Upon notification of receipt by the commercial bank, staff in the
Accounts Receivable Section at FPI Lexington record remttance
deposits in MIIlennium and perform any necessary reconciliation,
resulting in liquidation of the respective receivable.

FPI staff involved in contract negotiation wth custoners nust
i nclude FPI’s | ockbox address in any contract or purchase order.

a. Receipt. FPI Accounts Receivable staff nust ensure that
i nvoices (in which the expected nethod of paynent is a U S
Treasury check) contain the remttance address of the | ockbox.

C The | ockbox address assigned by the bank for all FP
remttances is as foll ows:

UNI COR, Federal Prison |Industries
PO Box 371736
Pittsburgh PA 15251-7736

C Wthin 24 hours of receipt, FPI locations nust forward
U.S. Treasury checks via an overni ght service (e.g.,
Federal Express) to the | ockbox for deposit at the
foll ow ng address:

Mel | on Bank, N. A

3 Mell on Bank Center

Room 2713

Pittsburgh PA 15259

ATTN:. Whol esal e Lockbox Supervi sor

A menorandum t hat includes the follow ng statenment nust be
i ncluded with the checks:

‘Encl osed are checks (envel opes) for deposit that were
recei ved at UNI COR, (Insert FPI location) . Please
process them through our | ockbox as any other check received
by your facility for Federal Prison Industries. The |ockbox
address is: UNI COR, Federal Prison Industries, PO Box
371736, Pittsburgh PA

FPI business offices nay not make deposits directly to a FRB or
depositary.
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b. Bank Responsibilities. Bank staff wll open the
remttances; transfer the deposits to the Federal Reserve daily;
and mai |l photocopies of the checks, Deposit Ticket (SF-215),
cal cul ator tape of batch(s), and all backup infornmation to the
Account s Recei vabl e Section at FPI Lexington.

c. Accounts Receivable Section Procedures. The Deputy
Controll er over the Accounts Receivable Section, nust devel op and
mai ntain witten procedures for processing deposit information
received fromthe | ockbox to ensure that:

C Deposits are reconciled and recorded into the
M I | enni um dat abase daily. The actual deposit
transaction will be a debit entry to the appropriate
cash account and a credit to account 136000 (Unapplied
Paynent s) .

In MIlennium different cash accounts will be used to
record receipts fromdifferent sources:

. 111000 will be used for check receipts (both
| ockbox and non-treasury),
. 111010 will be used for OPAC deposits,

. 111020 will be used for credit card deposits, and
. 111030 will be used for GOALS transactions.

C Paynents nust be applied to liquidate the appropriate
recei vable within 48 hours of receiving the deposit
information fromthe | ockbox for all identifiable
paynents.

C The Unappl i ed Paynent s(136000) Account is reconciled to
the total Unidentifiable Check anbunt weekly.

C Performance of required services of the | ockbox is
nmonitored daily and any performance failures reported
to FMB within 24 hours.

C Al required Treasury reports (I TFM Part 2) and FP
reports are acconplished as required.

C Uni dentifiable checks are resolved within 120 days of
receiving the deposit information fromthe | ockbox.

d. Unidentified Checks. The Deputy Controller over the
Accounts Receivable Section, will maintain a listing of al
unidentified checks received via the | ockbox and take appropriate
action to insure that all checks are identified within 120 days.
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e. Duplicate Paynents. Wen a duplicate paynent is received
t he Accounts Receivable Section at Lexington nmust contact the
custoner to determ ne the reason for the duplicate paynent. |If
the custonmer agrees, the duplicate paynent is to be applied to
ot her existing open receivables, if not; FMC Lexington w |
return the paynent to the custoner.

f. Inquiries. The Deputy Controller over the Accounts
Recei vabl e Section, (or designee) is to respond to all field or
Central Ofice information requests related to checks received by
t he Lockbox. The follow ng information should be included (if
avai | abl e) when the request is nade:

Check Nunber,

Check Anobunt,

Dat e of Check,

| nvoi ce Nunber,

Cust oner Number, and

Nane, Tel ephone and Fax Nunber of Requesting
Locati on

NN NN NN

g. Liquidating the Receivable. Upon receiving paynents froma
custoner, the Accounts Receivable Section at FPI Lexington is to
record receipt of the paynent in MII|ennium by debiting Account
13600, Un-applied Paynents, and crediting Account 131000,
Accounts Recei vable - Governnent Billings.

This entry will be recorded in MIlenniumw thin 48 hours of
receiving the deposit information fromthe |ockbox for al
i dentifiable paynents.

8. COWERCI AL AND PERSONAL CHECKS. On occasion FPI receives
checks fromthe public sector custonmers and vendors, trucking
conpani es, sal vage conpanies, etc. Additionally, personal checks
may be received fromenpl oyees for travel settlenments or from

i ndi viduals for goods and services (such as | aw enforcenent
personnel for unifornms, utility belts, etc).

a. Receipt. FPlI locations are to instruct payers of
commercial or personal checks to forward the checks directly to
t he Accounts Receivable Section at FPI Lexington at the foll ow ng
addr ess:

UNI COR, Federal Prison Industries
PO Box 13640

ATTN: Accounts Recei vabl e

Lexi ngt on KY 40583- 3640

Field | ocation staff wll advise payers to include a paynent
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advice with the remttance so that staff in the Accounts

Recei vabl e Section can identify the paynment and apply the paynent
to the correct receivable or account. FPI business offices my
not nmake deposits directly to a Federal Reserve Bank, branch, or
depositary.

Any commerci al or personal checks received at field | ocations
are to be forwarded to the Accounts Receivabl e Secti on.

(1) The Deputy Controller over the Accounts Receivable
Section at FPI Lexington is to designate, in witing, a person,
not associated with the accounts receivable/billing process, to
list all checks received in a ‘Checks Received Log.

No enpl oyee involved with accounts receivable may handl e the
checks until they have been recorded into this | og.

(2) The date received, date of the check, remtter's nane,
check nunber, and doll ar anmount nust be entered into the |og.
(Checks that are received after 1:00 PM may be | ogged the next
busi ness day.)

(3) The designated enpl oyee (the enpl oyee | ogging the
checks) nust endorse each check using an endorsenent plate or
stanp. The plate or stanp nust contain

t he name Federal Prison Industries (or UN COR),

the nine digit CASH LINK Identification Nunber (CIN),
the words “For credit to the U S Treasury,“ and

the date that the check is being endorsed.

The desi gnat ed enpl oyee nmust give the checks to the
designated staff in the Accounts Receivabl e Section

(4) Checks that have not been deposited nust be placed in a
fireproof safe or fireproof |ocked cabinet until they are
deposi t ed.

(5) The Deputy Controller over the Accounts Receivable
Section is to ensure that there are witten procedures in place
to prevent inmate access to personal information contained on
enpl oyee or personal checks (e.g., bank account nunbers,
addresses, social security nunbers, etc).

b. Depositing Requirenments. Accounts Receivable Section staff
nmust adhere to the follow ng requirenents when nmaki ng deposits:
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(1) Checks with a cunul ative total value of $5,000 or nore
must be deposited in the nanme of the Treasurer of the United
States in a Federal Reserve Bank (FRB), branch or depositary on
the sane day received. Checks received too late in the day to
nmeet the deposit cutoff time nust be deposited the foll ow ng
busi ness day.

(2) Collections totaling | ess than $5,000 may be
accurul at ed and deposited when the total reaches $5, 000.
However, deposits nust be made by Thursday of each week and by
the | ast business day of the nonth, regardless of the anmount
accunmul ated (I TFM Part 6).

(3) Deposits are limted to one per day.

c. Deposit Ticket (SF-215). A staff menber in the Accounts
Recei vabl e Section is to prepare the SF-215 in accordance with
procedures outlined in the Treasury Financial Mnual (Vol 1),
Part V. The Deposit Ticket will be identified by the preprinted
six-digit deposit nunmber, which is used by Treasury’'s central
accounting and reporting systens to generate audit and
reconciliation reports for depositors.

Thi s nunber nmust not be altered, typed over, or changed in any
manner. Although this formis pre-nunbered, it is not necessary
to account for voided or spoiled forns.

Copi es of the SF-215 are to be distributed as foll ows:

! The Original, Depositary and Confirmation copies nust
acconpany the checks to the depositary.

The Agency copy nust be kept in a file with the

Regi ster of Rem ttances Received (FPI Form 36 or ot her
conput er generated report approved by the Deputy
Controll er over the Accounts Receivabl e Section) al ong
with the check copies and remttance advice as evidence
that the deposit was forwarded to the depositary.

The Confirnmed copy, when received fromthe depositary,
is to be kept in a file wth the Regi ster of

Rem ttances Received (or other conputer generated
report approved by the Deputy Controller over the
Account s Recei vable Section) along with the check
copies and remttance advice, and used to support the
Statenent of Transactions (SF-224) and the accounting
records.
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1 Menmor andum copi es nay either be retained locally or
destroyed. They may not be sent to the depositary
under any circunstances.

Only one SF-215 nmay be prepared per day unless cash (currency)
deposits are invol ved.

d. Reviewing the Deposit. Upon conpleting the SF-215, the
appropriate staff in the Accounts Receivable Section is to record
the total of the deposit in MIllennium debiting the appropriate
Cash Account and crediting Account 136000, Unapplied Paynents.
Check detail (check nunber, check date, payer, and check anobunt)
must be included on the Register of Remttances Received.

After recording the checks and posting the anount in
M|l ennium the accounts receivable staff nust review and sign
the Register of Remttances Received (or conmputer printout). The
enpl oyee who recorded the recei pt of the checks are then to sign
this report, verifying that it reconciles to the Checks Received
Log.

The conpl eted Deposit Ticket (SF-215), Register of Remttances
Recei ved, Checks Received Log, M|l enniumtransaction printout
and checks to be deposited nust be forwarded to the Deputy
Controller or his designee for review He or she nmust insure
t hat :

C The Deposit Ticket anmount agrees with the M I I ennium
deposit transaction, the total of the checks and the
Regi ster of Rem ttances Received.

C Both the accountant (or accounting technician) and the
enpl oyee responsi ble for |ogging the checks sign the
Regi ster of Rem ttances Received.

C The Regi ster of Remttances Received is reconciled to
t he Checks Received Log.

C The confirmation date (date that the deposit is taken
to the |l ocal depository) is recorded on the Agency copy
of the Deposit Ticket.

C The correct Agency Location Code (ALC) or CIN is used.

C An addi ng machi ne tape which totals all checks is
i ncluded in the deposit.
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When the review is conplete, the Deputy Controller or his
designee is to sign the Register of Remttances Received and the
Checks Received Log. The checks will then be given to an
accounts receivable staff responsible for depositing the checks.

The accountant nust file the original Register of Remttances
Received in a nunerical file with the Agency copy of the SF-215
attached along wth any supporting docunentation (i.e., advice of
remttance, etc).

e. Liquidating the Receivable. Staff in the Accounts
Recei vabl e Section must reconcil e deposits and record theminto
the M1l ennium dat abase daily. The actual deposit transaction
wll be a debit to the appropriate cash account and a credit to
account 136000 (Unapplied Paynents).

Under MIlennium different cash accounts will be used to
record receipts fromdifferent sources:

< CGeneral Ledger Account, 111000 (Cash Operating) wll be
used for check receipts (both | ockbox and non-
treasury),

< CGeneral Ledger Account, 111010 (Cash Receipts) wll be
used for OPAC deposits,

< CGeneral Ledger Account, 111020 (Cash Receipts Credit
Card) wll be used for credit card deposits, and

< CGeneral Ledger Account, 111030 (Cash GOALS) w Il be
used for GOALS transacti ons.

The Accounts Recei vabl e Section nust |iquidate the open
recei vabl e by debiting account 136000 (Unapplied Paynents), and
crediting account 131000 (Accounts Receivable).

Commerci al and personal checks are to be included on the
unidentified checks listing referred to in Section 8.d.

9. CHECKS THAT DO NOT CLEAR. Wen a deposited check does not
clear, the depositary involved will prepare a Treasury Form 5515,
Debit Voucher, in accord with the instructions in TFM Part 5.

< Once the Debit Voucher is prepared the depositary
retains one copy, forwards the original plus
explanation to the U S. Treasury, and forwards the
menor andum and confirnmed copies to the depositor
(Lexi ngton Accounts Receivabl e Section).
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< When a Debit Voucher is received fromthe U S
Treasury, the confirmed copy nmust be filed in the
Accounts Recei vable Section. The accountant is to use
t he menmorandum copy as the support docunentation to
establish or reestablish the accounts receivabl e
related to the uncl eared check. The appropriate cash
account is to be credited.

< The Accounts Receivabl e Section nust adhere to
col l ection procedures outlined in TFEMVOL 1 part 6,
Section 8000, and TFM Suppl enent, ”Cash Managenent Made
Easy.” This may include assessing interest and
adm ni strative charges.

10. RECORDI NG GOVERNMENT ON- LI NE ACCOUNTI NG LI NK ( GOALS)

RECEI PTS. Staff in the Accounts Receivable Section at FP
Lexington are to extract the OPAC collection listing daily from
t he Governnment On-Line Accounting Link System (GOALS).

Dependi ng upon the purpose of the remttance, the accountant nust
debit the appropriate Cash account and credit the appropriate
Account s Recei vabl e account.

11. RECORDI NG RECElI PTS COLLECTED ON THE TREASURY 224 ( STATEMENT
OF TRANSACTIONS). Staff in the Accounts Receivable Section at

FPI Lexington coll ect Advance Paynents or Mlitary

| nt erdepartnental Purchase Requests (M PR) through the use of the
Treasury 224 (Statenent of Transactions report). Staff in the
Accounts Receivable Section are to record these deposits in the
M | | enni um dat abase daily.

The actual deposit transaction wll be a debit to the appropriate
cash account and a credit to account 231000 (Advances Payable).

/sl
Kat hl een Hawk Sawyer
Director



