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U. S. Departnent of Justice
Federal Bureau of Prisons

OPl:  FPI
Program e T

SUBJECT: Assignnent of Accounts

Statement weounts

1. PURPGCSE AND SCOPE. To establish procedures and designate
responsi bility for assigning accounts to Federal Prison
I ndustries’ (FPI’'s) Chart of Accounts.

Each account nunmber within FPI’s account nunbering systemis
designed to conply with the U S. Governnent Standard Genera
Ledger (SG.) and consists of five hierarchical segnents to
facilitate an array of reporting needs. Procedures for assigning
nunbers vary according to the specific segnent. The segnents are
di vided as foll ows:

Fi nanci al Accounti ng Nunber
Product G oup Code

Fact ory/ Locati on Code

Cost Center

Proj ect Nunber

M~ D~ D~ D~ D~

Al five segnents together will be referred to throughout this
program statement as the account nunmber. The account nunber
structure appears as foll ows:

Fi nanci al Pr oduct Factory/ Cost Proj ect
Accounti ng G oup Locati on Cent er Nunber
Nunber Code Code

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

a. FPI's Chart of Accounts will provide a uniformchart of
accounts and supporting transactions for standard factory and
support accounting and the preparation of internal and external
reports.
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b. FPI's Chart of Accounts wll neet all necessary criteria to
be in conpliance with the U S. Governnent Standard Genera
Ledger.

c. FPI will maintain a single, corporate-w de account
structure that gives financial managenent staff the ability to
accurately consolidate accounting data derived fromi ndivi dual
factory records and reports.

3. DI RECTI VES REFERENCED

Treasury Financial Manual (TFM, Volune 1

TFM Suppl enent No. 2, U. S. Governnent Standard General
Ledger

O fice of Managenent and Budget (OvB) Circular A-11
Preparation and Subm ssion of Budget Estimates

TRM 8501. 01 Ledgers and Chart of Accounts (11/1/97)

4. STANDARDS REFERENCED. None.

5. FEPI _CHART OF ACCOUNTS. The FPI - Ledgers and Chart of
Accounts Techni cal Reference Manual is uniquely designed to neet
FPI’'s internal and external reporting needs.

a. FPI staff shall use the FPI Chart of Accounts to classify
all financial transactions.

b. FPI staff nust have witten approval fromthe Controller to
use any account nunber not included in the FPI Chart of Accounts.

6. FI NANCI AL ACCOUNTI NG NUMBER. The Fi nanci al Accounting Nunber
is the four-digit nunber contained in the SG for classifying
financial transactions. Any FPI staff person, perceiving a need,
may initiate a request for a Financial Accounting Nunber to be
added to FPI's Chart of Accounts. The followng criteria nust be
met before a new nunber is created:

é the transaction cannot be properly classified in any
exi sting account;

é there is a need to classify the transaction apart from
ot her financial transactions for external or internal
reporting and/ or deci sion-nmaki ng purposes;

é the need to classify the transaction separately is not

an isolated event; that is, the account will conti nue
to be used in the future;
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é t he account nunmber is needed at factories throughout
FPI or at Central Ofice; it is not isolated to a
particul ar | ocation.

a. Requesting a Financial Accounting Nunber. All requests for
a Financial Accounting Nunber shall be submtted to the Deputy
Controller in the Financial Managenent Branch (FMB). The
follow ng informati on shall acconpany the request:

é justification for the accounting nunber (why it is
needed) ;

é proposed nunber, including account nunber in the US
Governnent SGL to which it correlates (crosswal ks);

é brief description of the account (account name) and a
definition describing its intended use;

é account type (i.e., asset, liability, owner’s equity,
revenue, expense);

é obj ect class code (reference OMB Circul ar A-11),
Preparati on and Subm ssion of Budget Estinmates);

é any restrictions on the use of the account (i.e.,

Central Ofice use only).

The Reporting Section of FMB shall provide assistance in
conpl eting the request.

b. After review by FMB staff, the Deputy Controller shal
submt the request to the Controller for approval

c. Upon the Controller’s approval, the Deputy Controller shal
notify the follow ng areas to include the new Fi nanci al
Accounting Nunber into the appropriate financial systens:

all field |ocations;

Managenment | nformation Systens Branch (M SB)

Ceneral Ledger and Reporting sections of FMB;

Policy section of FMB for inclusion in the appropriate
Techni cal Reference Mnual .

[ONONONON

7. PRODUCT GROUP CODE. The Product Group Code segnent or
product code is the second segnent of the account nunber. This
si x-character segnent allows financial transactions to be further
classified according to the actual product |ine or grouping.
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a. Requesting a Product Code. The Program Manager generally
initiates requests for new product codes as new itens are
identified. Program Managenent staff, Planning, Research and
Activation (PRA) staff, or field staff may initiate requests to

change existing product codes. The request shall identify:
é the item
é Nat i onal Stock Nunber (NSN) if known,
é the location(s) where the itemis to be manufactured,

and
ot her pertinent information as included in
Attachnment A

Al

Requests for additions/changes to product codes shall be
submtted to the PRA Branch for approval.

b. PRA Branch Responsibilities. Upon receiving a request to
add/ change a product code, the PRA Branch shall reviewthe
request and, if approved, assign the itema nunber in accordance
with the FPI Chart of Accounts structure. The PRA Branch shal
process all approved requests and forward themto FMB, Sal es and
t he Product Support Center (PSC) within 10 working days. PRA
shall notify FMB if any changes in product codes result in needed
nodi fications to reports produced by FMB for PRA

c. FMB Responsibilities. Upon receiving an approved product
code request, the Financial Manager shall add the product code to
the financial managenent system FMB mai ntai ns, and nodify any
reports PRA identifies. The Financial Mnager shall then notify
the Policy Section of FMB and all field |locations of the changes
to FPI’s Chart of Accounts.

In addition, the Financial Mnager shall notify M SB of the
changes for inclusion in any affected database mai ntained by that
Branch. The Financial Manager shall conplete this process within
five working days fromrecei pt of the approved request.

d. PSC Responsibilities. Upon receiving an approved request
to add/ change a product code, the PSC shall assign the product an
item nunber (if applicable) in the Electronic Corporate Item
Master (ECIM and download it to the affected factory(s). The
PSC shall conplete the change in the ECIM and the downl oad wi thin
10 working days fromrecei pt of the approved request.

e. Field Location Responsibilities. Upon receipt of the
product code change in the ECIM the affected field | ocation
Busi ness Manager shall ensure that the product code is added to
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t he Managenent Control System (MCS) codes and paraneters and that
t he necessary product code accounts are added to the |ocal chart
of accounts.

Busi ness Managers shall notify the Financial Mnager in FVB
when the new product code has been added to their chart of
accounts. Business Managers shall begin using new product codes
on the first of the nonth follow ng conpletion of the assignnent
process.

8. FEACTORY/ LOCATI ON CODE. The Factory/Location Code segnent is
a four-al pha character factory identifier that is used in the
accounting nunber only in the Central General Ledger located in
FMB in Central Ofice. This segnent of the accounting nunber
remai ns hidden at the field |evel.

a. Requesting a Factory/Location Code. Wen activating a
factory at a new | ocation, the PRA Branch shall submt a request
to the Controller to assign that factory a Factory/Location Code.
When creating a factory out of an operation within an existing
factory, the Senior Program Manager shall make the request for a
Factory/ Location Code to the Controller.

b. Adding a Factory/lLocation Code to the Chart of Accounts.
Upon the Controller’s approval and PRA's concurrence, the FMB
Fi nanci al Manager shall, in conjunction with the Manager of the
FMB Policy section, select an appropriate menonic for the
factory that is consistent with other factories at that |ocation
and within that program

The Fi nancial Manager shall then notify all field locations via
G oupWse of the addition to the FPI Chart of Accounts. The
Policy section shall include the addition in the next revision of
t he appropriate Techni cal Reference Manual .

9. COST CENTER NUMBERS. The Cost Center Number segnment is the
third segnent of the account nunber. This three-character
segnent allows for the classification of overhead costs
associated with particular activities.

a. Requesting a Cost Center Nunber. |In order to standardize
cost centers across FPlI, requests to add or change cost center
nunbers shall be made to the appropriate Branch Manager as
listed:
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Cost Center Responsi bl e Branch

Pr oducti on Pr ogr am Managenent

Systens Adm ni stration Managenent | nformation Systens

Qual ity Assurance Qual ity and Engi neering Support

Mai nt enance Qual ity and Engi neering Support

Busi ness O fice Fi nanci al Managenent

Supt. of Industries Fi nanci al Managenent

War ehouse Fi nanci al Managenent

Recycl i ng Fi nanci al Managenent

Pur chasi ng Mat eri al Managenent

b. Approval of Cost Centers by Controller. After review and
approval of the cost center by the applicable Branch Manager, the
request shall then be forwarded to the Deputy Controller in FMB
who shall review the request to determ ne consistency with the
FPI Chart of Accounts. |If the cost center is found to be
consistent, the Controller shall then approve it for addition to
FPI's Chart of Accounts.

c. Upon approval of the cost center, the Financial Manager in
FMB shall enter the nunber into FPI’'s financial systemin FMB,
and then notify the field that the new cost center has been added
to FPI’s Chart of Accounts. |In addition, the Financial Manager
shall notify the Policy section of FMB so that the cost center
can be added to the next revision of the Technical Reference
Manual .

10. PROQJECT NUMBER. The Project Nunber is the final segnent of
the account nunber. This four-character segnent is used to
accunmul ate costs for all capital expenditures, specific general
and adm ni strative expenses, and sel ected projects.

a. Al requests for Project Nunbers shall be nade through the
appropriate AWI &E)/ SO or Branch Manager to the Budget O ficer
in FMB.

b. The Budget O ficer shall assign a Project Nunber to al
Machi nery and Equi prent, and Buil ding and | nprovenment projects
authorized in the FPI Annual Operating Pl an.

c. Upon the assignnent of a Project Nunber, the Budget O ficer
shall notify the Financial Manager in FMB for input into the
Central Ceneral Ledger. |In addition the Budget O ficer shal
notify the affected | ocations and branches, as well as the Policy
section of FMB for publication in the next revision of the
Techni cal Reference Mnual .
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d. For capitalized projects, the Business Manager shall close
out the project nunber in the beginning of the fiscal year
followng the fiscal year in which the project was conpl et ed.

The project nunber shall be closed by crediting the appropriate
account and project nunber and debiting the sane account m nus
t he project nunber.

Exanpl e: A nachine was purchased and placed into service in
August. On Cctober 1, the following journal entry is nade
to close the project nunber:

1751- 000000- ASFT-000- 0000 $15, 000
1751- 000000- ASFT-000- F906 $15, 000

To cl ose out project code F906.

/sl
Kat hl een Hawk Sawyer
Director
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DATE

MEMORANDUM FOR UNI COR DATABASE MANAGEMENT
PRODUCT SUPPORT CENTER, ENGLEWOOD, CO

THROUGH BRANCH MANAGER
PLANNI NG, RESEARCH & ACTI VATI ON
FROM Name, Position, Factory/Location Code
SUBJECT: Request for Entry/ Update/ D scontinue of Product

Code and Fi ni shed Good |Item Nunber into Corporate
|t em Mast er Dat abase

| TEM NUMBER

(Do not exceed 15 characters)
() Add Item () Update Item () Discontinue Item

DESCRI PTI ON/ DI SCONTI NUE:

(Do not exceed 40 characters per line. |If description is |longer than 40
characters, the last character of the first |line nmust be an asterisk (*). The
description will then continue on to line 2 in the Spec. Text field.

NATI ONAL STOCK NUMBER. - - -

DRAW NG NUMBER: REV: ()
SPECI FI CATI ON NUMBER REV: ()
UNI T OF MEASURE () EA ()FT ()LB () SH
()RL () SO ()& ()GA
()& her “Define- ”
PRODUCT CODE: = = =
WAREHOUSE: () DGDI () EPDI () FTDI () MID
() SFDI () TXDI () vCDI
STOCK LOCATION(S): _ / /

(Specify stock locations to add)

VERTI CALLY | NTEGRATED: () YES ()NO



