United States Department of the Interior

BUREAU OF LAND MANAGEMENT

Cdifornia State Office
2800 Cottage Way, Suite W1834
Sacramento, Cdifornia 95825
www.ca.blm.gov

August 9, 2001

In Reply Refer To:
1112 (N)
CA-944

EMS TRANSMISSION: 8/09/01
Instruction Memorandum No. CA-2001-057
Expiration Date: 09/30/02

To: All Cdifornia Offices
Attn: Adminigtrative, Budget, Finance, Procurement, Property & Records Mgmt. Steffs

From: DSD, Support Services
Subject:  Critical Fisca Year (FY) 2001 Closing Dates and Procedures

The enclosed Ingtruction Memorandum No. BC-2001-048, from the National Business Center establishes
dl of the FY 2001 BLM Fidd Office closng procedures. These procedures must be followed carefully, as
they provide instructions and schedules critical to ensuring timely fisca year-end closing of the Federd
Financid System.

No exceptions or extensions to the dates contained in these schedules will be accepted or approved.

It isaso criticd that the affected personnel be available during the closing period to complete the
procedures outlined in the attachments and to assist the Nationa Business Center and Headquarters

Office as needed. Essentid personnel includes, but is not limited to, individuas responsible for remote
data entry, procurement, property management, budget, payroll corrections and adjustments, travel, billings
and collections, credit cards and checks, emergency firefighter payroll, project numbers and smilar
financid tasks.

All personnel involved in Business, Support and Fiscal Services should give these closing procedures the
highest priority.

Signed by: Authenticated by:

Ed Wehking Richard A. Erickson

DSD, Support Services, Acting Records Management
1 Attachment:

IM No. BC-2001-048 Criticd Fiscd Year (FY) 2001 Closing Dates and Procedures (3pp),
plus 6 attachmentsto IM (40 pp)






UNITED STATES DEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT
NATIONAL BUSINESS CENTER
DENVER FEDERAL CENTER, BUILDING 50
P.O. BOX 25047
DENVER, COLORADO 80225-0047

In Reply Refer To:
1330/1500 (BC-620) P
Augus 3, 2001

EMS TRANSMISSION 08-03-01
Instruction Memorandum No. BC-2001-048
Expires: 09/30/2002

To: All Washington Office and Fdd Officids
All NBC Employess
Attn: Printing, Uniform, Property, Procurement, Budget, and RDE Staff

From: Director, Nationd Business Center
Subject:  Criticd Fiscd Year (FY) 2001 Closing Dates and Procedures
Program Area: Procurement, Budget, Finance, Property, Systems

Purpose: This memorandum establishes al of the FY 2001 BLM figld office closing procedures and
schedules criticd to ensuring an orderly and timely fiscd year-end closing of the Federal Financid System
(FFS). No exceptions or extensions to the dates in the attached schedules can be approved since this
could result in adday in opening FFS for FY 2002 business.

Poalicy/Action: The procedures and due dates listed in the attachments to this memorandum must be
followed to ensure an orderly year-end closing. It isalso critica that the affected personnel be available
during the closing period to complete the procedures outlined in the attachments, and to assst the Nationd
Business Center (NBC) and Headquarters Office, as needed. Essentia personnel include, but are not
limited to, individuas responsible for remote data entry, procurement, property, budget, payroll corrections
and adjustments, trave, billings and collections, credit cards and checks, emergency firefighter payroll,
project numbers, and Smilar tasks.

Time frame: ThisIM is effective immediatdly.

Budget Impact: None

Background: In years past, confusion and problems have been encountered as NBC has attempted to
“close the books’ at fiscal year end. This memorandum and its atachments will help facilitate an orderly
and timely year-end closing of the Bureau' s financia records.

Note: The Department has contracted out the FY 2001 financia statement audits for al the bureaus and
the Department. These audits will be performed by one of the Big-5 CPA firms— KPMG — with
oversight by the Inspector Generd’s office. In our discussions with KPMG, they have indicated certain

aress that will receive particular scrutiny this year. These include:

1. Unddivered Orders—it is essentia that these be carefully reviewed prior to year end and that



outstanding baances are complete, accurate, and do not contain amounts that should be deobligated.

2. Suspense Accounts — these must dso be carefully reviewed, and dl possible anounts moved out of
suspense into other funds as appropriate.

KPMG will be scrutinizing al aspects of our operations. In their opinion, the integrity of the datain the
accounting system is not solely the responsibility of the Business Center, but is aso highly dependent on
the personnd and processes in the field.

With the shift from the |G auditors to KPMG, we have formalized the audit liaison process more this year
than in the past. Henry Blum will serve as the audit liaison for the Bureau. All data requests from the
auditors are to flow through him. This should reduce the burden on others across the Bureau, as KPMG
personne work to become familiar with BLM and its operations. Henry will work closely with the audit
ligisonsin the State Offices, so any contact from KPMG personnel should be reported to him. Please
contact Henry at (303) 236-6318.

Manual/Handbook Sections Affected: None
Coordination: ThisIM was coordinated with NBC finance, systems, and procurement personnel.

Contact: Please direct questions regarding this memorandum, including schedules or procedures, to the
Nationa Business Center (NBC) employees listed throughout Attachment 2; contect the employee listed
next to the type of transaction about which you have a question.

Y ou can also access this memorandum on the Intranet a our NBC homepage at the following address:
http: //nbcweb.blm.gov/bc610/yearendmemo_2001.html

Thank you for your assistance in helping to ensure a successful year-end closing.

Signed by: Authenticated by:
Dennis Sykes, Director Babette Larson, Staff Assistant
Nationd Business Center

6 Attachments
1 - Quick-Reference Event Schedule (4 pp)
2 - FY 2001 Closing and Reporting Procedures (26 pp)
3 - Year-End Obligation Document (Examples) (5 pp)
4 - Year-End Obligation Document (Blank Forms) (2 pp)
5 - Year-End Receiver Document (Example) (1 p)
6 - Year-End Receiver Document (Blank Forms) (2 pp)

Directives forwarded to State Director, CA-940, M. West, S. Fox, V. Razo, J. Long, D. Peeples,
R. Davis, R. McCasdlin, A. Carlson, R. Nauert, M. Lee, M. Dillard 08/03/01



QUICK-REFERENCE EVENT SCHEDULE

This Quick Reference summarizes magjor milestones and processing dates for FY 2001 year-end close.
Please refer to Attachment 2 for detailed instructions, procedures, and points of contact.

DATE

08/31/2001

09/01/2001

09/04/2001

09/07/2001

09/07/2001

09/07/2001

09/10/2001

09/12/2001

09/14/2001

09/14/2001

09/14/2001

09/14/2001

09/14/2001

EVENT

Orders for NIFC fire cache items, charged to FY 2001, activity 2810 only,
duein NIFC. (Attachment 2-21)

Lig of dl FY 2001 congruction, acquisition, and emergency rehabilitation
numbers to be carried forward to FY 2002 due in NBC. (Attachment 2-26)

NBC natifies fidd offices of reimbursable projects with overages or insufficient
authority. (Attachment 2-22)

Last day in FY 2001 to order uniforms from WearGuard, Inc., Uniform
Solutions, Prineville Men's Wear, and Cop Shop Etc. (Attachment 2-17)

Last day to requisition vehicles from GSA for FY 2001 obligation.

NBC will continue to process payments through the close of the fiscd year.
After September 7, send payment documents by overnight mail. Prompt
submission of these documents will ensure timely payment.  (Attachment 2-4)

Beginning this date, record a Y ear-End Obligation for each OAS-23 or OAS
59 order until September 29. (Attachment 2-13)

Ordersfor DI and CA forms must be submitted to PMDS by this date.
(Attachment 2-18)

Notify NBC of any indirect rate exceptions on reimbursable projects.
(Attachment 2-22)

Last day to obligate contributions for future purchase of vehicles through the
Working Capital Fund (WCF).

NIFC fire materids file created and available to NBC.
Alaskafire materidsfile creasted and available to NBC.

Requistions for sgns must be submitted to PMDS by thisdate. (Attachment
2-18)



DATE

09/14/2001

09/14/2001

09/14/2001

09/14/2001

09/15/2001

09/15/2001

09/21/2001

09/21/2001

09/21/2001

09/21/2001

09/21/2001

09/22/2001

09/24/2001

Attachment 1 -1
EVENT

Complete processing of persona property for FY 2001, asthe Fixed Asset
(FA) subsystem will be down to ensure find reconciliation efforts. (Y ou will not
be able to update FA from September 15 through October 16, 2001.)
(Attachment 2-17)

Printing orders must be submitted to BC-650C by this date. (Attachment 2-
18)

Last day to send documentsto NBC, BC-612, for OPAC transfers.

Correct rglected records from PP 200119 on the Payroll Correction Table
(PCOR). Window will be open September 14, 2001, between 6:30 am. and
6:00 p.m. MDT. (Attachment 2-5)

Fax all balanced voucher documents related to reimbursable project coding
(1910, 1920, 2830) to 303-236-7124 for entry. (Attachment 2-22)

Budget officers need to provide default coding for overspent projects.
(Attachment 2-22)

Mail Travel Vouchers (TDY and PCS) by this date to avoid extended delays
on travel checks. (Attachment 2-7)

Mail PCStrave authorizations and transfer data sheets for any relocations
approved through September 30, 2001 by overnight mail. (Attachment 2-7)

Last day to enter payroll adjustmentsin the PADJ table for rembursable
projects. Contact BC-612 for corrections after thisdate. (Attachment 2-22)

Last day to reference or cancel unliquidated commitments. (Attachment 2-2)
Last day to enter awardsinto FPPS, if it isto be paid out of FY 2001 funds.

Availability of FFS on September 29 and September 30, 2001 will be
published on the BLMM Screen.

Beginning this date, submit billing documents to the NBC via overnight mail.
(Attachment 2-19)
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DATE

09/28/2001

09/28/2001

09/28/2001

09/28/2001

10/03/2001

10/03/2001

10/03/2001

10/03/2001

10/04/2001

10/09/2001

10/09 through

10/12 /2001

10/12/2001

EVENT

All collection transactions must be entered into CBS and deposits taken to or
mailed to the appropriate financia inditution. (Attachment 2-19)

Last day to send emergency equipment rental agreement (EERA) paymentsto
the NBC for processing in FY 2001. (Attachment 2-4)

Correction of rejected records from PP 200120 on the Payroll Correction
Table (PCOR). Window will be open only from 6:30 am. to NOON MDT
on 09/28/2001. (Attachment 2-5)

All offices should make every effort to have virtudly dl FY 2001 obligations
entered into FFS by thisdate. Include obligations for any Federd transactions
and Rawlins sign shop. (Attachments 2-2 and 2-3)

Fina input of adjustmentsto labor cost transactions on the PADJ Table with

the exception of reimbursable projects; see 9/21/01. (Attachments 2-5 and 2-
22)

Last day to adjust cost structures of any charge card purchasesin CARD.
(Attachment 2-11) Do not adjust charges to reimbursable projects; see
09/21/01.

Miscellaneous obligations (MO’ s) for uniform orders placed in FY 2001 but
not billed by September 26 must be entered by Remote Data Entry (RDE)
personne by thisdate. (Attachment 2-17)

Last day for field offices to enter obligations[MO, MF, TF or M$(IDEAS)].
All documents must be entered by 6:00 p.m., Mountain Daylight Time.
(Attachments 2-2 and 2-3)

FFS will be available —for NBC only — to enter payment and billing documents
from 6:00 am. to 12:00 p.m. MDT.

Begin submitting 1681-3 gpproved carryover rembursable project authority for
FY 2002. (Attachment 2-22)

NBC and WO Budget perform andysis and complete al closing
adjustments.

Last date for entry of cost targetsin the Budget & Fund Status Module of the
Management Information System (MI1S) for FY 2001 management reports.
(Attachment 2-19)



DATE

10/16/2001 through
10/19/2001

10/17/2001

10/22/2001
through 10/25/2001

10/31/2001

10/31/2001

Attachment 1 -3
EVENT

Field users enter changes to Vehicle Standard Cost Centersfor FY 2002 in
AFMS. (Attachment 2-20)

First day for FY 2002 business. Offices can begin entering FY 2002 datainto
FFS on this date, provided the NBC is able to open FES for FY 2002 on this
date. Your officeswill be advised viaa message on BLMM Screen of the
actual date you can begin entering FY 2002 data.

Feld users enter Vehicle October Utilization in AFMS. (Attachment 2-20)

OAS. Complete the cancdllation of dl OAS Y ear-End Receiver Documents.
(Attachment 2-14)

Complete entering FY 2002 yearly TDL obligations for dl limited open travel
authorizations. (Attachments 2-7 and 2-8)
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FY 2001 CLOSING AND REPORTING PROCEDURES

GENERAL INFORMATION

Please obsarve dl due datesin this Ingtruction Memorandum.

The NBC cannot gpprove any exceptions or extensions to the due dates because this could delay

opening FFSfor FY 2002 business.

Please enter and passdl FY 2001 obligations and modifications by COB, October 3, 2001.

DO NOT enter FY 2002 orders until FY 2002 is open for business.

Pease check the BLMM screen in FFS to determine whether we are up for 2002 business.

Submit Y ear-End Obligations to the NBC only when you have paymentsto make. Send dl other
documents to the NBC during the last quarter of the fiscd year, preferably during July and early

Augus.

If you have questions regarding vendor file maintenance, please contact the FFS Help Desk at (303)

236-4176.
Magjor topics are presented below in the following order:

Commitmentsand Obligations .....................
Commercid Payments .. ...,
Payroll ........ ...
Travel ..
IDEASTransaCtionS ... .vvovvi i i e e
CreditCards/Checks ... ...
Office of Aircraft Services(OAS) .. ...t
Federa Payments(OPAC) ........... ...t
Property, Uniforms, Printing,andSgns . .. ............
Management Information Sysem (MIS) ..............
Collectionsand Billing Sysem (CBS) ................
BLM/GSA Motor Vehide ........................
Miscellaneous Accounting Issues ... ...
ReimbursableProjects . ......... ... . .
OtherProjects . ...

NNNNNNNNNNNNNNN

Attachment 2-2
Attachment 2-4
Attachment 2-5
Attachment 2-7
Attachment 2-9
Attachment 2-11
Attachment 2-13
Attachment 2-15
Attachment 2-17
Attachment 2-19
Attachment 2-19
Attachment 2-20
Attachment 2-21
Attachment 2-22
Attachment 2-26
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COMMITMENTSAND OBLIGATIONS

What do | do about rejected or held documentsin FFS?

The NBC will produce and digtribute the Report of Documents Held on aweekly basis during
September.

Please review thislist carefully. Correct and accept, or delete, dl documents you have entered.
We cannot carry reglected or held documentsinto FY 2002.
Y ou must complete dl of your FFS data entry by COB on October 3, 2001.

Please contact the FFS Help Desk at (303) 236-4176 if you have questions or concerns about
rejected or held documents.

How do | handle my unliquidated commitments?

Unliquidated commitments represent funds, based on requisitions, that you reserve before you issue
bona fide obligations.

Please begin to review your commitments (RQ documents) now. Usethe MIS Budget & Fund Status
Unliquidated Commitment Report to review your outstanding commitments. Thisreport islocated on
the BLM Intranet a misblm.gov. Click on your state, choose the Budget and Fund Status module link,
and open the Unliquidated Commitment report. It is not necessary to process for results.

Coordinate with your Procurement office and/or enter an obligation to reference the commitment if the
commitment will be ordered in FY 2001.

Cancd the commitment if the commitment will not be ordered in FY 2001. Y ou cannot carry a
commitment forward from FY 2001 to FY 2002. Y ou aso cannot reference an FY 2001 commitment
to an FY 2002 obligation. Please reference or cancel dl commitmentsby September 21, 2001.

All commitments will be cancelled or reduced to $0.00 by October 1, 2001.

Please contact the FFS Help Desk at (303) 236-4176 if you have questions or concerns about
commitments.

How do | handle my unliquidated obligations?

Unliquidated obligations represent actua orders (i.e., contracts, purchase orders, etc., dated on or
before September 30, 2001) that you will pay for in the future.

Please enter only valid FY 2001 obligation documents into FFS.

Attachment 2-2



Please review current unliquidated obligation reports located in the Budget and Fund Status module of
MIS and/or the OBLH and OBLL tablesin FFS to verify the accuracy of unliquidated obligation
baances. The baance of any unliquidated obligation should equa the amount remaining to be paid.

Modify any MO, M$, or TF document to reflect the amount you anticipate for payment. Please refer
to the IDEAS section of this memo for more specific information about IDEAS entry a the end of the
FY.

Please contact the FFS Help Desk at (303) 236-4176 if you have questions or concerns about
obligations.

How do | obligate orderswhen | don’t have sour ce documents?

At the end of the fisca year, source documents such as purchase orders, contracts, and memorandums
of agreement are not always available.

Y ou may use the Y ear-End Obligation Document (Attachment 4) to obligate funds in these Situations.
Y ou must be able to support the validity and propriety of the obligations.

Y our responsible procurement individuad must sign and date each Document. Use the Year-End
Obligation Document only for valid FY 2001 procurements or expenditures.

Enter this obligation document into FFS asan MO. 'Y ou mugt include the vendor code. For GSA
obligations, indicate whether they are for telephone service, training, Fedstrip, or Customer Supply
Center.

Please retain your Y ear-End Obligation documents to avoid duplicate entry into FFS.

Forward a Y ear-End Obligation Document to the NBC only when it is associated with a payment. For
partid payments, attach a copy of the Document and highlight the ling(s) to be used. Indicate the
amount to be paid from each line and whether it isapartid (P) or find (F) for thet line. For fina
payments, attach the original Document to the payment.

If you must adjust a 'Y ear-End Obligation Document, then enter a modification document.

Attachment 3 is an example of acompleted year-end document. Please make copies of the blank
formsin Attachment 4 to use for your Y ear-End Obligations.

Please contact the FFS Help Desk at (303) 236-4176 if you have questions about Y ear-End
Obligations.
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COMMERCIAL PAYMENTS

What do | dowith my completed Purchase Ordersand Contracts?

The NBC has through October 4, 2001, to process paymentsin order to avoid interest penaties and
lost discounts. Please submit your obligations, recelving reports, invoices, and certificates for contract
payments promptly during September.

What do | do with my purchases made against Blanket Purchase Agreements (BPAS)?

During September, submit payment packages to the NBC as soon as possible after receipt of invoices.
Enter Y ear-End Obligation documents by COB on October 3, 2001, for items received through
September 30, 2001, but not yet invoiced. Retain these year-end obligations and submit them to the
NBC when you receive invoices.

How are we handling utility and telephone bills at year-end?

The NBC will chargeto FY 2001 any utility and telephone invoices recaeived directly from vendors by
September 25, 2001. We will process as many of these as possible by COB on

October 3, 2001.

If your office ill receives utility and/or telephone invoices from vendors, then please send these
invoices via overnight mail to BC-620, beginning September 17. After September 24, please fax
your invoices to BC-620, Nena Munoz or Darlene Watson, at fax number (303) 236-6412, and send
the hard copiesin the mail.

If the NBC receives hills too late to process by October 3, 2001, we will pay them with fisca year
2002 funds.

Pease contact Carol Godwin at (303) 236-6612 if you have questions or concerns about purchase
orders, contracts, blanket purchase agreements, or utility payments.

How will we handle emer gency equipment rental agreement (EERA) paymentsat year-end?

Please send any emergency equipment rental agreement payments to BC-620 via overnight mail from
September 7 through September 28, 2001. DO NOT enter MO’ s for these payments.

Beginning October 1, please obligate MO'sto cover EERA payments that you have not yet
submitted to BC-620.

Pease contact Carol Godwin at (303) 236-6612 or Kim Zietz at (303) 236-7117 if you have
questions or concerns about EERA payments.
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PAYROLL

How is payroll cost posted for pay period 200120 and 2001217

To ensure that FY 2001 awards will be charged to FY 2001 funds, dl FY 2001 awards must be
entered into the SF52 (FPPS) system by the end of pay period 200120 (September 21, 2001).
Awards must include an effective date that fals within pay period 200120.

The NBC will record actual payroll costs for PP 200120 in FFS.

The NBC will make projections for the FY 2001 portion of Pay Period 200121 (September 23-30,
2001) using T&A entry data for PP 200120.

Since pay period 200120 data is used to project the cost for pay period 200121 (September 23
through September 30), the T& A’ sfor pay period 200121, from September 23-September 30, should
be coded, to the extent possible, to the same cost structure as pay period 200120.

The NBC will record Pay Periods 200120 and 200121 (FY 2001 portion) as an accounts payable,
since fundswill be disbursed in FY 2002.

How do timekeepersrecord the FY 2002 portion of pay period 200121 in RETARS?

Timekeepers/data entry personnel will completeinput of T& A datafor pay period 200121 on
October 4-5, 2001.

When hours are recorded on T& A’s for October 1, 2001, through October 6, 2001, please enter a
separate line of coding, since FY 2002 subactivities, program elements, projects, or organization codes
may differ from thosein FY 2001. Y ou may aso need to change cost structure on the T& A pre-print
file

How do | process cost structure adjustmentsfor payroll records?

Adjust dl defaulted payroll costs or payroll costsin the incorrect cost structure by entering adjustments
on the PADJ table by COB on October 3, 2001.

How do | correct my payroll defaulted recordsfor pay periods 200119 and 2001207

PP 200119: Defaulted payroll records. Correct dl entries on the PCOR table by COB,
September 14, 2001.

PP 200120: Defaulted payroll records: Correct all PCOR entries on September 28, 2001. PCOR
will be available on 09/28/2001 from 6:30 am. to noon MDT ONLY.

Please contact the FFS Help Desk at (303) 236-4176 if you have questions about payroll correction
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adjusments.
How do | handle emergency firefighter payroll?

Please follow these steps to process your emergency firefighter (EFF) payrall that is earned before
September 30, 2001

1. Prepare aPV coding document.
2. Enter the PV coding document into FFS. Code Taxes Collected to suspense account 455.

3. Submit your completed payroll schedule and supporting documentation to the certifying
officer.

For EFF payroll and/or EFF T&A reports that are on hand but not paid:
1. Prepare and enter Y ear-End Obligation Documents (MOs).

2. Reference the Y ear-End Obligation when you enter the PV document for FY 2001 payroll
paidin FY 2002.

Y ou mugt enter dl EFF PV and MO documents by COB, October 3, 2001.

Please contact Shari Stewart at (208) 387-5357 if you have questions about emergency firefighter
payralls.
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TRAVEL
What do | do about a Permanent Change of Station (PCS) Move?

The NBC will process apayment in FY 2001 for a PCS voucher if we receiveit by COB, September
14, 2001.

If aPCSmoveisin progress, or if the PCS voucher will not be mailed to the NBC by COB,
September 7, 2001, then please do the following:

1. Submit the PCS Travel Authorization and Transfer Data Sheet to the NBC before  COB,
September 21, 2001. We will then record an unliquidated obligation in FFS for
FY 2001.

2. Prepare a PCS Trandfer Data Sheet for any move for which a Travel Authorization has
been or will be issued through September 30, 2001. The documents should include the
following esimates:

a. enroutetravel expenses,
house-hunting trip expenses,
temporary quarters expenses,
trangportation of household goods expenses,

real edtate transaction expenses,
relocation income tax, and
miscellaneous moving expenses.

@0 oo0CoC

If atemporary quarters extension has been gpproved, then you must modify the PCS obligation to
record the increase.

Please review and discuss a PCS move with an employee to determine whether he/she will accept the
relocation services buy-out offer. If he/she accepts the offer, then increase the purchase order from the
$1,000 required by WO IM No. 87-361 to reflect an accurate estimate of the cost of the buy-out.

Please review dl PCS obligations to assure vaidity. |f necessary, ensure that you have obligated
and/or increased the relocation income tax alowance.

What should | do with my Temporary Duty Trave (TDY) vouchers?

The NBC will process paymentsin FY 2001 for TDY vouchers received by COB on
September 21, 2001. Employees should submit their vouchers no later than five days after theend of a
trip.

If employees plan to travel on or before September 30, 2001, then enter an obligation (TF) for the
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TDT trave authorization by COB on October 3, 2001.

If an employee stravel beginsin September and extends into October, then enter atravel obligation
(TF) with an FY 2001 Travel Authorization number only for the portion of the trip that will occur on or
before September 30, 2001. When the employee submits their voucher, add a separate line of cost
coding on the voucher to identify FY 2002 expenses.

Adjust the amount of outstanding annud authorization (TDL) obligations no later than COB on October
3, 2001, to reflect any outstanding travel through September 30, 2001.

If you do not think that employees will be traveling and they have submitted dl of their vouchersfor
payment, then reduce their TDL obligationsto zero. Please mark avoucher “find” if you know thet it is
definitdy the fina voucher againg the FY 2001 authorization.

Please enter TDs by September 21, 2001, for al travel advances for trips beginning on or before
September 30. If an employee requires atravel advance after this date, then please contact Vickie
Smith at (303) 236-6276.

Do not enter any FY 2002 travel obligationsinto FFS until FY 2002 is open for business.

Enter FY 2002 yearly TDL obligations for dl limited open travel authorizations no sooner than
October 17, but prior to October 31, 2001. Refer to IM BC-97-022.

What should | do with my Government Bills of Lading (GBLs)?

If the carrier will pick up your shipment under a GBL on or before September 30, 2001, then please
enter an FY 2001 obligation to cover the cost. Y ou must enter obligations for GBLs no later than COB
on October 3, 2001.

Please contact Vickie Smith at (303) 236-6276 if you have questions or concerns about travel or
trangportation documents.
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IDEASTRANSACTIONS

What happensin IDEAS at the end of the fiscal year?

FY 2001 Documents: Remote Data Entry staff will continue to appprove, or issue and release, FY
2001 documents that are routed for gpprova and posting in FFS, and for obligation through the
IDEAS-PD interface, until 6:00 p.m. MDT on October 3, 2001.

FY 2002 Documents. Remote Data Entry staff will hold, but not approve, issue, or release, any
FY 2002 documents that are routed for gpproval and posting into FFS through the IDEAS-PD
interface until October 17, 2001. RDE will process documents after this date and return them to users,
or route them to individuds identified on the routing sheets. This gppliesto both obligations and
commitments.

Acquisition Staff may print hard copies of dl FY 2002 award documents and mail them to vendors
prior to (1) routing these documents to the NBC or Remote Data Entry Staff for approva and (2)
posting obligationsin FFS,

This procedure gpplies to the following:

1. Purchase Orders, Contract Awards, and related modifications.

2. Blanket Purchase Agreements (BPAS) and Individua BPA Cdls (these documents will be
marked “ Draft”; use white-out or other acceptable methods before you mail them).

3. Task/Ddlivery Orders and related modifications.

4. Agreements using award documents available in IDEAS-PD (if gpplicable).

What Federal Procurement Data System (FPDS) proceduresdo | need to follow?

Your FY 2001 awards should be submitted to the Federal Procurement Data System (FPDS) by not
later than October 3, 2001. Thisincludes both your SF-281 and SF-279 reports. Y ou will be advised
by email if an extenson is given by the Department of Interior for submitting your reports beyond this
date. Y ou should advise Dave Wunder at (303) 236-9424 if you are going to have problemsin
mesting thisdate. Y our notice should include a list of the award documents that will be affected.

Do not attempt to submit your correctionsto FY 2000 awards until you are advised that the GSA edit
problem has been resolved. The Department of Interior is coordinating with FPDS to submit these
documents using the old FY 2000 edits. Y ou may aso have FY 2001 awards that are affected by this
problem. For example, an SF-279 award was submitted during FY 2000. In

FY 2001, you received notice the report was rejected and requires correction. During FY 2001, you
aso award amodification, or you issue atask or delivery order againgt the origind award. These
actions cannot be reported until the origina award has been corrected and submitted to the FPDS.
These documents should be held and not submitted to the FPDS until the problem has been resolved.
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Beginning October 1 through October 17, 2001, you should enter a checkmark in the“FPDS Not
Required ” block when you assign your document number for entering FY 2002 awvardsin IDEAS.
Y ou should create and submit an FPDS report for these actions on or about October 17, 2001, once
the award has been * Approved, ‘ Obligated, and ‘ Released and Issued.’

Y ou are encouraged to create afiling cabinet (nameit “FY 2002") to store dl of your FY 2002
documents. Y ou can route documents that you no longer need, or do not plan to copy into new
working documents, to the BLM user cdled “BLM Archive.”

Please contact the BLM IDEAS Help Desk, (303) 236-4176 or (303) 236-9424, if you have
questions or require additional assistance.
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CREDIT CARDSCHECKS

What must | doif | usethecharge card or write checksto make purchases?

If you are acredit card user or check writer and use your card/checks to make purchases, please
follow these indtructions.

Any credit card or check transactions occurring through September 30, 2001, will be automaticaly
posted in FFS using the credit card interface.

To obligate purchases that you have made, but that will not appear in the FFS CARD table by October
3, 2001, you must use a 'Y ear-End Obligation Document (see Attachments 3 and 4).

Please prepare your Y ear-End Obligation Document according to the following guiddines:
1. Use vendor code 51350-1 for al purchases.
2. Use this document number format:
ACKOIXXXXZ, where
A = State Code;
C = Office Code;
K = Bank Card;
01 = Fisca Year;
XXXX =last four digits of your account number; and
Z = year-end sequentia indicator.
3. Forward a copy of your Y ear-End Obligation Document to RDE personne!.

On your subsequent monthly statements, please note your corresponding FY 2001 Y ear-End
Obligation Document number(s) and line number(s).

Y ou should liquidate your Obligation after you have been hilled for al of your FY 2001 purchases.

Y ou won't need to annotate the gppropriate accounting structure for FY 2001 on your statements. Just
forward your statements to your gpproving officid and then to your RDE personnd.

Y ou must charge purchases you make beginning October 1, 2001, to FY 2002 funds.
When do | modify the cost structurefor card purchases?

Y ou must complete dl cost structure adjustments to the FFS CARD table for FY 2001 billing
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gatementsby COB on October 3, 2001.
Asan RDE individual, what do | do with credit card/check information?

Y ou should receive Y ear-End Obligation Documents from cardholders to cover purchases not
recorded on the FFS CARD table.

Enter MO documents for these Y ear-End Obligation Documents into FFS, using the document number
format provided.

Retain dl Y ear-End Obligation Documents so you can match them to subsequent monthly statements.

Please reference the year-end obligation document numbers when you enter adjustmentsin the FFS
CARD Table for subsequent monthly statements.

Y ou must enter an adjustment referencing the gppropriate Y ear-End Obligation even if the purchaseis
charged to the default cost structure. Thiswill liquidate the prior-year obligation. Otherwise, the
purchases will be recorded twice against the budget.

Y ou can reference the Y ear-End Obligation only for purchases made in FY 2001.

Please contact the FFS Help Desk at (303) 236-4176 if you have questions about credit cards/checks.
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OFFICE OF AIRCRAFT SERVICES (OAYS)

How can | expedite OAS orders so they are billed and paid in the current fiscal year?

As we approach the fiscal year end, submit al your OAS-23 and OAS-59 forms promptly to OAS.
Do not ddlay. Thiswill expedite the billing and collecting of as many current-year charges as possble
within this current fiscd yeer.

Record your cost coding on your forms completely and accurately. Write legibly. OAS personnel must
be able to easily read your coding to key it into their automated system.

Be sureto include a four-character project number (e.g., aBLM fire number, etc.) if required for the
activity.
Examnple AZ0102821 HU R257 (R257 isthe project number)

When should | start creating a Year-End Receiver for my OAS orders?

Up through September 10, al of your OAS-23 and OAS-59 forms will be processed by OAS
through the interface. OAS anticipates that everything submitted by this date will be billed and
processed through the interface before we close the year. Orders submitted after September 10
require different handling.

After September 10, OAS cannot guarantee that they will process our submissonsin time. Those
OAS charges, incurred near the end of FY 2001, might not be billed and collected through the interface
until next fisca year. Therefore, after September 10 and no later than October 3, in addition to
submitting your formsto OAS, you must dso create a Year-End Receiver Document for your OAS
order. Thisisa different document than what you have been instructed to usein thepast. To
mor e accur ately report thisliability, it isnecessary for you to enter an accounts payable
document (RF) rather than a unliquidated obligation (MF).

Complete the Y ear-End Recelver Document (Attachment 6) and record your Document in FFS by
remote data entry. Use the transaction code RF instead of the usual RC. The crestion of thisY ear-
End Receiver Document is merdly atemporary measure. The funds you establish as an accounts
payablein FY 2001 will be protected and will roll into the new fiscal year. In the new fiscal year, you
will cancel the OAS Y ear-End Receiver Document by October 31, 2001.

Once cancdled and released, those funds become available for use in the new fiscd year, when the hill

and collection for the prior year charge finally come through the OAS interface. Remember, the
interface cannot reference to any of your Y ear-End Recelver Documents, so the funds must be tied up
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in the Y ear-End Receiver Document just long enough to carry them through to the next fiscd yeer.

How should | fill out the OAS Y ear-End Receiver Document?
Use the vendor code 14010002-1 on your OAS year-end receiver document.

Use the following document number format: OASDBO1X XXX, where OAS = OAS; D = State Code;
B = Office Code; 01 = Fiscal Year; and XXXX = four-digit sequentid number.

Where should | route my OAS Year-End Recelver Document?

Forward your Y ear-End Recelver Document to the remote date entry (RDE) personnel so they can
enter your receiver document into FFS. RDE should enter the transaction code for OAS recelvers as
RF. RDE will retain dl of your OAS Y ear-End Receiver Documents. Y ou do not need to send a
copy of the document to NBC.

When should | cancel the Year-End Receiver for OAS?

OAS receiver documents will not be liquidated when the automated OAS interface is processed in FY
2002. Therefore, you must cancel your OAS receiver document no later than October 31, 2001.

How doesthe OAS surcharge get paid and distributed?

NBC will receive an dectronic file from OAS during the week of September 17, 2001. Thisfile
represents all OAS-23 and OAS-59 forms submitted to OAS on or before September 10, 2001. This
filewill aso didribute the aviation cost surcharge incurred on dl orders throughout the entire fiscd yeer,
proportiondly among dl fire numbers. NBC will post thisfilein FFS the night it isrecaived. If you
have any questions about posting the aviation cost surcharge, contact Julie O’ Nelll at (303) 236-6346.

Please contact Mardi Stone at (303) 236-0839, if you have questions about OAS.
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FEDERAL PAYMENTS (OPAC)

What should | dowith my GSA Fedstrip (GF) and Customer Supply Center (GS) orders?

Please obligate all GSA Fedstrip (GF) and Customer Supply Center (GS) orders placed on or before
September 28, 2001, on a Y ear-End Obligation Document.

Enter these obligationsinto FFS by COB, October 3, 2001. For Customer Supply Center orders,
please obtain the ticket number and include this number in the Header Information area of the Y ear-
End Obligation Document. The vendor code is 47000016-1.

When you are invoiced for the Customer Supply Center orders, attach your Y ear-End Obligation and
submit it to the NBC.

Please contact Mardi Stone at (303) 236-0839 if you have questions about GSA Fedstrip or Customer
Supply Center orders.

| need goodsor servicesfrom another agency, but don’t have sufficient time to complete the
formal Interagency Agreement/Purchase Order document or acquire a signature from the
other agency. What should | do?

Y ear-End Obligations are meant for those last-minute Interagency Agreements sill in progress at year-
end. If your binding agreement is not complete, creste a 'Y ear-End Obligation Document under your
norma interagency document format. Record the Y ear-End Obligation in the accounting system
through RDE.

This Y ear-End Obligation Document does not replace your fully-sgned binding agreement. It is merely
atoal that dlows you to record the last-minute obligation while you complete the binding agreement.
You are dill required to have abinding agreement that will support any federa obligation you have
recorded in the accounting system.

Normally, | don’t obligate until | get the OPAC bill in and seewhat the actual chargeis.
What should | doin that case?

Y ou must estimate what charges you expect to owe through September 30 and create a Y ear-End
Obligation Document. Have RDE record the obligation in the accounting system by COB,
October 3, 2001.

Should | send the Year-End Obligation to NBC ?

No. Retainyour Year-End Obligation. Submit a'Y ear-End Obligation copy to NBC only when you
have received an OPAC request from us and want us to reference afedera charge againgt your Year-
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End Obligation. Only then, send acopy in reply.
RSVP (Respond Please)

Budget and procurement personnel must be available and ready to respond quickly at year-end. NBC
attempts to code every Federa charge received before year-end to aBLM obligation or cost structure
by the timewe close. This can be accomplished only with responsive assistance from you.

In the last weeks of FY 2001, as our processing lead time diminishes each day, we become highly
dependent on your prompt response to reconcile federal charges. We may contact you by e-mail,
telephone, or fax. Please take action quickly on any request we make in the last days of the year. We
especidly require assstance from our state budget officids on the very last day of the fiscal year, right
up until the close of business. We may ask for an indant decison from a budget officid to determine
the most appropriate place to code afederal OPAC charge incurred by your state. Be prepared. I
you absolutely cannot be available at this critica time, please designate someone knowledgegble who is
willing and able to make a coding decision on behdf of your Sate.

Federal Vendor Nameson Year-End Obligations

When you fill out a'Y ear-End Obligation be sure to include the vendor name and vendor code. For a
GSA vendor, specify which GSA type, such as GSA-Customer Supply, GSA-National Archives,
GSA-Teephone, or GSA-RWA.

Please contact Mardi Stone at (303) 236-0839 if you have questions about OPAC.
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PROPERTY, UNIFORMS, PRINTING, AND SIGNS

What do | do with personal property at the end of thefiscal year?
Please enter al capitalized persond property into Fixed Assets (FA) by September 14, 2001.

Outstanding capitaized property receipts (BOC 311A/311D) that are not entered into FA may cause
FA to be out of balance with the Generd Ledger Account (1750/1830). These accounts must bein
baance to maintain a clean audit opinion.

Y ou will not be able to update FA from September 15 through October 16, 2001. If you receive
capitalized equipment during thistime, then e-mail the property information to BC 680A for input into
FA.

Please contact the Fixed Assets Help Desk at (303) 236-9461 or (303) 236-9460 if you have
guestions.

What happensto uniform drawdown card accounts at the end of the fiscal year?

Uniform drawdown card accounts are programmed with an annua uniform alowance credit limit that
will be refreshed on October 1, 2001.

Any remaining FY 2001 balance amounts in uniform drawdown accounts will not accrue to FY 2002.

We will address policy and procedures to authorize employees uniform annud credit limitsin a
separate memorandum.

When can employees order uniforms?

WearGuard Inc., Uniform Solutions, Prineville Men's Wear, and Cop Shop, Etc. will accept uniform
orders only through September 7, 2001.

Beginning in late August 2001, these vendors will not accept orders for uniform items thet will be
shipped after September 28, 2001.

These uniform vendors will generate a backorder listing in early September to identify orders that have
apost-FY 2001 shipping date. Each State Uniform Coordinator will receive acopy of this report as
gpplicable.

Employees ordering law enforcement items from vendors other than WearGuard, Uniform Solutions,
Prineville Men's Wear, and Cop Shop, Etc. must still abide by the September 7, 2001, cutoff date,
unless the uniform purchases are considered “ off the rack.”

Law enforcement items acquired through retall stores as “off the rack” uniform purchases must be cut
off by September 8, 2001.
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Vendors other than WearGuard, Uniform Solutions, Prineville Men's Wear, and Cop Shop Etc. do not
st cutoff dates. Please watch for backorders that carry over into FY 2002 and inform your supervisor
and State Uniform APC if backorders occur.

Please contact Shirley Campbell, Nationd Uniform Coordinator, a (303) 236-3586 if you have
guestions or concerns.

How and when do | request printing jobs?

Please submit by September 14, 2001, al printing requests processed by the National Business
Center’ s Printing Specidists (BC-650C) that require FY 2001 funding. If you order from other states,
please ask their Printing Specidists about their requirements.

Please submit a signed and approved Purchase Requisition/Ora Order, Form 1510-18, aong with the
materia you want to be printed, to BC-650C, by September 14, 2001.

If you need to pay for an order with FY 2001 funds but your materid is not ready for printing, then
please notify the NBC' s Printing Specidists in writing, or viae-mail, before September 14, 2001.

If your printing jobs exceed your FY 2001 obligations, then please provide FY 2002 cost structure to
cover any additiona costs.

Please contact Sherri Hendren, the National Business Center Senior Printing Speciait, at
(303) 236-6458 if you have questions or concerns.

How and when do | order signs?

Please coordinate and submit requisitions for large quantities of signsto Printed Materias Didribution
Services (PMDS) by September 14, 2001. Include avaid charge code on each requisition that
exceeds the economica order quantity. Y ou may check the economica order quantity by contacting
PMDS, either Frank Tisby at (303) 236-7637 or Bob Stahl at (303) 236-1975. Please contact Lee
Campbell, BLM Sign Coordinator, at (303) 236-9422 if you have other questions.

How and when do | place orderswith Printed Materials Distribution Services?

PMDSwill close out dl FY 2001 DI and CA formsissues by COB on September 12, 2001, in order
to findize dl FY 2001 financid billing records for cost reimbursement.

Upon reviewing your on-hand printed materia supply, please submit your DI-1 order form(s) to
PMDS prior to COB on September 12, 2001.

Y ou can forward orders viae-mail to Public Group Address (L otus Notes/Groupwise)
BLM_NCS PMDS, or fax ordersto PMDS at (303) 236-0845.

PMDS will hold orders submitted after September 12, 2001, and will fill these orders after
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October 1, 2001.

Please contact Frank Tisby at (303) 236-7637 or Bob Stahl at (303) 236-1975 if you have questions
or concerns.

MANAGEMENT INFORMATION SYSTEM (M1S)

How do | process Budget & Fund Status data within the M anagement I nformation System
(M1S)?

Please enter Budget & Fund Status planning data by COB, October 12, 2001. Planned dollarsin the
find financid management reports for FY 2001 will be based on this date.

Enter as much of this data as possible before October 3, 2001.

The NBC will continue to update the Budget & Fund Status data for FY 2001 through
October 12, 2001.

Please contact Gary Grimstvedt at (303) 236-6347 if you have any questions about the Budget and
Fund Status Module.

COLLECTIONSAND BILLING SYSTEM (CBS)

Where and when do | send my billing documents?

Please send to the NBC, via overnight mail, any billing documents (BDs) prepared for transactions
occurring September 24 through September 28. I you cannot guarantee delivery by overnight mail, fax
your BDs to the appropriate accounting technician at (303) 236-7124 by noon MDT, October 1,
2001.

When should | enter Collections and Billing System (CBS) documents?

Enter al collection transactionsin CBS by COB on September 28, 2001. Enter dl billing documentsin
FFS by COB on October 3, 2001.

CBS will be available 7 days aweek during year-end close. However, it will not interface to FFS after
September 30, 2001, until FFSis brought up for FY 2002 business.

The OPAC system will be converted to IPAC on 8/30/01. Thereis aposshility that we will be unable
to process OPAC reversals from 8/22/01 until after the end of the fiscd year. If the new systemis
working, the last date to enter CBS OPAC reversas for FY 01 will be September 14, 2001.

Please contact the CBS Help Desk at (303) 236-6795 if you have questions.
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BLM/GSA MOTOR VEHICLE

What do | do with my BLM/GSA Motor Vehicle/Construction Equipment Recor ds?

Please report BLM and GSA motor vehicle utilization by September 19, 2001. Enter dl utilization data
for BLM and GSA vehiclesinto the Automated Heet Management System (AFMYS) by this date, using
the AFMS Monthly Utilization Input Screen.

Record any obligations for GSA vehicle repairs and accidents on either a Document Face sheet or a
GSA Form 2556. Do not enter these obligations through remote data entry. Please fax formsto Peat
Fay, BC-612, (303) 236-7124, before COB, October 3, 2001.

The monthly MVDFLT report digplays vehicle coding that has defaulted to Program Element 97.
Please enter in FFS dl Balanced Vouchers (BVs) to correct vehicle default coding by COB, October
3, 2001. Do not mail or fax these BVsto the NBC.

Reminder for FY 2002 vehiclereporting:

Y ou must enter changes to Standard Cost Centersin AFM S between October 16 and October 19 for
these to be effective for the October (FY 2002) utilization period. Thisincludes changesin office
codes, subactivities, program dements, project numbers, and percentages. To enter changesinto
AFMS, choose item (1) “Process Vehicle Control Transactions’ on the Field Office Menu.

Enter FY 2002 October utilization in AFM S from October 22, 2001, through October 25, 2001.

You cannot enter changes to Standard Cost Centers during the utilization reporting window.

Please contact Pat Fay at (303) 236-6345 if you have questions or concerns.
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MISCELLANEOUSACCOUNTING ISSUES

What should | do with Balanced Standard Vouchers?
Please enter as many Baanced Standard VVoucher (BV) documents as possible by August 31, 2001.
Y ou will be able to enter BV's over $20,000 into FFS and process BV's under $20,000 until COB,

October 3, 2001. Submit ALL BVsfor reimbursable projectsto BC-612 after September 14,
2001.

The FFS Help Desk will continue to approve and process BV documents exceeding $20,000 of which
they are notified through October 3, 2001.

Please contact the FFS Help Desk at (303) 236-4176 if you have questions about BVs.
How do | handle storesissues and returns? (Lower Snake River District (ID090) only)

Please complete stores issues and returns for September by September 7, 2001, especialy for
reimbursable projects.

Submit stores control registers that cover the first week of September to BC-680 by September 7,
2001.

Submit a supplementa stores control register to BC-680 before September 14, 2001,

for any reimbursable project-related returns/issues that are credited/charged to FY 2001 and that occur
after September 1, 2001.

Please contact Lois Perrin at (303) 236-9461 if you have any questions.

When do | submit fire supplies and issues?

Please submit NIFC fireissues files and AFS fire issues tapes to the NBC by COB, September 18,
2001. You can contact Lisa Dehn at (303) 236-6423 or Mary Carver at (303) 236-6305 if you have
questions.

When do | submit fire materials orders?

Please submit your FY 2001 ordersto NIFC for fire cache items, charged to activity 2810 only, before

September 1, 2001.  After this date, orders will apply to FY 2002 funds. Please contact the NIFC
Fire Supply Officer at (208) 387-5547 if you have questions.
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REIMBURSABLE PROJECTS

Be aureto follow thistimeline

DATE EVENT

09/01/01

09/04/01

09/14/01

09/15/01

09/15/01

09/21/01

09/21/01

10/09/01

Submit list of ALL carryover project numbersto BC-612.
NBC begins notifying offices of projects with overages or insufficient authority.

Notify NBC of any indirect rate exceptions. All project overages should be charged to the
respong ble office s operating account(s).

Fax all balanced voucher documents related to Reimbursable project coding
(1910,1920,2830) to (303) 236-7124 for entry.

Budget officers need to provide default coding for overspent projects.
New 1681-3's received will be held for FY 2002 business,

Last day to enter payroll adjustments in the PADJ Table for reimbursables.
Begin submitting 1681-3 gpproved carry over authority for FY 2002.

Projectswill not be available for usein October UNTIL arevised 1681-3 has been
received by BC-612.

How do | close my projects?

When closing FY 2001 reimbursable projects:

1. Remember, that if Time & Attendance (T&A’s) are charged to areimbursable project in
Pay Period 200120, the projections will automatically code Pay Period 200121 (October 1 to
October 6) to the same project code. (Attachment 2-5)

2. Ensure that the project obligations are valid, and

3. Ensure that the reimbursable project authority is proper.

Beginning September 4, NBC will contact State Offices whose projects are overobligated or

overspent.

Please use the following FFS tables:

1. The FPRJtable shows the net available balance for the project. A positive number means
funds are available. A negative number means the project has overspent its authority.
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2. The FPCX table providestota commitments, obligations, and expenditures charged to the
project.

When additiond authority is needed for a project:

1. If the other agency agrees to the increase, then submit arevised authorization Form 1681-
3) that includes the revised/increased amount prior to September 21, 2001.

2. If the other agency does not agree to the increase, then remove commitments, modify
obligations, or transfer over expenditures to the appropriate MLR/O& C account prior to
September 15, 2001.

Beginning September 15, 2001, the NBC will transfer remaining project overages to the responsible
office’ s operating account(s). Budget officers need to provide default coding by this date.

We will process the 4" quarter FY 2001 billing for al reimbursable projects during FY 2002.

Please use a Balanced VVoucher (BV) document to transfer any non-payroll costsinto or out of a
project before September 14, 2001.

To transfer payroll costs, you should make entries in the PADJ table by September 21, 2001. Thiswill
automaticaly adjust the leave surcharge in the reimbursable account. Contact Lisa Dehn at (303) 236-
6423 or Mary Carver at (303) 236-6305 for corrections after this date.

Any 1681-3 authority received after September 21, 2001, will be held and established in
FY 2002.

What istheindirect cost rate?

In FY 2001, theindirect cost rate is 19.6 percent for all reimbursable projects except U.S. Forest
Service projects (20 percent). Y ou must get approva from the Budget Office at Headquarters (WO
880) for any exceptions to these rates.

Please notify the NBC of any gpproved indirect rate exceptions by September 14, 2001.

How do | establish my FY 2002 reimbur sable project number s?

Before September 1, 2001, please send NBC alist of al FY 2001 Federa reimbursable projectsto be
carried forward into FY 2002.
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Projectswill not be available for usein October until a proper 1681-3 isreceived by

BC-612; thisincludescarryover projects. Please begin to get authorized signaturesin
September and thefirst part of October. For FY 2002, please re-establish job numbers for
reimbursable sub-activities (1910, 1920, 2830, and 3910). See BC-2000-050 for instruction. On
October 10, 2001, the MIS Budget and Fund Status figures should reflect all FY 2001 activity with the
exception of vehicle and late credit card charges. Use these figures to estimate the carryover amount.
Please contact partnering agencies to verify and approve their authority.

Reimbursable projects with other federd entities will till have four digits, beginning with 4 (4XXX).
Please comply with the following procedures:

1. UseFY 2001 federa reimbursable project numbers and names for FY 2002. The same
project number should be used if any authority will carry over. TitleV deferred maintenance
and Title VI and Title VIII land acquisition projects will carry forward into FY 2002 if not
completed.

2. UseFY 2001 federd reimbursable programs (subactivity and program element) for the
projects that will carry over to FY 2002.

3. Include aligt of dl organizations (State/Office) that will charge to the project. Please
identify the organization with lead responsibility.

4. For each project carried over to FY 2002, submit anew Reimbursable Work Job
Authorization (Form 1681-3) that reflects the carryover amount and has signatures from both
agencies.

These rules aso apply when you establish new FY 2002 reimbursable projects. Y ou still need proper
authorization information (a signed 1681-3) when you establish aproject. This helpsto establish the
project accurately in the accounting system and ads in billing the other Federal agency. Asaresult, we
will receive reimbursements more promptly from our customers.

Pease include the following authorization informetion to establish a project:
1. The amount of the rembursable agreement.

2. A determination of legd authority. The primary authority is Public Law 94-579, Federd
land Policy and Management Act of 1976, Section 307, dong with current appropriation

language.

3. A procurement document number, such as a purchase order, contract, etc., or an
goproved Interagency Agreement or Memorandum of Understanding (MOU) number. The
Agreement or MOU must include the customer agency’s cost structure (e.g., for the Forest
Sarvice, this includes the region, unit, and management codes) and aname and phone number
of acontact person at the customer agency. Please atach a copy of this procurement
document if it is provided.
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4. A customer Agency Location Code (ALC), whichis an eight-digit numeric symbol (99-99-
9999) assigned by Treasury, can be obtained from the customer agency’ s Finance Office. On-
Line Payment and Collection will be done for al agencies except Army Corp of Engineers

military funding.

5. A Memorandum of Undergtanding or Interagency Agreement signed by authorized officds
of both agencies. A contracting officer must Sgn for the agency recaiving the services

Please refer to BLM Manud Section 1681.16D, Project Accounting User Guide,
WO IM No. 91-284, and to IM BC-2000-050 for further guidance on estimating the cost of work for
others and completing the authorization form (1681-3).

Please contact Lisa Dehn at (303) 236-6423 or Mary Carver at (303) 236-6305 if you have questions
or concerns.
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OTHER PROJECTS

How do | handle other FY 2002 Project Numbers?

Re-egtablish your project numbers for Construction subactivities (2110 and 6110) and Land
Acquisition subactivities (31X X) for FY 2002.

Re-egtablish your project numbers for Easement/Acquisition subactivities (2300 and 6140) for FY
2002.

Re-egtablish your project numbers for Emergency Rehabilitation (subactivity 2822). These
numberswill not automatically roll to FY 2002. Please respond by September 1, 2001 if you will
charge to these numbers in October.

Please send ligts of all project numbers to be carried forward or closed for FY 2002 to Lisa Dehn or
Mary Carver, BC-612, by September 1, 2001.

Please contact Lisa Dehn at (303) 236-6423 or Mary Carver at (303) 236-6305 if you have questions
or concerns.

How do | establish Cost Recovery and Trust projects?

To establish new Cost Recovery and Trust projects in the 5XXX to 7XXX series, send forms 1380
10, 1380-11, and 1380-11A (for waiver) to Karen Rice, BC-611. When projects are done, ensure
that any refunds due are paid, and that ending balances are zero before sending requests viae-mail to

close projects.

Please contact Karen Rice at (303) 236-6326 if you have questions or concerns.

Attachment 2-26



UNI TED STATES DEPARTMENT OF THE | NTERI CR
BUREAU OF LAND MANAGEMENT

CCDI NG DOCUMENT

CARDHOLDER NAME HERE

EXAMPLE OF A BANKCARD YEAR- END OBLI GATI ON

DOCUMENT ID: DIVISION: UT

I D NUMBER JCKO1XXXXZ ( CARDHOLDER BANKCARD #)

Year-End | ndicator = "2Z"

HEADER | NFCRVATI ON

TRANS TYPE: _Q0O DOC TOTAL: __2000. 00 ACTI ON: MO DATE: /
VENDOR CODE: _51350 1
NAME: _Bank OF Anerica
ADDRESS:
arTy: STATE: ZI P:
LI NE | NFORVATI ON
LI NE NUVBER: 001 AMOUNT: _250. 00 1/ D PIF __
BUDCGET ORG UT951 PROGRAM _0777XE JOB: BOC. 261A
REF R Q- LI:
BFYS: 2001
LI NE NUVBER: 002 AMOUNT: _250. 00 1/ D PIF __
BUDGET ORG UT910 PROGRAM 931011 JOB: 0162 BQC: 257D
REF RQ-LI:
BFYS: 2001
LI NE NUMBER: 003 AMOUNT: _250. 00 1/ D PIF. __
BUDGET ORG UT954 PROGRAM _0777XG JOB: BQOC: 262A
REF RQ-LI:
BFYS: 2001
LI NE NUMBER: 004 AMOUNT: _250. 00 1/ D PIF. __
BUDGET ORG UT953 PROGRAM _1820EG JOB: BQC: 2527

REF RQ LI:

BFYS: 2001

PREPARED BY: CARD HOLDER

APPROVED BY: APPROVI NG OFFI O AL

TELEPHONE NQO (801) 969-4444 DATE: 9-14- 2001

LI NE | NFORVATI ON

I NPUT BY:

DATE: 9- 14- 2001

DATE:
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UNI TED STATES DEPARTMENT OF THE | NTERI CR

BUREAU OF LAND MANAGEMENT

EXAMPLE OF A BANKCARD YEAR- END OBLI GATI ON

CCDI NG DOCUMENT

page 2

of

2

DOCUMENT ID: DIVISION UT

I D NUMBER: JCKO1XXXXZ

LI NE | NFORVATI ON

LI NE NUVBER 005 AMOUNT: _600. 00 11D PIE
BUDGET ORG UT933 PROGRAM _1150BD JOB: BOC: 261A
REF RQ LI:
BFYS: 2001
LI NE NUVBER 006 AMOUNT: _400. 00 11D PIF
BUDGET ORG UT910 PROGRAM _931011 JOB: _0164  BOC: 252Z
REF RQ LI:
BFYS: 2001
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET CORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: |/ D PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:

Attachnment 3-2




UNI TED STATES DEPARTMENT OF THE | NTERI CR
BUREAU OF LAND MANAGEMENT

EXAMPLE OF A BLANKET PURCHASE AGREEMENT (BPA) YEAR- END OBLI GATI ON

CCDI NG DOCUMENT

page _1 of _2

DOCUMENT | D: DIVISION. CA | D NUVBER _BFB010001
(BPA)
HEADER | NFORNMATI ON
TRANS TYPE: GO DOC TOTAL: _2000. 00 ACTION: MO DATE: / /
VENDOR CODE: 29515 1
NAME: DANETTE VEEI CH DVM
ADDRESS: 1425 S Hol ly Canyon
Cl TY: RLDGECREST STATE: CA Zl P: 93555
LI NE | NFORVATI ON
LI NE NUMBER: 001 AMOUNT: _200. 00 1/ D PIF __
BUDGET ORG CA650 PROGRAM _1060PE JOB: BQC: 261A
REF RQLI:
BFYS: 2001
LI NE NUMBER: 002 AMOUNT: _200. 00 1/ D PIF __
BUDGET ORG CA650 PROGRAM _1920HD JOB: 4471 BQC: 252R
REF RQLI:
BFYS: 2001
LI NE NUMBER: 003 AMOUNT: _150. 00 I/ D PIF __
BUDGET ORG W61 PROGRAM _1060JE JOB: BQC: 252R
REF RQLI:
BFYS: 2001
LI NE NUMBER: 004 AMOUNT: _50. 00 I/ D PIF __
BUDGET CORG CA990 PROGRAM _1820BC JCB: BOC: 261A
REF RQLI:
BFYS: 2001

PREPARED BY: _BRI AN SM TH

APPROVED BY: _APPROVI NG CFFI CI AL

LI NE | NFORVATI ON

TELEPHONE NO: (909) 697- 5311DATE: 9- 18- 2001

I NPUT BY:

DATE: 9- 18- 2001

DATE:

Attachnment 3-3




UNI TED STATES DEPARTMENT OF THE | NTERI CR

BUREAU OF LAND MANAGEMENT

EXAMPLE OF A BPA YEAR- END OBLI GATI ON

CCDI NG DOCUMENT

page 2

N

of _2

DOCUMENT ID: DI'VI SION: CA

I D NUVBER BEB010001

REF

REF

REF

REF

REF

REF

REF

LI NE NUVBER 005 AMOUNT: _100. 00 I/ D PIF __
BUDGET ORG CO036 PROGRAM _1220FD JOB: BCC: 257D
RQ LI :
BFYS: 2001
LI NE NUMBER 006 AMOUNT: _1000. 00 I/ D PIF __
BUDGET CRG G954 PROGRAM _0777BE JCB: BCOC: 312B
RQ LI :
BFYS: 2001
LI NE NUVMBER: 007 AMOUNT: _300. 00 I/ D PIF __
BUDGET ORG CO036 PROGRAM _1620FX JCB: BCOC: 25272
RQ LI :
BFYS: 2001
LI NE NUMBER: AMOUNT: I/ D PIF __
BUDCET ORG PROGRAM JCB: BCC:
RQ LI :
BFYS:
LI NE NUMBER: AMOUNT: I/ D PIF __
BUDCET ORG PROGRAM JCB: BCOC:
RQ LI :
BFYS:
LI NE NUMBER: AMOUNT: I/ D PIF __
BUDCET ORG PROGRAM JCB: BCC:
RQ LI :
BFYS:
LI NE NUVBER: AMOUNT: I/ D PIF __
BUDCET ORG PROGRAM JCB: BCOC:
RQ LI :
BFYS:
LI NE NUMBER: AMOUNT: /D PIF __
BUDGET ORG PROGRAM JOB: BOC.
RQ LI :
BFYS:

LI NE | NFORVATI ON

Attachnment 3-4




UNI TED STATES DEPARTMENT OF THE | NTERI CR

BUREAU OF LAND MANAGEMENT

CCDI NG DOCUMENT

EXAMPLE OF AN OPAC YEAR- END OBLI GATI ON

page_1 of _1

DOCUMENT ID: DIV SION: GO

OPAC

I D NUMBER: HAGD1XXXX

HEADER | NFCRVATI ON

TRANS TYPE: QO DCOC TOTAL: _500. 00 ACTION __ MO DATE
(Pl ease state Federal Agency Nane and type of charge)
VENDOR CCDE: 75030030 1
NAME: HEALTH AND HUVAN SERVI CES
ADDRESS:
aTy: STATE: ZI P:

LI NE NUMBER: 001
BUDCET ORG CR990

AMOUNT: _500. 00

LI NE | NFORVATI ON

PROGRAM _0777GE

I/ D PIF __
JOB: BOC. 256M
/D PIF. __
JCB: BCC.

/D PIF.
JCB: BCC.

I/ D PIF. __
JCB: BCC.

REF RQ LI :
BFYS: 2001
LI NE NUVBER AVOUNT:
BUDGET ORG PROGRAM
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT:
BUDGET ORG PROGRAM
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT:
BUDGET ORG PROGRAM
REF RQ LI:
BFYS:

PREPARED BY: _BUSTER BROM

APPROVED BY: _APPROVI NG CFFI G AL

LI NE | NFOCRVATI ON

I NPUT BY:

TELEPHONE NO (303) 969- 5555 DATE: 9-17-2001
DATE: 9- 18- 2001

DATE:

Attachnment 3-5




UNI TED STATES DEPARTMENT OF THE | NTERI CR
BUREAU OF LAND MANAGEMENT

YEAR- END OBLI GATI ON

CCDI NG DOCUMENT

page___of ___

DOCUMENT ID: DIVISION. ___ | D NUMBER

HEADER | NFCRVATI ON

TRANS TYPE: DOC TOTAL: ACTI ON: MO DATE: / /
VENDOR CCDE:
NANE:
ADDRESS:
arTy: STATE: ZIP:
LI NE | NFORVATI ON
LI NE NUVBER AMOUNT: 1/D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: 1/D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: 1/D: PIE
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: |/ D PIE
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE | NFORVATI ON
PREPARED BY: TELEPHONE NO DATE:
APPROVED BY: DATE:
I NPUT BY: DATE:

Attachment 4-1



UNI TED STATES DEPARTMENT OF THE | NTERI CR

BUREAU OF LAND MANAGEMENT

YEAR- END OBLI GATI ON

CCDI NG DOCUMENT

page___of ___

DOCUMENT ID: DIVISION. ___ | D NUMBER

LI NE | NFORVATI ON

LI NE NUVBER AVOUNT: 11D PIE
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI :
BFYS:
LI NE NUVBER AMOUNT: 11D PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: I/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI :
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET CRG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMDUNT: |/ D PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:

Attachnment 4-2




UNI TED STATES DEPARTMENT OF THE | NTERI CR
BUREAU OF LAND MANAGEMENT

EXAMPLE OF AN OAS YEAR- END RECEI VER

CODI NG DOCUMENT page_1 of _1

DOCUMENT ID: DIVISION:. _AK | D NUMBER

OQASAK010001

HEADER | NFCRVATI ON

TRANS TYPE: _GO DOC TOTAL: 450. 00 ACTI ON _E RF DATE: _09/23/01
VENDOR CCDE: _14010002 1
NAMVE: _OAS
ADDRESS:
arTy: STATE: ZIP:
LI NE | NFORVATI ON
LI NE NUMBER _001 AVOUNT: 450. 00 /D _l PIF: _F
BUDGET ORG _AK310 PROGRAM _2821HU JOB: 9999  BOC: _252L
REF RQ LI :
BFYS: _2001
LI NE NUVBER AVOUNT: 11D PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI :
BFYS:
LI NE NUVBER AVOUNT: 1/D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: 1/D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE | NFORVATI ON
PREPARED BY: Jane Snith TELEPHONE NO _303- 236- 6346 DATE: _09/ 23/ 01
APPROVED BY: Quy Brown DATE: _09/ 23/ 01
| NPUT BY: RDE DATE: _09/ 23/ 01

Attachnment 5-1



UNI TED STATES DEPARTMENT OF THE | NTERI CR

CCDI NG DOCUMENT

YEAR- END RECEI VER

BUREAU OF LAND MANAGEMENT

page__of __

DOCUMENT I D DI VISION:

I D NUMBER:

HEADER | NFORVATI ON

TRANS TYPE: DOC TOTAL: ACTION __ RF DATE _/_/__
VENDOR CCDE:
NANE:
ADDRESS:
arTy: STATE: ZIP:
LI NE | NFORVATI ON
LI NE NUMBER _001 AVOUNT: 11D PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI :
BFYS:
LI NE NUVBER AMOUNT: 1/D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: 1/ D: PIE
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: 1/ D: PIE
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE | NFORVATI ON
PREPARED BY: TELEPHONE NO DATE:
APPROVED BY: DATE:
| NPUT BY: DATE:

Attachrment 6-1



UNI TED STATES DEPARTMENT OF THE | NTERI CR

BUREAU OF LAND MANAGEMENT

YEAR- END RECEI VER

CCDI NG DOCUMENT page___of ___

DOCUMENT ID: DIVISION. ___ | D NUMBER

LI NE | NFORVATI ON

LI NE NUVBER AMOUNT: 1/D: PIE
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: 11D PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: |/ D PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET CRG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:
LI NE NUVBER AMOUNT: |/ D: PIF
BUDGET ORG PROGRAM JOB: BOC:
REF RQ LI:
BFYS:

Attachnment 6-2




