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.01 Purpose. This Manual Section prescribes procedures for documenting,
controlling, and safeguarding all collections received by the Bureau.

.02 Objectives. The objectives are to ensure that ccllections are processed
efficiently and uniformly and that adequate internal controls are maintained
in all phases of the collection program.

.03 Authority.
— A. General Accounting Office Manual for Guidance of Federal Agencies.
B. Treasury Fiscal Requirements Manual (TFRM).

C. Department of the Interior Manual, Part 331, Cash Accountability,
and Part 334, Collection of Debts.

D. Other selected sources as cited herein. ¢

.04 Responsibility. The Director and Associate Director are responsible for
the overall collection program. This responsibility is exercised through the
==p Assistant Director, Management Services, and the Deputy Assistant Director.

.05 References.

A, Manual Section 1371,

BLM MANUAL Rel.s}géig?
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.1 Collection Officers,

.11 TDesignation. Employees who regularly receive or process
collections, or who open and process mail which includes collections, must
be designated in writing as Collection Officers. When the designated
employee no longer is responsible for collections, obtain a written
revocation of the designation.

NOTE: It is not necessary to designate employees as Collection
Officers who occasionally receive collections when it is not a part <w=
of their regular duties.

A. Designation or Revocation Requests. Send requests for collection
of ficer designations or revocations to the Service Center Director (D-510)
for approval,

B. Designation Notice. A notice of the official designation as
Collection Officer, signed by the approving official, must be returned to
the requesting office. The designated employee must sign the notice to
certify they have been advised of their duties and responsibilities. File
a copy of the signed and countersigned notice in the employee's official
personnel folder (OPF).

C. Revocation Notice. A notice of revocation is returned to the
requesting office. A copy of the notice wust be countersigned by the
employee (if possible) and a copy is filed in the employee's OPF.

D. Control Record. An official control record must be maintained by
the Director (820) for the Headquarters Office and Eastern States Office,
the Service Center Director (D-510) for Field Offices, and Field Office
Managers for their respective offices. The files must contain copies of
each designation, change, or revocation. (See Manual 1384, Illustration 1.)

.12 Collection Officer Responsibilities.

A. Recordkeeping. Place all collections under immediate accounting
control by documenting the official accounting records the receipt,
transfer, deposit, or return of each collection. Support each remittance
received by a written record such as various types of receipts, transfer or
return documents, bid registers and return lists, undeposited remittance
registers, or batch control forms.

B. Safeguarding. Keep undeposited collections in a fireproof safe
or file with adequate locking devices and with access limited to those
designated employees with direct responsibilities for collectioms. Under
no circumstances, hold collections in desk drawers or other inadequate
containers where they are readily susceptible to theft. Use locked boxes
to secure change-making funds. Only one cashier may use the same fund and
locked box. If there is more than one cashier, secure a locked box and
separate fund for each. Designate each as a primary change-making cashier.

Rel. 1-1483
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C. Personal Liability. Exercise the utmost diligence in faithfully
recording, safeguarding, and depositing collections. FEmployees having collec~
tions in their custody are personally liable for loss or misuse and may be re~
quired to repay any deficiency unless granted relief in accordance with
Manual 1385.75.

D. Penalties. The penalties imposed by law for improperly hanhdling ox
using public moneys are severe, For example, one of the general provisions
contained in 18 U.S.C. 648 states: “Whoever, being an officer or other
person charged by any Act of Congress with the safekeeping of the public
moneys, loans, uses, or comnverts to his own use, or deposits in any bank or
exchanges for other funds, except as specifically allowed by law, any portion
of the public moneys entrusted to him for safekeeping, is guilty of embezzle-
ment of the money so loaned, used, converted, deposited, or exchanged, and
shall be fined in a sum equal to the amount of moneys so embezzled or im-
prisoned not more than 10 years, or both.,.." Other provisions of law re-
lating to the improper handling of public moneys are contained in 18 T.S.C.
643, 648, 649, 753, 654, 3487, and 3497.

E. Disciplinary Action. In addition to the statutory penalties appli-
cable to misuse of public moneys, the Department will not condone any
improper handling of these funds. Cashing personal checks with public moneys,
temporarily using public funds or personal use without intent to embezzle,
flagrantly displaying public moneys, or other actions that are of a question-
able nature must be considered improper use of the funds and the employee
involved must be subject to disciplinary action, including possible dismissal.

.13 Supervisory Responsibility.

'A. Advice to Collection 0fficenis)., Assure Collection Officers are
fully advised of their responsibilities, duties, and possible penalties.

B. Safe Combination and Keys.

1. Control and Access. Strictly control and limit access to the
key or combination to the safe in which collections are held prior to deposit,
to th&Ee with direct responsibility for collections.

2. Safe Combination. Change combinations on safes whenever there
is a revocation of collection officer designation and once a year at a mini-
i,

3. Keys. Strictly control and account for keys to key-locking
safes and cash boxes at all time.

4, Safekeeping. Place a copy of the combination or an extra set of
keys to the safe and cash boxes in a sealed envelope and furnish to the office
head (or designee) for safekeeping.

5. Room Security. Assure that the account room is secure and that
access is limited to employees having business with accounts staff.

BLM MANUAL Rel. 1-1483
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C. Separation of Duties. Divide the functions of receipting/validating,
djepositing, and reviewing collections between three employees whenever possible.
If this is not possible because of staffing, divide the functions between two
employees. The receipting and validating function may be done by one, and the
depositing and review by the other. When the functions aredivided between two
employees, the review function must periodically be performed by a third person.
One employee must never perform all functions. :

1. Review. The reviewer must prepare the following:

a. An adding machine tape of checks and currency and balance it to
the machine totals;

b. The Colléction Data Sheet;

c. An adding machine tape of the backup documents and balance it
to the machine totals; and ’

d. Prepare or verify the preparation of Form 1370-11, Cash Trans-
actions Record.

D. 1Internal Review. A quarterly internal review of all collection activ-
ities by other than responsible collection officials is required by 331 DM 2.4,

1. Coverage. Examine the following:

a. Collection Receipts - ensure all receipts are properly recorded
and support Collection Data Sheets and deposit records;

b. Safeguarding - ensure undeposited funds are adequately secured.

¢. Policies and Procedures — examine the procedures used in the
collections process to determine if they comply with this Manual Sectiom.

d. Corrective Actions - ensure appropriate administrative actions
are taken to correct deficiencies.

2. Reports. Make a written report of the internal review with rec-
ommendations on any corrective actions required to the State Director or office
head administratively in charge of the collection activity. Provide a copy of
the report to the Collection Officer for subsequent review by auditors from the

Office of Inspector General during their regularly scheduled audits., Also
submit a copy to the Director (820).

E. Irregularities, Losses, and Thefts. Immediately report any irregular-
ity, loss, or theft involving collections in the same manner as those involving
imprest funds. The head of the office in which the loss cccurs must investigate
the loss and report immediately to the Service Center Director (D-3510) and the
Director (820 and 860) giving the extent of the internal review and any recom-
mendations for a more comprehensive review or corrective actions required.
Treasury Department does ‘not need a copy of the report.

BLM MANUAL Rel. 1-1483
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.2 Classification. The general rule with respect to collections from sources
outside the Government is that all moneys received for the use of the United
States are deposited to the Treasury General Fund Receipts. Such mongy can-

not be withdrawn except through Congressional appropriations. (See Table 1.) e

.21 Repayments to Appropriation and Fund Accounts. Repayments to approp-
riation and fund accounts fall within two general classifications, i.e., re-
imbursements and refunds. Repayments must be authorized by law or appropri-
ation regulations.

A. Reimbursements are repayments for commodities, work, or services,
furnished, or to be furnished (usually under contracts or agreements) which
by law may be credited to the appropriation or fund accounts that financed,
or will finance, such items. Relate reimbursements to previously recorded
expenditures; they are not corrections or adjustments of such ‘expenditures.

B. Refunds are repayments for excess payments; credit refunds to the
appropriation or fund account from which the excess payments were made., Un-
like reimbursements, refunds must be directly related to previously recorded
expenditures and represent reductions of such expenditures.

.22  General Fund Receipts. General fund receipt accounts are credited
with all receipts which are not earmarked by law for a specific purpose.
Ireasury categorizes "miscellaneous receipts” by major classes, based on the
principal sources of the receipts, and publishes an annual listing of classes
entitled Federal Account Symbols and Titles. A copy of these listings is pro-
vided to each State Office and the Service Center. '

.23 Special and Trust Fund Receipts. Account for all receipts for credit
to special and trust funds under receipt symbols assigned by the Treasury
Department. Classify receipts as available or nonavailable in accordance with
the definition of such receipts contained in the Treasury Financial Manual. P

A. Available Receipts are receipts of special or trust funds which
pursuant to law or agreement are immediately available for expenditure in

their entirety without further action by Congress,

B. Unavailable Receipts are receipts which at the time of collection
are not appropriated and not immediately available for expenditure because
further action by Congress is required, Congressional limitation is estab- |
lished, or amounts must be cleared to other receipt accounts before appro-
priation warrant action is taken.

.24  Other Classes of Collections.

A. Collections by Voucher Deduction. Various types of collections are
wmade by voucher deductions under procedures prescribed by the Treasury Depart-
ment. These include Federal Insurance Contribiutions Act Taxes; Federal,
‘State, and city income taxes; travel advances; claim settlements; and con-
tractor refunds of advances or overpayments.

BLM MANUAL Rel. 1-1483
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B. Collections for Other Agencies. Deposit collections for another
agency to the accounts of the agency to which the collections belong, unless .
otherwise authorized by law. The agehcy making the collections is responsible
for providing adequate safegquards until the collactions are either delivered to
the agency to which they belong, or deposited into the Treasury. Collections
deposited into the Treasury may be credited directly to the accounts of the
agency for which the collections were received or subsequently transferred by

check or &F-1081, Voucher and Schedule of Withdrawals and Credits.

C. Collections for Unofficial Use of Government Facilities in Emergencies.
Do not allow the unofficial use of Government facilities except in emergencies.
An emergency exists when immediate but unofficial action is required by a Govern-
ment officer or employee, or a private citizen, and privately owned facilities
are not available.

1. Definition of Facility. The term facility applies to various
services such as telephone, teletype, office or storage space, equipment and
furniture, leased property, or services used by Government, and transportation
obtained with Government Transportation Requests or bills of lading.

2. Reporting Use, Report any emergency use of facilities and assure
that the Government is reimbursed for the cost of such use and any excise or
other Federal taxes imposed. If the Bureau is billed for unofficial use that
has not been reported, it must immediately demand prompt payment for such use
from the person concerned.

3. Disposition of Receipts. Use funds collected for the emergency use
of Government facilities, with the exception of Federal taxes, to pay that por-
tion of the contractor's bill resulting from the emergency use. Remit taxes to
the Treasury Department,

D. Proceeds from Sales of Personal Property. Proceeds from the sale of
personal property are available during the fiscal year in which the property is
sold and for one year thereafter for obligation for the purchase of replacement

property.

1. Proceeds Received After Obligation of Replacement Property. If the
sales proceeds are received after an obligation for replacement property has been

ineurred, credit the proceeds as a direct reimbursement to the appropriation
charged.

2 Proceeds Received Before Obligation of Replacement Property. If
the sales proceeds are received before an obligation for replacement property is
incurred, credit the proceeds to the suspense or budget clearing account. That
account is charged and the appropriation account is credited when the obligation

is subsequently incurred. Support the voucher with evidence that the credit 1is
applicable to the obligation incurred for the replacement property.

BLM MANUAL Sl
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.2 Classification. . The general rule with respect to collections from sources
outside the Government is that all moneys received for the use of the United
States are deposited to the Treasury General Fund Receipts. Such money can-

not be withdrawn except through Congressional appropriations. (See Table 1,) <=

.21 Repayments to Appropriation and Fund Accounts. Repayments to approp-
riation and fund accounts fall within two general classifications, i.e., re-
imbursements and refunds. Repayments must be authorized by law or appropri-
ation regulations.

A. Reimbursements are repayments for commodities, work, or services,
furnished, or to be furnished (usually under contracts or agreements) which
by law may be credited to the appropriation or fund accounts that financed,
or will finance, such items. Relate reimbursements to previously recorded
expenditures; they are not corrections or adjustments of such expenditures.

B. Refunds are repayments for excess payments; credit refunds to the
appropriation or fund account from which the excess payments were made. Un-
like reimbursements, refunds must be directly related to previously recorded
expenditures and represent reductlions of such expenditures.

.22 General Fund Receipts.  General fund receipt accounts are credited
with all receipts which are not earmarked by law for a specific purpose.
Treasury categorizes "miscellaneous receipts" by major classes, based on the
principal sources of the receipts, and publishes an annual listing of classes
entitled Federal Account Symbols and Titles. A copy of these listings is pro-
vided to each State Office and the Service Center. '

.23 Special and Trust Fund Receipts. Account for all receipts for credit
to special and trust funds under receipt symbols assigned by the Treasury
Department. Classify receipts as availlable or nonavailable in accordance with
the definition of such receipts contained in the Treasury Financial Manual. .

A. Available Receipts are receipts of special or trust funds which
pursuant to law or agreement are immediately available for expenditure-in

their entirety without further action by Congress,

B. Unavailable Receipts are recelpts which at the time of colleetion
are not appropriated and not immediately available for expenditure because
further action. by Congress is required, Congressional limitation is estab—
lished, or amounts must be cleared to other receipt accounts before appro-
priation warrant action is taken,

.24  Other Classes of Collections.

A. Collections by Voucher Deduction. Various types of collections are
made by voucher deductions under procedures prescribed by the Treasury Depart-
ment. These include Federal Tnsurance Contributions Act Taxes; Federal,
‘State, and city income taxes; travel advances; claim settlements; and con-
tractor refunds of advances or overpayments.
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B. Collections for Other Agencies. Deposit collections for another
agency to the accounts of the agency to which the collections belong, unless .
otherwise authorized by law. The agency making the collections is responsible
for providing adequate safeguards until the collections are either delivered to
the agency to which they belong, or deposited into the Treasury. Collections
deposited into the Treasury may be credited directly to the accounts of the
agency for which the collections were received or subsequently transferred by

check or 3F-1081, Voucher and Schedule of Withdrawals and Credits.

C. Collections for Unofficial Use of Government Facilities in Emergencies.
Do not allow the unofficial use of Government facilities except in emergencies.
An emergency exists when immediate but unofficial action is required by a Govern-
ment officer or employee, or a private citizen, and privately owned facilities
are not available, '

1. Definition of Facility. The term facility applies to various
services such as telephone, teletype, office or storage space, equipment and
furniture, leased property, or services used by Government, and transportation
obtained with Government Transportation Requests or bills of lading.

2. Reporting Use, Report any emergency use of facilities and assure
that the Covermnment is reimbursed for the cost of such use and any excise or
other Federal taxes imposed. If the Bureau is billed for unofficial use that
has not been reported, it must immediately demand prompt payment for such use
from the person concerned.

3. Disposition of Receipts. Use funds collected for the emergency use
of Government facilities, with the exception of Federal taxes, to pay that por-
tion of the contractor's bill resulting from the emergency use. Remit taxes to
the Treasury Department.

D. ©Proceeds from Sales of Personal Property, Proceeds from the sale of
personal property are available during the fiscal year in which the property is
sold and for one year thereafter for obligation for the purchase of replacement
property.

1. Proceeds Received After Obligation of Replacement Property. If the
sales proceeds are received after an obligation for replacement property has been
incurred, credit the proceeds as a direct reimbursement to the appropriation
charged.

2. Proceeds Received Before Obligation of Replacement Property. If
the sales proceeds are received before an obligation for replacement property is
incurred, credit the proceeds to the suspense or budget clearing account. That
account ig charged and the appropriation account is credited when the obligation

is subsequently incurred. Support the voucher with evidence that the credit is
applicable to the obligation incurred for the replacement property.

Rel. 1-1483
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a. Review proceeds from sale of personal property deposited to
suspense or budget clearing accounts at least quarterly. If the sales pro-
ceeds are not available for obligation, or are not to be applied to replace-
ment purchases, transfer them to miscellaneous receipts.

3. Proceeds Received for Working Capital Fund Ttems. If the
sales proceeds received are for items that fall within the scope of the
Working Capital Fund, credit those proceeds as income to the Working Capital
Fund.

E. Collections for Juror and Witness Fees. Deposit juror and witness
fees collected by the Bureau to the credit of the appropriation or fund in
the Treasury from which the emplovees were paid.

F. Unidentified Collections. Deposit collections which cannot be
identified for credit to the proper accounts in the Bureau's suspense
account. ' '

.25 Types of Collections. Collections include amount received for
services or value received, such as filing fees, rentals, or the sale of
products. Receipts are issued for all collections. (See Appendix 6.)

The Bureau also processes collections not related to revenue producing
activities, such as payroll deductions for retirement, life insurance, etc.
Specific types of collections are explained in the following subsections:

A. State-Selected Lands (P.L.. 86-786). Only first years' rentals
and bonus bids are collected on State-Selected lands for mineral leasing.
These receipts are deposited to the suspense account and transferred to
Minerals Management Service on a SF-1081 for distribution.

B. Unearned Collections. Receipts covering advance rentals, declining
deposit accounts, and other payments which are not deposited directly to a
receipt account, are deposited to Account 14X6800, Unearned Monies, Bureau
of Land Managment, pending transfer to an earned status or refund to the
applicant. Support collections by Form 1370-41, Receipt and Accounting
Advice (see Illustration 2), or other approved receipt form, and report to
the SCD (D-510) on a Collection Data Sheet (in total by Deposit Ticket).

1. Unearned Account. The "Unearned" file copy of Form 1370-41
(or other approved form) is filéd numerically, by receipt number in.
loose-leaf binders. Collectively, these binder constitute the "Unearned*
Account™, '

Rel. 1-1483
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2. Volume Control. Prepare Form 1370-12, Unearned Collections
Volume Control (Illustration 16) and file with each binder or volume of
unearned collections. When items are deposited/transferred into the Unearned
Account, or transferred/refunded out of the Unearned Account, record the
document reference and/or receipt numbers on the appropriate volume control
form. This form serves as an audit trail for all items added to or removed
from the Unearned Account. (See Manual 1374 for refund or transfer proce~
dures.)

3. Reconciliation. Service Center personnel furnish each office
a machine analysis of the Unearned and Suspense Accounts monthly. The
analysis shows the balance in the account at the beginning of the accounting
period, transactions affecting the amount, and the balance at the end of the
accounting period. Field officials are responsible for reconciling the
balances and transactions shown on the Analysis of Unearmed and Suspense
Accounts with the transactions and total of balances recorded on Form 1370-12
monthly. The Analysis of Unearned and Suspense Accounts is noted to show
the date of reconciliation, differences or reconciling items, and the initials

wp of the employee who made the reconciliation. Individual items in the Unearned s

Account must be balanced with Form 1370-12, Unearned Collections Volume
Control, quarterly, by preparing an identified adding machine tape.
Identified tapes are dated, initialed, and retained for audit purposes.

4. Reports. Submit an aging analysis of items in the Unearned
Account annually (see .5). The employee responsible for the analysis must
review old items and refer those cases needing followup to the appropriate
supervisor.

C. Suspense Collections. Deposit amounts which cannot be definitely
identified for credit to proper accounts at the time received to suspense
account 14X6875 or budget clearing account 14F3875, Transfer such collections
to the appropriate accounts or refund them when identified. Generally, items
which are revenue to the U.S. Government and can be transferred within a
short period of time are deposited to the budget clearing (F) account; items
which are not revenue to the U.S. Government or must be held for a longer
period are deposited to no-~year (X) suspense account. Support collections
by Form 1370-41, Receipt and Accounting Advice, or other approved forms, and
report to the SC (D-510) on a Collection Data Sheet (in total by Deposit
Ticket). :

1. Control. When the volume of suspense collections is large,
use control Form 1370-12 in the same manner as for the Unearned Account.

2. Reconciliation. Reconcile balances in the Suspense Account
with the analysis of Unearned and Suspense Accounts furnished by the SC
monthly, and with identified adding machine tapes of the detail im the
account quarterly, in the same manner as prescr1bed for the Unearned
Account, (See .25B.)
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a. Review proceeds from sale of personal property deposited to
suspense or budget clearing accounts at least quarterly. If the sales pro-
ceeds are not available for obligation, or are not to be applied to replace-
ment purchases, transfer them to miscellaneous receipts. B

3. Proceeds Received for Working Capital Fund Items. If the
sales proceeds received are for items that fall within the scope of the
Working Capital Fund, credit those proceeds as income to the Working Capital
Fund.

E. Collections for Juror and Witness Fees. Deposit juror and witness
fees collected by the Bureau to the credit of the appropriation or fund in
the Treasury from which the employees were paid.

F. Unidentified Collections. Deposit collections which cannot be
identified for credit to the proper accounts in the Bureau's suspense
account.

«25 Types of Collections. Collections include amount received for
services or value received, such as filing fees, rentals, or the sale of
products. Recelpts are issued for all collections. (See Appendix 6.)

The Bureau also processes collections not related to revenue producing
activities, such as payroll deductions for retirement, life insurance, etc.
Specific types of collections are explained in the following subsections:

A. State-Selected Lands (P.L. 86~786). Only first years' rentals
and bonus bids are collected on State-Selected lands for mineral leasing.
These receipts are deposited to the suspense account and transferred to
Minerals Management Service om a SF-1081 for distribution.

B. Unearned Collections. Receipts covering advance rentals, declining
deposit accounts, and other payments which are not deposited directly to a
receipt account, are deposited to Account 14X6800, Unearned Monies, Bureau
of Land Managment, pending transfer to an earned status or refund to Lhe
applicant. Support collections by Form 1370-41, Receipt and Accounting
Advice (see Tllustration 2), or other approved receipt form, and report to
the SCD (D-510) on a Collection Data Sheet (in total by Deposit Ticket).

1.  Unearmed Account. The "Unearned" file copy of Form 1370-41
(or other approved form) is filed numerically, by receipt number in:
loose-leaf binders. Collectively, these binder comstitute the "Unearned '
Account".
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2. Volume Control. Prepare Form 1370-12, Unearned Collections
Volume Control (Illustration 16) and file with each binder or volume of
unearned collections. When items are deposited/transferred into the Unearned
Account, or transferred/refunded out of the Unearned Account, record the
document reference and/or receipt numbers on the appropriate volume control
form. This form serves as an audit trail for all items added to or removed
from the Unearned Account. {See Manual 1374 for refund or transfer proce-
dures.)

3. Reconciliation. Service Center personnel furnish each office
a machine analysis of the Unearned and Suspense Accounts monthly. The
analysis shows the balance in the account at the beginning of the accounting
period, transactions affecting the amount, and the balance at the end of the
accounting period. Field officials are responsible for reconciling the
balances and transactions shown on the Analysis of Unearned and Suspense
Accounts with the transactions and total of balances recorded on Form 1370-12
monthly. The Analysis of Unearned and Suspense Accounts is noted to show
the date of reconciliation, differences or reconciling items, and the initials
of the employee who made the reconciliation. Individual items in the Unearned e
Account must be balanced with Form 1370-12, Unearmed Collections Volume
Control, quarterly, by preparing an identified adding machine tape.
Identified tapes are dated, initialed, and retained for audit purposes.

4. Reports. Submit an aging analysis of items in the Unearned
Account annually (see .5). The employee responsible for the analysis must
review old items and refer those cases needing followup to the appropriate
supervisor.

C. Suspense Collections. Deposit amounts which cannot be definitely
identified for credit to proper accounts at the time received to suspense
account 14X6875 or budget clearing account 14F3875. Transfer such collections
to the appropriate accounts or refund them when identified. Generally, items
which are revenue to the U.S. Govermment and can be transferred within a
short period of time are deposited to the budget clearing (F) account; items
which are not revenue to the U.S. Government or must be held for a longer
period are deposited to no-year (X) suspense account. Support cellections
by Form 1370-41, Receipt and Accounting Advice, or other approved forms, and
report to the SC (D-510) on a Collection Data Sheet (in total by Deposit
Ticket).

1. Control. When the volume of suspense collections is large,
use control Form 1370-12 in the same manner as for the Unearned Account.

7. TReconciliation. Reconcile balances in the Suspense Account
with the analysis of Unearned and Suspense Accounts furnished by the SC
monthly, and with identified adding machine tapes of the detail ia the
account quarterly, in the same manner as prescribed for the Unearned
Account., (See .25B.)
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3. Reports. Prepare an age analysis of items in the Suspense
Account and process in the same manner as prescribed for the Unearned
Account. {(See .5.)

D. Performance and Compliance Bonds. Deposit cash performance and
compliance bonds to Account 14X6875, Suspense, pending disposition of the
permit or contract for which the bond was furnished. Final disposition
depends on the type of contract or permit, whether the bond is forfeited or
contributed, the contract provisions or regulations which -established thhe
required payment, etc. Forward negotiable bonds with interest accruing to
the SC for deposit with the Federal Reserve. Secure other bonds in the Field
Office. Consider each deposit or forfeiture separately as indicated by the
following examples of differing.

I. Construction Contract. Manual 1512 provides that performance
bonds on construction contracts be available to offset excess costs incurred
in securing another contract. Actual availability may depend on the type
and extent of work needed, whether the work will be accomplished by contract
or force account, and whether the work will be started in the current fiscal
year, Deposit forfeited amounts which are not used for the purpose specified,
or which exceed actual ekpenditures, to miscellaneous receipts.

2. Surface Protection.

a. Forfeited bonds or deposits on placer mining operations are
available for restoring the surface of the claim involved, and any monies in
excess of the amount needed for the restoration of the particular claim are
refunded.

b. Permits or contracts for the disposal of materials in
common-use areas or community pits require the payment of a reasonable
contribution, as determined by the authorized officer, to defray the cost
of reclamation of the lands. The total amount of the contribution is
available for BLM use. (See .25N for detailed accounting procedures.)

c. A performance bond or deposit to cover the cost of reclamation
must be furnished to obtain a permit, lease or contract (other than community
pits) for exploring, testing, or prospecting for minerals (other than oil and
gas) under the mineral leasing acts or the Materials Act. Individual deter-
minations are necessary as in the case of construction contracts to determine
how these forfeitures are handled. (See 43 CFR Part 23.)

3. Timber Sales. Monies received because of the forfeiture of a
bond or deposit by a timber purchaser or permittee who does not fulfill the
contract, or comply with the regulations, are available for work which is
necessary because of the forfeiture. (See .25L for detailed accounting
procedures and also see 43 U.S.C. 1382.)
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E. Protective 01l and Gas Leases. 40 OP. Attorney General 4]
authorizes the Bureau to lease for oil and gas any Federal lands under the
jurisdiction of the Department when the lands in question are subject to
drainage or where drainage is threatened. Such lands are leased only with
the consent of the administering agency and upon recommendation of the U.S.
Geological Survey. Leases are by competitive sales and sealed bids only.
Deposit rents and bonuses from leases issued under this authority to account
141811, Rents and Bonuses from Land Leases for Resource Exploration and
Extraction.

F. Processing Simultaneous 0il and Gas (S0G) Filings. Use the
special procedures prescribed in Appendix 3 for controlling Simultaneous
0il and Cas lease applications and remittances. This is necessary because
of the heavy volume of filings received within a short period of time, and
the need to process the filings without a loss of control. All SOG drawings
are decentralized in the Wyoming State Office. (See Illustration 24.)

G. Contributions - General. P.L. 94-579 (see 43 U.S.C. 1737) -
authorizes accepting contributions or donations of money, services, and
real, personal, or mixed property for the improvement, management, use, and
protection of the public lands and their resources, including the acquisition
of rights-of-way for such purposes. It also authorizes accepting contribu-
tions for cadastral surveying performed on federally controlled or inter-
mingled lands. Deposit monies received to 14X%X8069.1, Contributions for .
Administration, Protection, and Improvement of Grazing Lands, BLM, except
deposit contributions for cadastral surveys to 14X8069.2, Deposits, Public
Survey Work. Contributions are appropriated and made available until expended
for payment of expenses incident to the administration of the function toward
which the cofntributions were made and for refunds to contributors in specific
instances, if the contributions exceed their share of the cost.

4. Contributions - Range Improvements - General. 43 U.S5.C. 315h
authorizes aceepting contributions toward the administration, protection,
and improvement of lands within or without the exterior boundaries of a
grazing district. Deposit all monies received to 14XB069.1; they are
appropriated and made available until expended for payment of expenses in-
cident to-the administration, protection, and improvement of the lands and
their resources and for refunds to contributors in specific cases, if the
amounts contributed exceed their share of the costs. '

I. Contributions — Range Improvements — Advisory Board Funds.
Funds contributed to the Bureau by Advisory Boards must be recorded immediate-
ly and deposited into Account 14X8069.1. Bureau employees may not accept
responsiblity for Advisory Board funds which are not contributed to the
Bureau and deposited into the Treasury. When cooperative agreements specify
that Advisory Board funds will remaln in the control of and be disbursed
by an Advisory Board Representative, the representative must not be a Bureau
employee, nor may a Bureau employee have access to such funds.
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J. Road Maintenance Fees. Users of BLM roads are required to main-
tain the roads in a satisfactory condition in accordance with requirements
included in BLM contracts. Maintenance is shared by the users in proportion
to thier use; however, if maintenance cannot be provided by the users, they
must deposit amounts with the Bureau sufficient for BLM to provide the
necessary maintenance. Payments to the Bureau for road maintenance are
deposited to account 14X5018, Service Charges, Deposits and Forfeitures,
BLM, and deposits are available until expended to cover the cost of such
maintenance.

K. Forest Development Fees. Purchasers of BLM timber sales may be
required to perform such forest development activities as site preparation
(e.g., slash disposal, scarification, etc.) and reforestation. If the
purchaser chooses not to complete these activities, they must deposit amounts
with the Bureau for forest development to account 14X5017.2, Service Charges,
Deposits and Forfeitures, BLM. Deposits are available until expended to
cover the cost of such forest development. (See FLPMA, Sec. 502 (c).)

L. Timber Sale Collections. Deposit receipts from Public Domain lands
to 145881, Sale of Public Lands and Materials, receipts from 0. and C. lands
to 145882, Oregon and California Land Grant Fund, and receipts from CBWR
lands to 145897, Coos Bay Wagon Road Fund.

1. Contracts Under $500. For timber sale contracts under $500, the
full amount must be paid prior to or at the time the authorized officer signs
the contract. Report the sale and advance payments to the SC (D-510) on a
Collection Data Sheet, Form 1370-35, at the time of collection. Ledger Cards,
Form 1370-26, are not required for sales under $500 when full payment is made
in advance. Execute the contract on Form 5450-5, Vegetative or Mineral
Material Negotiated Sales Contract.

2. Contract Over $§500. For sales of $500 or more, installment
payments are permissable. The first installment must be paid prior to or at
the time the contract is signed by the authorized officer. Subsequent
payments are due prior to cutting or removing the material sold. The unpaid
balance on a timber sale represents deferred revenue from unmatured timber
sale contracts. Unmatured timber sales must be reported to the SC (D-510) by
the method explained below. ‘

a, When a timber sale is approved, prepare Form 1370-26, Ledger
Card, and post the total amount of the sale in the contract balance column of

the Ledger Card. (See Illustratiom 3.)
(1) Prepare Form 1370-35, Collection Data Sheet, for the
total amount of the contract. Forward billing copy to SCD (D<510) and destroy
the collection copy. Code contract awards as Transaction Code (TC) 93.
=mp (See Manual 1684,) —

BLM M
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— (2) TFor the first installment, issue Form 1371-22, Bill
for Collection, and deposit payments directly to the appropriate receipt

. D o]
account; do not hold payment in the Suspense Account.
(a) Post the bill when issued as a debit, and the
collection when received as a credit, to the Accounts Receivable column on
the Ledger Card. Decrease the contract balance by the amount of the
collection.
{b) Prepare a Collection Data Sheet, complete the
billing and collection copies, and forward to SCD (D-510). CGode billing to
mmp TC 16 and collection to TC 30, (See Manual 1684.) pra—

(3) When installment payments become due based on a
=y cutting report, issue Form 1371-22 and 1370-35; submit billing copy of each 4=
to SC (D-510); and record billing on the Ledger Card.

(a) When payment is received, complete collection copy
of Form 1370-35 and forward to SCD (D-510). Enter collection on the Ledger
Card and decrease the contract balance by the amount paid,

(4) When installment payments are received prior to
==p billings, issue Form 1371-22, at the time of payment. Prepare and forward St
the billing and collection copies of Collection Data Sheet, Form 1370-35,
to SC (D-510), and post the bill and collection on the Ledger Card, Form
1370-26.

M. Timber Forfeitures and Trespass Deposits,

1. Receipts. Deposit collections from timber forfeitures and
trespass to account 14X5017.2, Service Charges, Deposits, and Forfeitures,
BLM. Collections include:

a. Monies received as the result of the forfeitures of a bond
or deposit by a timber purchaser or permittee who does not fulfill the
requirements of the contract or comply with the regulations.

b. Any monies received as a compromise or settlement of any
claim, whether in tort or contract, imvolving present or potential damage
to timberlands, i.e., timber trespass.

— 2. Availability of Funds. Public Law 94-579, 43 U.S8.C. 1735, & e

provides that funds received as a result of forfeiture or trespass are
available until expended, to cover the cost of any forest improvement,
protection, or rehabilitation work rendered necessary by the action which
led to the forfeiture, compromise, or settlement.
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a. Rehabilitation work on damaged forest lands may be
necessary before the trespasser has been identified or the full amount of
damage has been determined and/or collected. Funds deposited to account
14X5017.2 may be used to repair any forest land damaged by trespass or
failure to comply with the regulations, irrespective of the identification
of the particular trespasser or the amount deposited for a specific case,
except as follows:

(1) Expend funds collected by a State for improvements,
protection, or rehabilitation work on forest lands within the State in
which collected.

(2) Expend monies collected in connection with lands
administered under the 0. and C. Act for the benefit of such lands.

(3) Refund any portion of a forfeited bond deposit or
trespass collection which is found to be in excess of the cost of doing the
work authorized under this Act. This may be done upon application or at
the discretion of the State Director.

(4) Code collections and expenditures to 14X5017.2,
Service Charges, Deposits, and Forfeitures (available year code 41)
subactivity 5210, Expenses, Repair of Lands and Facilities (0&C) or 5320,
Expenses, Repair of Lands and Facilities (PL).

b. Collections received for subactivities 5310 and 5320 are
reflected in the monthly cost reports of the State Director (910). Costs
incurred will be reflected in the specific office reporting the expenditure
with no collection amount. State level reports will show a summary of
collections and expenditures and the statewide status of funds for these
subactivities.

K. Exploration and Surface Mining, Site Rehabilitation. Collections
represent contributions to defray the cost of the reclamation of lands in
connection with permits and contracts for the disposal of materials in
common—use areas or community pits. Control contributions in the same
manner as timber forfeiture and trespass deposits, i.e., funds are
available until expended for site rehabilitation within the State in which
ccllected; 0. and C. and CBWR collections must be expended on 0. and C, and
CBWR lands; and funds not needed for site rehabilitation may be refunded
upon application or at the discretion of the State Director. Code
collections and expenditures to 14X5017.2 (available year code 41), and
subactivity 5310, Expenses, Repair of Lands and Facilities (0. & C.) or
5320, Expenses, Repair of Lands and Facilities (PL).

O. Petition Applications. General procedures for processing
petition applications are contained in Manual Section 2450 and 2451. For
specific procedures pertaining to the sale of isolated tracts, special®”
land-use permits, applications for recreation and public purposes¥ etc.,

see the appropriate Manual Sections. Déﬁﬁsitﬂ&QVﬁﬁ@gfgéiggnis_and;iiiing
fees submitted with petition—applications to-the—Upearped-Aceount - T4XE800,
LM MANUAL | -
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— P. Daily Recreation Use Fees. The Bureau is authorized to collect -

daily recreation "use fees" for the "use of sites, facilities, equipment,
or services furnished at Federal expense." BLM is not authorized to charge
entrance or admission fees.

1. Use of Permit Fee Envelope. Form 1370-36, Permit Fee Envelope
(See Tllustration 5) is prescribed as a permit for use of the facility and
a receipt for payment. Furnish the stub section of the permit to the
payee, and submit the envelope section to the collection officer to support
the Deposit Ticket.

2. Collections. Post the rates charged, instructions for
computing amounts owed to the Government, and procedures concerning Golden
Age Passports at each collection site. Pick up collections from remote
sites daily, if possible, and turn in to the accountable officer promptly
to ensure proper control and deposit. If persoms making collections are
not returning to their home offices immediately, they should convert cash
collections to bank or postal money orders and mail with other collections
(checks) and Forms 1370-36 to the accountable office daily.

3, Deposit Account. Deposit funds collected 145005.4, Land and
Water Conservation Fund (LWCF), Special Recreation Use Fees.

Q. Fees for Recreation Use at Areas Other than Developed Sites. The
Bureau issues special recreation use permits for commercial and
noncommercial recreation uses such as group activities and organized
recreation events. Deposit filing fees to 140850, Registration and Filing
Fees; deposit use fees to 145005.4, LWCF, Special Recreation Use Fees,
except fees from O. and C. and CBWR lands which are deposited to 0. and C.
and CBWR Grant Funds, as required by the subject acts.

R. Concession Contracts. Deposit receipts from concession contracts
for recreation or associated uses to 145005.4, LWCF, Special Recreation Use
Fees.

g, Installment Accounts Receivable (Other than Timber Sales). When
a delinquent account is due and the debtor arranges to settle the account
by installment payments, process as follows:

1. Note the Case Folder Copy of the Bill and the copy retained in
the Accounts Receivable file to show that installment payments have been
approved. Also, note any terms or conditions on the copies of the bill,
such as the number of payments to be made, the amount of each payment, the
date payments will be made, etc.

— 2. Process Copies of Form 1371-22, Bill For Collection when the

first payment is received, as in Manuai 1371. Retain one copy in the
Accounts Receivable file, and place an extra or machine copy in the case -
file.
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3. Prepare Form 1370-10, Payment Statement (Illustration 6) when
each additional payment is received, showing the amount of the payment
received and the remaining balance due., Do not inerease Accounts
Receivable. Attach copy of Form 1370~10 to the case folder copy of the
bill in the Accounts Receivable file, and place an extra or machine copy of
Form 1370-10 in the case file.

T. Grazing Receipts. Grazing collections include fees for Section 3
(Taylor Grazing Act) permits for grazing use inside established grazing
districts, Section 15 (Taylor Grazing Act), leases for grazing outside of
grazing districts, crossing or trailing permits, and trespass. Grazing
collections which are controlled and processed under the Range Management
Automated System (RMAS) and procedures for processing other than RMAS
collections are explained in Manual 1371.32.

U. Bid Bond Deposits. Personal or other negotiable checks for bid
bonds received with a contractor's bid are not deposited. Enter negotiable
bid bonds on the Bid Bond Control Register, Form 1370-31 (Illustration 8).
When the contract is awarded, return checks to unsuccessful bidders in rhe
form received and deposit the bond of the successful bidder. Note the Bid
Bond Control Register to show if the remittances were returned or deposited.

V. Airport Leases, Annual rental payments of not less than $10 per
annum must be paid in advance of the anniversary date and the report of
gross receipts must be filed within 90 days after the anniversary date.
Deposit rental payments to account 143220, General Proprietory Receipt
Account.

W. Copy Fees. Copy Fees are amounts received for either photocopy
or reprographic copies of documents. Items such as official records,
leases, plat books, serial register pages, diagrams, cadastral surveys,
administrative documents, etc., are examples of documents that qualify for
copy fees. Credit sales are only allowed to other Federal agencies, State,
and local Governments. Complete Form 1370-44, Copy Work Request, or other
authorized receipt for each transaction. (See Illustration 21.)

Appendix 4 contains specific instructions for processing copy fees.

.26 Qverpayments. Remittances from §.01 to $.99 in excess of the
amount due are treated the same as the amount due; they are deposited and
no credit is established. Wher the remittance is $1.00 or more in exzcess
of the amount due, deposit the overpayment to the Suspense Account. The
overpayment may not be treated as earned revenue.

‘A. Amounts Billed; Accounts Receivable.

l. Prepare Form 1370-10, Payment Statement, for the amount of the
remittance in excess of the amount due. (See Illustration 6.)
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2. Remove the Collection Data Sheet from the accounts receivable
file, enter the amount paid when the overpayment is under $1.00, enter the
amount billed when the overpayment is $1.00 or more, and transmit the
collection copy to the SCD (D-510). -

3. Prepare Form 1370-35, Collection Data Sheet (CDS), when the
overpayment is less than $1.00 and transmit the Billing Copy to the SCD
(D-510) to increase the accounts receivable by the amount of the
overpayment. Destroy the Collection Copy.

4. Show as a Deposit to the Suspense Account when the overpayment
is $1.00 or more. File the fourth copy of the Form 1370-10 (with a copy of
the bill or receipt) in the suspense file until the amount is earned or
refunded.

B. Amounts Billed; Not included in Accounts Receivable.

1. Prepare Form 1370-10 as in .26Al.

2. Deposit the Total Collection to the appropriate receipt account
when the cverpayment is under $1.00, and report the total payment on a Form
1370-38, Grazing Bill (System Conmtrol Copy), or a Collection Data Sheet, as
appropriate.

3. Prepare a Collection Data Sheet when the overpayment is $1.00
or more, and show the amount of the overpayment as a deposit to the
Suspense Account.

C. Unbilled Amounts; Revenue.

—- 1. Prepare Form 1371-22, Bill For Collection, or Form 1370-38,
Grazing Bill, as appropriate, for the amount due;

1

\

e 2. Proceed as in .26A1, when Form 1371-22 is used.

3. Proceed as in .26A2, when Form 1370-38 is used.

D. Amounts Pertaining to Suspense or Unearned Accounts.

1. Prepare Form 1370-41, Receipt and Accounting Advice, for the
amount received, including the overpayment.

2. Transfer the Total Amount, after final adjudication, to the
account specified on the accounting advice when the overpayment is less
than $1.00. When the overpayment is $1.00 or more, refund or apply the
amount to another debt as indicated on the accounting advice.

-
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E. Amounts Credited to Another Agency Account.

1. Process the Amount Due as in .26Al, 2, or 3.

2. Deposit the Overpayment to the Suspense Account.

F. Refund and Application. Overpayments may be refunded 30 days
after receipt. Overpayments of $1.00 or more must be refunded or applied
to another debt within 90 days after receipt. Overpayments under $1.00 are
treated the same as the amount due, but may be refunded upon request from
the remitter.

.27 Underpayments.

A. First Year Rental — Noncompetitive 0il and Gas Lease Offer.

1. Payment Deficiernt by More than 10 Percent. When the payment
is deficient by more than 10 percent, the Authorized Officer may reject the
coffer and direct return of the payment in the form received (43 CFR
3103.3-1). When not returned immediately or whenm in currency, deposit the
remittance in the Suspense Account and make the refund by issuing a check.

2. Payment Deficient by 10 Percent or Less. When the payment is
deficient by 10 percent or less, deposit the remittance to the Unearned
Account, 14X6800, pending adjudication. If the offer is accepted, the
Authorized Officer must issue the lease, Form 1370-10, Payment Statement,
and a decision calling for payment within 30 days from receipt of the
notice. When payment is received, transfer the deficient payment from
14X6800 to the earned receipt account and deposit the additional payment to
the same account.

B. Multiple Leases. If a deficient payment is for several leases or
permits, and the shortage cannot be related to a specific item, apply the
payment to the leases in the order in which they are listed by the remitter
or the order in which billed.

C. Other Applications. If the regulations do not provide that an
application will not be accepted, advise the applicant of the additional
amount due using Form 1370-10, Payment Statement. Do not increase Accounts
Receivable. Prepare Form 1370-41, Receipt/Accounting Advice, and deposit
the underpayment to the Unearned Account, 14X6800. Upon receipt of the
additional amount, prepare a separate Form 1370~41, cross-reference, and
deposit to the Unearned Account. If the lease or permit is issued,
transfer both payments to the earned receipt account. If the additional
amount is not submitted, or if the applicatiom is rejected, refund the
total amount remitted.
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. D. Grazing Fees, If the underpayment pertains to a grazing billing <

notice issued on Form 1370-37, Billing Notice, or 1370-38, Manual Grazing
Bill, deposit the payment to the earned receipt account. If the amount of
the underpayment is less than one dollar, treat the collection as if it
were payment in full. If the underpayment is one dollar or more, process
as follows:

1., Advance Billing. When the grazing bill is issued as an
advance notice, note the amount paid on all parts of the bill and prepare
Form 1370-10, Payment Statement, for the additional amount due. Advise the
permittee or lessee that the balance must be paid prior to the first
grazing period.

a. Distribute Form 1370-10 as shown in Illustration 6. Use
the Collection Voucher part of the bill to support the Deposit Ticket.

b. Submit the Billing Notice Copy of Form 1370-37, or the
System Control part of Form 1370-38 with tbe Deposit Ticket, to the Service
Center Director, (D-510); do not report as an account receivable.

c. If the payment of the additional amount is not received
prior to the due date, refer the case to the Authorized Cfficer for
deposition.

2. Actual Use Billing. When the grazing bill is issued for
actual use under an allotment management plam, or any other true accounts
receivable for grazing fees, prepare Form 1370-10, Payment Statement, and
advise the permittee or lessee, or any violators in the case of
unauthorized grazing use, that the balance must be paid within 15 days from
the receipt of the Form 1370-10.

a. Distribute copies of Form 1370-10 as shown on Illustration
6. Note the amount paid on all parts of the grazing bill and Collection
Data Sheet (if required).

b. Submit collection copy of Collection Data Sheet to Service
Center Director (D-512) with the Billing Notice Copy of Form 1370-37, or
System Control part of Form 1370-38 and Deposit Ticket. Use the Collection
Voucher part of the bill to support the Deposit Ticket.

c. When payment of the additional amount is received, submit a
copy of the Billing Notice Copy of the bill for this amount only for RMAS
collections, or a new CDS for other than RMAS collections. For other than
RMAS collection, show the number of the originmal grazing bill on the new
CDS. Use the duplicate copy of Form 1370-10 to support the Deposit Ticket.
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E. Other Courtesy Notices. Deposit underpayments to the unearned —
receipt account and process the payment statement, fee notice, and
Collection Data Sheet as in .27D1l. If payment is not received by the due
date, refer the case to the Authorized Officer for possible cancellation or
trespass action.

F. Other Accounts Receivable, Deposit underpayment to the earned
receipt account and process the payment statement, bill form, and
Collection Data Sheet as in .27D2. If payment is not received before the
due date, advise the Authorized Officer, and. process the bill as a
delinquent account receivable. (See Manual 1375.)

.28 TUncollectible Checks. Remittances deposited in a designated
depository, Federal Reserve Bank, or the Cash Division of the United States
Treasury which are not paid upon presentation to the drawees, are returned
to the Bureau by the Treasury Department as "uncollectible."

A. Loss of Rights, Privileges, or Preferences. Whatever the reason
for nonpayment of a remittance, it does not constitute payment of the item
for which it was presented. In many cases, the nonpayment may result in
automatic cancellation or termination of rights, privileges, or preferences.

B. Return of Remittance to Bureau. When a check is returned unpaid
to the depository, the depository prepares Standard Form 5515, Debit
Voucher. (See Illustration 17.) The depository forwards the Original to
Treasury. The Memorandum Copy and the Confirmed Copy are forwarded to the
office that made the deposit if the deposit was not made at a Federal
Reserve Bank, and to the SC Director (D-510) if the deposit was made at a
Federal Reserve Bank. The depository retains the Depository Copy. The SC
Director (D-510) will forward the copies received by the SC Director to the
office that made the deposit. The depositing office will enter the fund
symbol on both copies immediately to the left of the words "Debit
Voucher." Retain the Memorandum Copy and forward the Confirmed Copy to the
8C Director (D-510) with a Collection Data Sheet, Form 1370-35,

C. Reporting Debit Vouchers. Prepare a Collection Data Sheet to
reverse the collection. Show the following:

1. Name of drawer.

2. 8tate and Office.

3. Document Date and Type (type DV),

4. Document Number. (Use sequential number on Form TUS 5504.)
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5. Transaction Code (same code used for collection).

6. Fund Symbol, Geographic Location, Cost Structure, etc. (same
as used for collectiom).

7. Amount. (Show amount in brackets.)

D. Redeposit of Remittances. Do not redeposit remittances unless
they are for services rendered as described in .28F. When they are for
services rendered, make a new $F-215, a new Form 1370-35, and redeposit one
time only as if it were a new check received.

E. Remittance Inquiry. Prepare a Remittance Inquiry, Form 1370-9
(see Illustration 18), to request a replacement remittance, if the remitter
is allowed to make good the payment and if the action in .28C above
resulted in an Accounts Receivable.

F. Services Rendered. When services have already been furnished, or
the remitter has a liability to the Bureau, issue a bill for the amount due
if the action in .28C above did not result in an Account Receivable. If it
did result in an Account Receivable, issue a Remittance Inquiry. Cancel
applications pertaining to the uncollectible check unless timely settlement
is made. Offset uncollectible checks submitted to the Bureau for
nonreturnable filing fees (or any true liability) against any collectible
remittance submitted by the same applicant or lessee for any future filings.

G. Return of Uncollectible Checks.. When an uncollectible check M

restores or creates a new account due the Bureau, do not return the
uncollectible check to the remitter until proper settlement has been made.
When the uncollectible check results in the cancellation of an application,
lease, etc., and no debt is due the Bureau, or when settlement has been
made, then, return the check to the remitter.

H. Unearned or Suspense Accounts. When part or all of any
uncollectible check was deposited to the Unearned or Suspense Accounts,
remove Form 1370-41, Receipt and Accounting Advice, from the file and
attach as support to the related Form TUS 5504, Debit Voucher. When the
amount has been removed from the Unearned or Suspense Account, complete the
Debit Voucher to show the amounts and receipt symbols to which the
collection was transferred or deposited. Prepare a separate Collection
Data Sheet to reverse the transfer from the Unearned or Suspense Account.

I. Amounts Previously Billed. If the default or termination date
has not been reached, prepare a Remittance Inquiry and/or Advice, Form
1370-9, requesting payment of the amount due. ‘
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1. True Accounts Receivable. If settlement has not been made by
the due date and the amount is a true Accounts Receivable, issue a default
notice as a demand for payment. Refer the case to adjudication or to the
Authorized Officer for possible cancellation and process the amount due as
a delinquent account. (See Manual 1375.)

2. Not a True Accounts Receivable. If settlement has not been
made by the due date and the account is not a true accounts receivable,
refer the case as in .28I1 for termination of the lease or. permit.

J. Copy Fees. When an ungollectible check is for copies of records
that have not been furnished, prepare a Form 1370-9, and cancel the order
until settlement is made. If copies have been furnished, issue Form
1371-22, and retain the check until settlement is made. '

K. Other Iand Applications. If an uncollectible check is received
for other land applications, corsider ther as filed, but do not process
until settlement is made. Give the applicant a set period of time in which
to pay the fee. If it is not paid within the time limit, reject the
application. Offset uncollectible checks for filing fees against other
payments submitted by the same applicant.

L. 0il and Gas Lease Applications. When an uncollectitle check is
received for the filing fee, reject the application. In the case of
simultaneous filings, do not include the application in the drawing, or
reject it if discovered after drawing.

.29 Other Collections.

A. Unidentified Collections. Deposit remittances which cannot be
identified after 3 days to the Suspense Account. Forward a Form 1370-9 to
the remitter to determine the purpose of the remittance.

B. Collections by Other Agencies for the Bureau of Land Management.

1. Department of Justice. The Department of Justice collects
amounts due the Bureav for which legal proceedings have been instituted by
the Pepartment of Justice. The Department of Justice sends these
collections to the Bureau for precessing.

2. General Accounting Office. The General Accounting Office
(GAO) collects amounts due the Bureau if collection efforts by the Bureau
have been unsuccessful. The GAD may deposit amounts collected to the
Bureau's accounts, transfer them to the Bureau for processing, or in the
case of amounts legally repayable to apprepriation accounts which have
lapsed by operation of law, deposit them to the General Fund of the
Treasury.
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3, U.S. Forest Service (USFS). USFS collects and deposits P
receipts from O. and C. Lands to their accounts. Monthly, USFS prepares a
S§F-1081, Voucher and Schedule of Withdrawals and Credits, and transfers
such receipts to 145882, Oregon and California Land Grant Fund.

C. Collections by BLM for Other Agencies. Do not make deposits for
credit to another agency's accounts unless the total amount of the deposit
is for credit to the other agency. Deposit collections which must be
divided between BLM and another agency in accordance with .33B2.

1. Small Business Administration (SBA). The construction of
access roads under the terms of timber sale contracts occasionally requires
working capital in excess of that available to small business concerms in
the timber industry. For this reason, a loan program has been initiated
which provides that BLM timber purchasers who qualify as small business
concerns may borrow funds through SBA to finance comstruction of the
required timber access roads. BLM is responsible for billing and
collecting installment payments on the loans.

a. Report collections on a Collection Data Sheet, Form 1370-35,
and post to the timber sale Ledger Card, Form 1370-26 (Illustration 3).
Date and process SBA loan payment collections immediately; the date on
which payment is received by BLM is considered as the date payment is made.

— ' b. Send a copy of Form 1371-22, Bill For Collection, or other -—
documentation which shows the name of the borrower, loan number, amount of
collection, and date of receipt with any deposits or transfers to the SBA,

— 2. Other. BLM collects filing fees and advance rentals payments —
submitted with applications for various types of leases and permits on
lands under the jurisdiction of other agencies but administered by BLM.
Deposit filing fees to 140850, Registration and Filing Fees, and advance
rentals to 14X6800, Unearned Account.

a. When leases or permits are issued, transfer advance and
subsequent rental collections to the agency designated to receive such
receipts. Transfer collections in accordance with existing laws,
regulations, or written agreements.

D. Collections for Other QOffices. When a collection for another RLM
office is made, send the collection to the proper office. Use Collection
Transmittal, Form 1370-8 (Illustration 19). Do not issue a receipt; the
office to which the collection i1s sent must issue a receipt to the
wp remitter. Convert currency to a money order. S
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.0l Purpose. This Manual Section prescribes procedures'for'documenting,
controlling, and safeguarding all collections received by the Bureau.

.02 Objectives. The objectives are to ensure that collections are processed
' gffiéiently and uniformly and that adequate internal controls are maintained
- in all phases of the collection program. ' '

.03 Authdrity..
A, ‘Genérai.Accouﬁting 0ffice Manual for Guidance of Federal'Agencieé.
B. " Treasury Fiscal Requirements Manual (TFRM).

c. Department of the Interior Manual, Part 331, Cash Accountability,
and Part 334, Collection of Debts.
: ) . : oo N . R ) “
D. Other selected sources as cited herein.
.04 -Resﬁonsibility. The Director and Associate Director are responsible for
the overall collection program. This responsibility is exercised through the
- Assistant Director, Management Services, and the Deputy Assistant Director.:

.05, Referénces.

. A. -Manual Seqtion 1371. o : : . S ‘ P
{ . ) .
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C. Separation of Duties. Divide the functions of receipting/validating,
depositing, and reviewing collections between three employees whenéver possible,
If this is not possible because of staffing, divide the functions between two
employees.. The receipting and validating function may be done by one, and the
depositing and review by the other. When the functions aredivided between two
. employees, the review function must periodically be performed by a third person,
One employee must never perform all functions. : :

1. Review. The reviewer must ﬁrepare the following:

_ a. An adding machine tape of checks and currency and balance it to
the machine totals; ' : : : .

b. The Collection Data Sheet;

i _ : ¢. An adding machine tape of‘the backup documents and balance it
- to the machine totals; and : : ‘ '

d. Prepare or verify the preparation of Form 1370-11, Cash Trans-
~actions Record. : ‘ : .

"D. Internal Review. A quarterly internal review of all collection activ-
ities by other than responsible collection officials is required by 331 DM 2.4.

1. Coverage. Examine the following: )
_ 4. Collection Receipts ~ ensure all receipts are properly recorded
and support Collection Data Sheets and deposit records;

b. Safeguarding - ensure ﬁndeposited funds are adequately secured.

¢. Policies and Procedures ~ examine the procedures used in the
collections process to determine if they comply with this Manual Section.-

‘d. Corrective Actions - ensure appropriate administrative actions
are taken to correct deficiencies. : ' o

2. Reports. Make a written report of the internal review with rec-
ommendations on any corrective actions required to the State Director or office
head administratively in charge of the collection activity. Provide a copy of
the report to the Collection Officer for subsequent review by auditors from the
Office of Inspector General during their regularly scheduled audits, Also
submit a copy to the Director (820), :

E. Irregularities, Losses, and Thefts.  Immediately report any irregular-
ity, loss, or theft involving collections in the same manner as those involwving
imprest funds. The head of the office in which the loss occurs must investigate
the loss and report immediately to the Service_Center'Diréctor (D-510) and the

. Director (820 and 860) giving the extent of the internal review and any recom-
‘mendations for a more comprehensive réview or corrective actions required.
Treasury Department does not need a copy of the report. ’
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.1 .Collection Qfficers.

.11 Designation. Employees who regularly receive or process - _
collections, or who open and process mail which includes collections, must
~be designated in writing as Collection Officers. When the designated
employee no longer is responsible for collectrions, obtain a written
revocation of the designation. -

NOTE: Tt is not necessary to'designate employees as Collection -
Officers who occasionally receive collections when it is not a part . e
of their regular duties. o o C ' :

A, Designation or Revocation Requests. ' Send requests for collection
officer designations or revocations to the Serviee Center Director (D-510)
for approval. ' S : g

, B. Designation Notice. A notice of the official designation as
Collection Officer, signed by the approving official, must be returned to
the requesting office.. The designated employee must sign: the notice to _
certify they have been advised of their duties and respounsibilities. File
~ a copy of the signed and countersigned notice in the empléyee's official
personnel folder (OPF). ' ‘ -

. ~C.  Revocation Notice. A notice of revocation is returned to the
requesting o6ffice. A copy of the notice must be countersigned by the
employee (if possible) and a copy is filed in the employee's OPF.

" D. Control Record. An official control record must be maintained by.
the Director (820} for the Headquarters Office and Eastern States Office,
the Service Center Director (D-510) for Field Offices, and Field Office

" Managers for their respective offices. The files must contain copies of
each designation, change, or revocation. (See Manual 1384, Illustration 1.)

.12 Collection Officer Responsibilities..

~ A.  Recordkeeping. Place all collections under immediate accounting
control by documenting the official accounting records the receipt,
‘transfer, deposit, or return of each collection. Support each remittance
.received by a written record such as various types of receipts, transfer or
return documents, bid registers amd return lists, undeposited remittance
registers, or batch control forms.

. B. Safeguarding. Keep undeposited collections in a fireproof safe
or file with adequate locking devices and with access limited to those
designated employees with direct responsibilities for collections. Under
no circumstances, hold collections in desk drawers ‘or other inadequate
containers where they are readily susceptible to theft. Use locked boxes

' to secure change-making funds. Only one cashier may use the same fund and
locked box. If there is more than one cashier, secure a locked box and
separate fund for each. Designate each as a primary change-making cashier.
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‘C.. Personal Liability.. Exercise the utmost diligence in faithfully
recording, safeguarding, and depositing collections. Employees having collec-
tions in their custody axe personally liable for loss or misuse -and may be re-.
quired to repay any deficiency unless granted relief in accordance with
Manual 1385.75. o S ; -

D. Penalties. The penalties imposed by law for improperly handling or

. using public moneys are severe. For example, one of the general provisions
contained in 18 U.S.C. 648 states: “thoever, being an officer or other
person charged by any Act of Congress with the safekeeping of the public
moneys, loans, uses, or converts to his own use, or “deposits in any bank or
exchanges for other funds, except as specifiecally allowed by law, any portion
of the public moneys. entrusted to him for safekeeping, is guilty of embezzle-
ment of the money so loaned, used, converted, deposited, or exchanged, -and
shall be fined in a sum equal to the amount of moneys s0 embezzled or im-—-
prisoned not more than 10 years, or both...."  Other provisions of law re-
lating to ‘the improper handling of public moneys are contained in 18 U.5.C.
643, 648, 649, 753, 654, 3487, and 3497, S

E. Disciplinary Action. In addition to the statutory penalties appli-
cable to misuse of public moneys, the Department will not condone any '
improper handling of these funds. Cashing personal checks with public moneys,
temporarily using public funds or personal use without intent to embezzle,

flagrantly displaying public moneys, or other actions that are of a question-

- able nature must be considered improper use of the funds and the employee

involved must be subject to disciplinary actiom, inciuding.possible'dismissal{

.13 Supervisory Reéponsibility. 3

A, Advice to.Collectionéfoiceﬁggli AﬁSﬁ?&_COlléCtiﬁﬂ Officers are
fully advised of their resppnsibilitiés,‘duties, and possible penalties.

B. Safe Combination and Keys.

_ 1. Control and Access. Strictly control and limit access to the
key or combination to the safe in which collections are held prior to deposit,
to th&ée with direct responsibility for collectioms.

" 2. Safe Combination. Change combinations on safes whenever there
" is a revocation of collection officer designation and once a year at a miniw
mum. - ' ' : S

3. Keys. ' Strictly control and account for‘kgys to key-locking
safes and cash boxes at all time. ' \ ' '

4. Safékeeging. Place a copy of the combination or an extra set of
keys to the safe and cash boxes in a sealed envelope and furnmish te the office
head (o:.designee) for safekeeping.. ' o

5. Room Security. Assure that the account room is seécure and that
access is limited to employees having business with accounts staff. '
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2 Classification. The general rule with respect to collections from sources
outside the Government is that all moneys received for the use of the United
States areée deposited to the Treasury General Fund Receipts. Such money can-

not be w1thdrawn except through Congressional appropriations. (See Table l.) 4=

.21 Repayments to Appropriation and Fund Accounts. Repaymentq to approp-
riation and fund accounts fall within two general classifications, i.e., re-
-imbursements and refunds. Repayments must be authorized by law or appropri- .
ation regulations.’ - : . -

A. Reimbursements are repayments for commodities, work, or services,
furnished, or to be furnished (usually under contracts or agreements) which
'by law may be credited to the appropriation or fund accounts that financed,
or will flnance, such items. Relate reimbursements to préviously recorded’
expendltures, they are not correctlons or ad]ustments of such expenditures.

B. Refunds are repayments for excess payments credit refunds to the
~appropriation or fund account from which the excess payments were made. Un-
like relmbursements, ‘refunds must be directly related to. previously recorded

expenditures and represent reductions of such expendltures.

N

_ .22 General Fund ReCeipts. General fund récelpt accounts are credited
with all receipts which are not earmarked by law for a specific purpose.

- Treasury categorizes "miscellaneous receipts” by maijor . -.classes, based on the
principal sources of the receipts, and publishes an annual listing of classes
entitled Federal Account Symbols and Titles. A copy of these listings is pro-
vided to each State Office and the Service Center.

.23 Special and Trust Fund Receipts. Account for all receipts for ecredit
to special and trust funds under receipt symbols assigned -by the Treasury
Department. Classify receipts as available or nonavailable in accordance with
the deflnltlon of such receipts contained in the Treasury Financial Manual. —

A. Available Receipts are recelpts of spec1al or trust funds which
pursuant to law or agreement are immediately available for expenditure in

their entirety without further act;on by Congress. -

B. Unavailable Receipts are receipts which at the time of collection
are not appropriated and not immediately ‘available for expenditure because
further action by Congress is required, Congressional limitation is estab-:
lished, or amounts must be cleared to other receipt accounts before appro-
prlatlon wdrrant action is taken. :

.24 Other Classes-of Collections.

A. Collectiens by Voucher Deduction. Various types of collections are
- made by voucher deductions under procedures prescribed by the Treasury Depart-
ment. These include Federal Insurance Contributions Act Taxes; Fedéral,

‘State, and city income taxes; travel advances; clainm settlements; and con-
tractor refunds of advances or overpayments.
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_ B. . Collections for Other Agencies. Deposit collections for another
aqency to the accounts of the agency to which the collections belong, unless
otherwise authorized by law. The agency making the collections is respon51ble
for providing adequate safeguards until the collections are: -either delivered to
the agency to which they belong, or- deposited into the Treasury. Collectlons
-de9051ted into the Treasury may be credited directly to the accounts of the
agency for which the collections were recelved or subsequently transferred by

check or SF-1081, Voucher and bchedule of Withdrawals and Credits,

C. Collectlons for Unoff101al Use of Government Facilities in Emergenc1es
Do not allow the unofflclal use of Government fac111t1es except in emergencies.
An emergency exists when immediate but unofficial action is required by a Goverri-
ment officer or employee, or a private eitizen, and privately owned fac111tles
are not available.

1. Definition of Facility. The term facility applies to.various

. services such as telephone, teletype, office or storage space, equipment and

. furniture, leased property, or services used by Government, and transportatlon
obtalned with Government Transportatlon Requests or bllls of lading.

2. ‘Reporting Use. Report any emergency use of facilities and assure
that the Government is relmbursed for the cost of such use and any excise or
other Federal taxes imposed. If the Bureau is billed for unofficial use that
has not been reported, it must 1mmedlately demand prompt pavment for such use
from the person concerned

3. DlSpOSltlon of Receipts. Use funds collected for the emergency use
of Government facilities, with the exception of Federal taxes, to pay that por- -
tion of the contractor's bill resulting from the emergency use. Remit taxes to
~the Treasury Department. ' S '

) D. Proceeds from Sales of Perscnal Property.‘ Proceeds from the sale of
personal property .are available during the fiscal year in which the property is
sold and for one year thereafter for obllgatlon for the purchase of replacement

property.

1. Proceeds Received After Obligation of Replacement . Property. If the
sales proceeds are recelved after an obligation for replacement property has been
incurred, credit the proceeds as a dlrect relmbursement to the approprlatlon

_charged. ' o

2. Proceeds Received Before Obligation of Replacement Property. If
the sales proceeds are received before an obligation for replacement property is
incurred, credit the proceeds to the suspense or budget clearlng account. That
acgount is charged and the approprlatlon account. is credlted when the obllgatlon

is subsequently incurred, Support the voucher with evidence that the credit is.
appllcable to the obllgatlon incurred for the replacement property.
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. a. Review'proceeds from sale of personal property deposited to
suspense or. budget clearing accounts at least quarterly. If the sales pro-
‘ceeds are not available for obligation, or are mot to be applied to replace-
ment -purchases, transfer them to miscellaneous receipts. '

3.. Proceeds Received fer Working Capital Fund Items. If the
sales proceeds received are for items that fall within the scope of the
Working Capital Fund, credit those proceeds as income to the Working Capital
Fund. L : ' : ‘ ‘

E. Collections for Juror and Witness Fees. Deposit jﬁror-end-witness
fees collected by the Bureau to the credit of the appropriation or fund in
‘the Treasury from which the employees were paid. ' ' :

F. Unidentified Collections. Deposit collections which cannot be
identified for credit to the proper accounts in the Bureau's suspense
account. ' S : '

.25 Types of Collections. _Cdllectidns include amount received for
services or value received, such as filing fees, rentals, or the sale of
products. Receipts are issued for all collections. (See Appendix 6.) -
The Bureau also processes collections not related to revenue producing
activities, such as payroll deductions for retirement, life insurance, etc.
Speeific_types of collections are explained in the following subsections:

A. State-Selected Lands (P.L. 86-786). Only first years' rentals
and bonus bids are collected on State-Selected lands for mineral leasing. .
These receipts are deposited to the suspense account and transferred to
Minerals Management Service on a SF-1081 for distribution.

B. Unearned Collections. Receipts covering advance rentals, declining
deposit accounts, and other payments which are not deposited directly to a
receipt account, are deposited to Account 14X6800, Unearned Monies, Bureau
of Land Managment, pending transfer to an earned status or refund to the
applicant. Support collections by Form 1370-41, Receipt and Accounting
Advice (see Illustration 2), or other approved receipt form, and report to
the SCD (D-510) on a Collection Data Sheet (in total by Deposit Ticket).

, ‘1. Unearned Account. The "Unearned™ file copy of Form 1370-41
(or other approved form) is filéd numer ically, by receipt number in .
loose-leaf binders. Collectively,' these binder constitute the "Unearned
“Account". ' ' '

' . ' - * Rel. 1-1483.
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2. Volume Control Prepare Form 1370- 12 Unearned Collectlons
Volume Control (Illustratlon 16) and file with- each binder or wvolume of
unearned. collections.” When items are deposited/transferred into the Unearned
Account, or transferred/refunded out of the Unearned Account, record the
‘document reference and/or receipt numbers on the appropriate volume control
form. This form serves as an audit trail for all items added to or removed
from the Unearned Account. (See Manual 1374 for refund or transfer proce-
dures.) : ' i ' :

3. Reconciliation. Service Center personnel furnish each office

a machlne analysis of the Unearned and Suspense Accounts monthly. The =

: analy51s shows the balance in the account at the beginning of the accounting
period, transactions affectlng the amount, and the balance at the end of  the
accountlng period. Field officials are responsible for reconciling the-
balances and transactions shown on the Analysis of Unearmed and Suspense
Accounts with ‘the transactions and total of balances recorded om Form 1370-12
monthly. The Analysis of Unearned and Suspense Accounts is noted to show

the date of reconciliation, differences or reconciling items," and the initials
of the employee who made the recon0111at10n.- Individual items in the Unearnedq—-
Account must be balanced with Form 1370-12, Unearned Collections Volume
‘Control, quarterly, by preparing an Identified addlng machine tape.

Identified tapes are dated, initialed, and retalned for audit purposes

4, Reports.' Submit an aging analysis of items in the Unearned
" Account annually (see .3). The employee responsible for the analysis must
review old items and refer those cases needlng followup to the appropriate
superv1sor ‘

C. Suspense Collections. Deposit amounts which cannot be definitely:
identified for -credit to proper accounts at the time received to suspense
account 14X6875 or budget clearing account 14F3875. Transfer such collections
to the appropriate accounts or refund them when identified. Generally, items
which are revenue to the U.S. Govermment and can be transferred within a
short period of time are deposited to the budget clearing (F) account; items
which are not revenue to the U.S. Government or must be held for a longer
period are deposlted to no-year (X) suspense account. Support collections
by Form 1370-41, Receipt and Accounting Advice, or other approved forms, and
report to the $C (D-510) on a Collection Data Sheet (in total by Deposit
Ticket).

1. Control. When the volume of suspense collections is large,
use control Form 1370-12 in the same manner as for the Unearned Account.

2. 'Reconciliation. Reconc11e balances in the Suspense Account
" with the analysis of Unearned and Suspense Accounts furnished by the SC
monthly, and with identified adding machine tapes of the detail in the
© account quarterly, in the same manner as prescribed for rthe Unearned
Account., (See .25B.) .
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3. Reports. Prepare an age analy51s of items in the Suspense .
Account and process in the same manner as préscribed for the Unearmed
Account. (See .5.) -

D. Performance and Compliance Bonds. Deposit cash performance and

 complidnce bonds to Account 14X6875, Suspense, pending disposition of the

permit or contract for which the bond was furnished. Final disposition

depends on the type of contract or permit, whether the bond is forfeited or .

contributed, the contract provisions or regulations which established the . -
" required payment, etc. Forward negotiable bonds with interest accruing to -
the SC for deposit with the Federal Reserve. Secure other: bords 'in the Field
Office. Consider each deposit or forfeiture separately as indicated by the
follow1ng examples of dlfferlng

‘ !. Construction Contract. .Manual 1512 prov1des that performance _

: bonds on construction contracts be available to offset excess costs incurred
in securing another contract. Actual availability may depend on the type

 and extent of work needed, whethet ‘the work will be accomplished by contract

or force aceount, and whether the work will be started in the current fiscal

year. Deposit forfeited amounts which are not used for the purpose spec1f1ed

or which exceed actual expendltures, to miscellaneous receipts.

2. Surface Protectlon.

a. Forfelted bonds or deposits on placer mlnlng operations are
avallable for restoring the surface of the claim involved, and any monies in
excess of the amount needed for the restoration of the partlcular claim are
- refunded.

b. Permlts or contracts for the dlsposal of materlals in
common-use areas or community pits require the payment of a reasonable
contribution, as. determined. by the authorized officer, to defray the cost
of reclamation of the lands. The total amount of the contribution is -
available for BLM use. (See .25N for detailed accounting procedures.)

c. A performance bond or deposit to cover the cost of reclamation
must be furnished to obtain a permit, lease or contract (other than community
pits) for explorlng, testing, or prospecting for minerals (other than oil and
gas) under the mineral leasing acts or the Materials Act. Individual deter-

- minations are necessary as in the case of construction contracts to determine
how these forfeltures are handled (See 43 CFR Part 23 )

= 3. Tlmber Sales. Monies received because of ‘the forfeiture of a
bond or deposit by a timber purchaser or permittee who does not fulfill the
‘contract, or comply with the regulations, are available for work which is
necessary because of the forfeiture. (See «25L for detailed accounting
procedures and also see 43 U.S.C.. 1382.)
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E. Protective 0il and Gas Leases. 40 0P. Attorney General 41
authorlzes the Bureau.to lease for oil and gas any Federal lands under the
jurisdiction of the Department when the lands in question -are subject to
‘drainage or where drainage is threatened. Such lands are leased only with
the consent of the administering agency and upon recommendation of the U.S.
Geological ‘Survey. Leases are by competitive sales and sealed bids only.

Deposit rents and bonuses from leases issued under this authority to account
- 141811, Rents and Bonuses from Land Leases for Resource Exploratlon and
rExtractlon :

F. Proce581ng Slmultaneous 011 and Gas (S0G) Flllngs Use the
speclal procedires presecribed in Appendlx 3 for contreolling Simulianeous
0il and Gas lease applications and remittances. This is necessary because
of the heavy volume of filings received within a short period of time, and
the need to process the filings without a loss of control. All S0G drawings
~ are decentralized in the Wyoming State Office. - (See Illustration 24.)

~G. Contributions - General. P.L. 94-579 (see 43 U.S.C. 1737)
authorizes accepting contributions or donatidns-df money, services, and
real, personal, or mixed property for the improvement, management, use, and
protection of the public lands and their résources, including the acquisiticn
of rights-of-way for such purposes. It also authorizes accepting contribu-

" tions for cadastral surveying performed on federally comntrolled or inter- "

- mingled lands. Deposit monies received to 14X8069.1, Contributionms for .

Administration, Protection, and- Improvement of Gra21ng ‘Lands, BLM, except .
deposit contributions for cadastral surveys to 14X8069.2, Deposlts, Public
Survey Work. Contributions are appropriated and made available until expended
for payment of expenses incident’' to the administration of the function toward
which the cobtributions were made and for refunds to contributors in spec1f1c
1nstances, if the contrlbutlons exceed their share of the cost.

H. Contributions — Range Improvements = General. 43 U.S.C. 315h
authorizes accepting contributions toward the administration, protection,
and improvement of lands within or ‘without the exterior boundaries of a.
grazing district. Deposit all monies received te 14X8069.1; they are
‘appropriated and made available until expended for payment of expenses in--
cident to-the administration, protection, and improvement of the lands and
" their resources and for refunds to contributors in specific cases, if the
amounts contributed exceed their.share of the costs.

I. Contributions --Range Improvements — Advisory Board Funds.
Funds contributed to the Bureau by Advisory Boards must be recorded immediate-
1y and deposited into Account 14X8069.1. Bureau employees may not accept
responsiblity for Advisory Board funds which are not contributed to the
Bureau and deposited into the Treasury. When cooperative agreements spec1fy
that Advisory Board funds will remain in the control of and be disbursed
by ‘an Advisory Board Representative, the representative must not be a Bureau

Kemployee, fnor may a Bureau employee have access to such funds.
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: J. Road Maintenance Fees. Users of BLM roads are requlred to main-
tain the roads -in a satisfactory condition in accordance with requ1rements
included in BLM contracts. Maintenance is shared by the users in proportion
to thier use; however, if maintenance cannot “be provided by the users, they
must deposit amounts with the Bureau suff1c1ent for BLM to provide the
necessary maintenance. Payments to the Bureau for road maintenance are
" .deposited to account ‘14X5018, Service Charges, Deposits and Forfe1tures

. BLM, and dep051ts are ava1lable until expended to cover the cost of such
malntenance. : : :

‘ K. Forest Development Fees, Purchasers of BLM timber sales may be
required to perform such forest development activities as site preparatlon -
(e.g., slash disposal, scarification, etc.) and reforestation, If the
purchaser chooses not to- complete these activities, they must deposit amounts
. with the Bureau for. forest development to ,account 14X5017 2, Service Charges,
Deposits and Forfe1tures, BLM. Deposits are. available unt11 expended to
cover the cost of such ‘forest development. (See FLPMA, Sec. 502 (c).)

L. Tlmber Sale Collectioms. Deposit receipts from'Public Domain lands
to 145881, Sale of Public Lands and Materials, receipts from 0. and C. lands
to 145882, Oregon and Callfornla Land Grant Fund and receipts from CBWR
lands to 145897 Coos Bay Wagon Road Fund, A -

_ 1. Contracts Under $500, For timber sale contracts under $500, the _
full amount must be paid prior to or at the time the authorized officer signs
the contract. Report the sale and advance payments to. the SC (D- 510) on a
‘Collection Data Sheet, Form 1370-35, at the time of collection. Ledger Cards,

~-Form 1370-26, are not requiréd for sales under $500 when full payment is made
in advance. Execute the contract on Form 5450*5 Vegetative or Mineral
Material Negot1ared Sales Contract.

. -2..,Contract Over $500. For sales of $500 or more, installment
payments are permissable. The first installment must.be paid prior to or at
the time the contract is signed by the authorized officer. Subsequent
payments are due prior to cutting or removing the material sold. The unpaid
balance on a timber sale represents deferred revenue from unmatured timber
sale contracts. Unmatured timber sales must be reported to the SC (D-510) by~
the method explained below. -

a. When a t1mber sale is approved, prepare Form 1370-26, Ledger
Card, and post the total amount of the sale in the contract balance column of
- the Ledger Card. (See Illustration 3 )

tfr—

‘ (1). Prepare Form 1370-35, Collection Data Sheet, for the
total amount of the contract. Forward billing copy to SCD (D-510) and destroy
‘the collection copy. Code contract awards as Transaction Code (TC) 93
——p {(See Manual 1684.) ‘ . B
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" (2) For the first installment, issue Form 1371-22, Bill
for Collection, and deposit payments directly to the approprlate recelpt

-
account;. -do not hold payment in the Suspense Account. '
: (a). Post the bill whenrlssued1as a'debit, and the
collection when received as a credit, to the Accounts Reeeivable‘column on
the Ledger Card. Decrease the contract balance by the amount of the
collection, ,
‘ . (b) Prepare a Collection Data Sheet, complete the
billing and collection copies, and forward to SCD (D-510). Code billing to

wmep TC .16 and collectzon to TC 30 (See Manual -1684.,) = . - -

(3) When installment payments become due based on a
wp cutting report, issue Form 1371-22 and 1370-35; submit billing copy of each =
' to SC (D-510); and record billing on the Ledger Card.

© (a) When payment is feceived, complete collection copy
of Form 1370-35 and“forward to SCD (D~5i0). Enter collection on the Ledger
Card and decrease the contract balance by the amount paid. ‘

. , (4) When installment payments are received prior to

mwp billings, issue Form 1371-22, at the time of payment. Prepare and forward e
~ the b1111ng and collection copies of Collection Data Sheet, Form 1370-35,

to SC (D-510), and post the bill and collection on the Ledger Card, Form

1370-26.

M. Timber Forfeitures and Trespass Deposits.

i, Receipts. Depos1t collections from timber forfeitures and
trespass to account 14X5017.2, Service Charges, Deposits, and Forfeitures,
BLYM. Collections include:

.  a. Monies ‘received as the result of the forfeltures of a bond
or dep051t by a timber purchaser or permittee who does not fulfill the
requirements of the contract or comply w1th the regulations.

b. Any monies received as a compromise or settlement of any
claim, whether in tort or contract, involving present or potentlal damage
to timberlands, i,e., t1mber trespass.

— 2. Availability of Funds. Public Law 94-579, 43 U.s.C. 1735, et
provides that funds received as a result of forfe1ture Oor trespass are

available until expended, to cover the cost of any forest improvement,
protection, or rehabilitation work rendered necessary by the action which

led to the forfeiture, compromise, or settlement.
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. . a. Rehabilitatien work on-damaged‘fo;est lands may be . -
~ necessary before the trespasser has. been identified or the full amount of

damage has been determined and/or collected.  Funds deposited to account
14X5017.2 may be used to repair amy forest land damaged by trespass or
failure to comply with the regulations, irrespective of the identification
of the particular trespasser or the amount deposited for a specifiec case,
‘except as follows: ' ’ ' ' ' '

_ (1) Expend funds collected by a State foruimprovements;
protection, or rehabilitation work on forest lands within the‘State in
which collected. '

(2) Expend monies collected in connection with lands

administered under the 0. and €. Act for the benefit of such lands.

(3) Refund any portion of a forfeited bond deposit or
trespass collection which is found to be in excess of the cost of doing the
work authorized under this Act. This may be ‘done upon application or at

. the discretion of the State Director. '

‘ (4) Code collections and expenditures to 14%5017.2,
Service Charges, Deposits, and‘Forfeitﬁres‘(évailablé-yeay code 41)
subactivity 5210, Expenses, Repair of Lands and Facilities (0&C) or 5320,
Expenses, Repair of Lands and Facilities (PL). :

b. Collections received for subactivities 5310 and 5320 are
reflected in the monthly cost reports of the State Director (910), Costs
incurred will be reflected in the specific office reporting the expenditure
with no collection amount. State level reports will show a summary of
collections and expenditures and the statewide status -of funds for these
subactivities. o '

N. Exploration and Surface Mining, Site Rehabilitation. Collections
represent contributions to defray the cost of the reclamation of lands in
connection with permits and contracts .for the disposal of materials in
common-use areas or community pits. Control contributions in.the same
manner as timber forfeiture and trespass deposits, i.e., funds are
available until expended for site rehabilitation within the State in which
collected; 0. and C. and CBWR collections must be expended on 0. and C. .and
CBWR lands; and funds not peeded for site rehabilitation may be refunded
upon application or at the discretion of the State Director. Code
collections and expenditures to 14X5017.2 (available year code 41), and
subactivity 5310, Expenses, Repair of Lands and Facilities (0. & C.) or
5320, Expemses, Repair of Lands and Facilities (PL).

0. Petition Applications. General procedures for processing _
petition applications are contained in Manual Section 2450 and 2451. For
specific procedures pertaining to the sale of isolated tracts, special

- land-use permits, applications for recreation and public purposes, etec.,
‘see the appropriate Manual Sections. Deposit advance payments and filing
fees submitted with petition applications to the Unearned Account, 14X6800..
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P, Daily Recreation Use Fees, The Bureau is authorized to collect -
daily recreation "use fees" for the "use of sites, facilities, equipment,
or services furnished at Federal expense." BLM is not authorized to charge

entrance or admission fees.

1. Use of Permit Fee Envelope: Form 1370-36,  Permit Fee Envelope
(See I1llastration 5) is prescribed as a permit for use of the facility and
a receipt for payment. Furnish the stub section of the permit to the
payee, and submit the envelope section to the collection officer to support
“the Deposit Ticket. ' -

. 2. Collections. Post the rates charged, imstructions for
computing amounts owed to the Government, and procedures concerning Golden
_Age Passports at each collection site. Pick up collections from remote
sites daily, if possible, and turn in to the 'accountable officer promptly
to emsure proper control and deposit. If persons making collections are
not returning to their home offices immediately, they should convert cash
collections to bank or postal money orders and mail with other collections
(checks) and Forms 1370-36 to the accountable office daily. :

_ _ 3. Deposit Aécount. Deposit funds collected 145005.4, Land and
Water Conservation Fund (LWCF), Special Recreation Use Fees.

Q. Fees for Recreation Use at Areas Other than Developed Sites. The
Bureau issues special recreation use permits for commercial and
noncommercial recreation uses such as group activities and organized
recreation events. Deposit filing fees to 140850, Registration and Filing

‘ Fees; deposit use fees to 145005.4, LWCF, Special Recreation Use Fees,
except fees from O. and C. and CBWR lands which are deposited to O. and C.

and CBWR Grant Funds, as required by the subject acts. ;

~

_ R. Concession Contracts. Deposit receipts from concession contracts
for recreation or associated uses to 145005.4, LWCF, Special Recreation Use
Fees. ‘ ' :

S. Installment Accounts Receivable (Other than Timber Sales). When
a delinquent account is due and the debtor arranges to settle the account
by installment payments, process as follows: :

" 1. Note the Case Folder Copy of the Bill and the copy retained in
the Accounts Receivable file to show that installment payments have been
approved. Also, note any terms or conditions on the copies of the bill,
‘'such as the number of payments to be made, the amount of each payment, the
date payments will be made, etc. : - ‘ ‘ :

— o 2. Process CopieS‘bf‘Form 1371~22, Bill For Collection when the

- first payment is received, as in Manual 1371. Retain ome copy in the ‘
i?iopnts Receivable file, and place an extra or machine copy in the case -
- Tlle. i ) : .
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3. Prepare Form 1370-10, Payment Statement (Illustration 6) when
each additional payment is received, showing the amount of the payment
received. and thé'remaining balance due. Do not increase Accouhts-
‘Receivable. Attach copy of .Form 1370-10 to the case folder copy of the
bill in the Accounts Receivable file, and-place an extra or machipe copy of
‘Form 1370-10 in the case file. ' : '

T. Grazing Receipts. Grazing collections include fees for Section 3
(Taylor Grazing Act) permits for grazing use inside establishked grazing '
districts, Section 15 (Taylor Grazing Act), leases for grazing outside of
grazing districts, crossing or trailing permits,; and trespass. Grazing
collections which are controlled and processed under the Range Management
Automated System (RMAS) and procedures for processing other thap RMAS

collections are explained in Manual 1371.32, -

* U. PRid Bond Deposits., Personal or. other negotiable checks for bid
bonds received with a contractor's bid are not deposited. Enter negotiable
bid bonds on the Bid Bond Control Register, Form 1370-31 (Illustration 8).
When the contract is awarded, return checks to unsuccessful bidders in the
form received and deposit the bond of the successful bidder. WNote the Bid
Bond Control Register to show if the remittances were returned or depdsited.

V. Airport Leases. Annual rental payments of not less than $10 per
annum must be paid in advance of the anniversary date and the report of.
gross receipts must be filed within 90 days after the anniversary date,
Deposit rental payments to account 143220, General Proprietory. Receipt
Account, ' : ' ' : - ' :

W. Copy Fees. Copy Fees are amounts received for either photocopy
or reprographic copies of documents. Items such as official records,
leases, plat books, serial register pages, diagrams, cadastral surveys,
adwinistrative documents, etc., are examples of documents that qualify for
copy fees. Credit sales are only allowed to other Federal agencies, State,
and local Governments. Complete Form 1370-44, Copy Work Reqiiest, or other
authorized receipt for each transaction.” ({See Illustration 21.) :
Appendix 4 contains specific instructions for processing copy fees.

-26 Overpayments. Remittances from $.01 to $.99 in excess of the
amount die are treated the same as the amount due; they are deposited and
no credit is established. When the remittance is $1.00 or more in excess
of the amount due, deposit the overpayment to the Suspense Account. The

overpayment may not be treated'as earned revenue.

A. Amounts Billed; Accounts Receivable.

-1, Prepare Form 1370—10, Payment Stateﬁent, for the amount of the
remittance in excess of the amount due. (See Illustratiocn 6.)
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2. .Remove the Collection Data Sheet from the accounts receivable
file, enter the amount paid when the overpayment is under $1.00, enter the
amount billed when the overpayment 1s $1. OO or more, and transmlt the
collectlon copy to the scb (Dp~510).

3. Prepare Form 1370—35 Collection Data Sheet (CDS), when the

' overpayment is less than $1.00 and transmit the Billing Copy to the SCD

(D-510) to increase the accounts receivable by the amount of the
overpayment. Destroy the Collectlon Copy. :

4, Show as a Deposit to the Suspense Account when theioverpayment
is $1.00 or more. File the fourth copy of the Form 1370-10 (with a copy of
the bill: or recelpt) in the suspense f11e until the amourt is earned or

. refunded.

B. Amounts Bllled Not 1nc1uded in Accounts Receivable.

1. Prepare Form 1370-1C as in ,26Al.

2. Dep031t the, Total Collectlon to the appropriate receipt account

when the cverpayment is under $1.00, and report the total payment on a Form
1370-38, Grazing 3111 (System Control Copy), or a Collection Data Sheet, as '

appropriate.

3. Prepare a Collection Data Sheet when the overpayment is $1.00 -

" or more, and show the amount of the overpayment as a deposit to the

——lp

)

Suspense Account.

C. Unbilled Amounts; Revenue.

l.. Prepare Form 1371-22, Bill For Collection, or Form 1370—38,
Grazing Bill, as appropriate, for the amount due; :

2. Proceed as 1n 26A1n when Form 1371422 is nsed.

3. Proceed as in 26A2, when Form 1370-38 is used

D. Amounts Pertaining to Suspense or Unearned Accounts.

1. Prepare Form 1370-41, Rece1pt and Accountlng Advice, for the
amount received, including the overpayment.

2. Transfer the Tctal Amount, after final adjudication, to the
account specified on the accounting advice when the overpaywent is less
than $1.00. When the overpayment is §1. 00 or more, refund or apply the

© amount to another debt as indicated on the accounting advice.

|
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E. Amounts Credited to Another Agency Account.

1. Process the Amount Due as in .26A1, 2, or 3.

2. DepoSit'tHe Overpayment to the Suspenée Account,

F. Refund and Application. Overpayménts may be refunded 30 days
after receipt. Overpayments of $1.00jo: more must be refunded or applied
to another debt within 90 days after receipt. Overpayments under $1.00 are .
treated the same as the amount due, but may be refunded upon request from -
the remitter, ' '

.27 Underpayments,

A, First Year Rental ~ NdncompetitiVe 0il and Gas Lease Offer, pr—

1. Payment Deficient by More than 10 Percent. When the payment
is deficient by more than 10 percent, the Authorized Officer may reject the
offer and direct return of the paywert in the form received (43 CFR ‘
3103.3-1). When not returned immediately or when in currency, deposit the
‘remittance in the Suspense Account and make the refund by issuing a check.

2. Payment Deficient by 10 Percent or Less. When the payment is
deficient by 10 percent or less, deposit the remittance to the Unearned
Account, 14X6800, pending adjudication. If the offer is accepted, the
Authorized Officer must issue the lease, Form 1370-10, Payment Statement;.

- and a decision calling for payment within 30 days from receipt of the
notice. When payment is received, transfer the deficient payment from
14X6800 to the earned receipt account and deposit the additional payment to
the same account. ' : . - ' :

B. Multiple Leases, If a deficient payment is for several ‘leases or <
permits, and the shortage cannot be related to a specific item, apply the
payment to the leases in the order in which they are listed by the remitter
or the order in which billed. ' .

C. Other Applications. If the regulations do not provide that an
application will not be accepted, advise the applicant of the additional
amount due using Form 1370-10, Payment Statement. Do not increase Accounts
Receivable. Prepare Form 1370-41, Receipt/Accounting Advice, and deposit
the underpayment to the Unearned Account, 14X6800. Upon receipt of the
additional amount, prepare a separate Form 1370-41, cross-reference, and
deposit to the Unearnmed Account. If the lease or permit is issued,
transfer both paymeénts to the earned receipt account. If the additional -
amount is not submitted, or if the application is rejected, refund the
‘total amount rémitted, ‘ '
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— " D. Grazing Fees.. If the underpayment pertains to a grazing B'illing -—

notice issued on Form 1370-37, Billing Notice, or 1370-38, Manual Grazing
Bill, deposit the payment to the earned receipt account. If the amount of
‘the underpayment-is less than onme dollar, treat the collection as if it
were payment in full, If the underpayment is one dollar or more, process
as follows: : '

1. Adwvance Bllllng. When the graz1ng ‘pill is issued as an.
advance notice, note the amount paid on all parts of the bill and prepare
Form 1370-10, Payment Statement, for the additional amount due,  Advise the
permlttee or lessee that the balance must be paid prior to the first
grazing period.

a. D1str1bute Form 1370-10 as shown in Illustratlon 6. Use
the Collectlon Voucher part of the bill to support the Deposit Ticket.

b, Subm1t the Billing Not1ce Copy of Form 1370-37, or the
System Control part of Form 1370-38 with the Deposit Ticket, to the Service
Center Director, (D- 510), do not report as an account receivable.

: c. If the payment of the additional amount is not recelved
prior to the due date, refer the case to the Authorized 0ff1cer for -
depogition.

2. Actual Use Billing. When the grazing bill is issued for
actual use under an allotment management plam, or any other true accounts
' receivable for grazing fees, prepare Form 1370-10, Payment Statement, and
advise the perm1ttee or lessee, or any violators in the case of
unauthorized grazing use, that the balance must be pa1d w1th1n 15 days from

' the receipt of the Form 1370-10.

a. Distribute copies of Form 1370-10 as shown on Illustration
6. Note the amount paid on all parts of the graz1ng bill and Collection
_ Data Sheet (if requ1red) _

b. . Submit collection copy of Collectlon Data Sheet to Service
Center Director (D-512) with the Billing Notice Copy of Form 1370-37, or
System Control part of Form 1370-38 and Deposit Ticket. Use the Collection
Voucher part of the bill to support the Deposit Tlcket.

_ c. When payment of the add1t1ona1 amount is recelved submit a
cOpy of the Billing Notice Copy of the bill for this amount only for RMAS
: collectlons, or a new CDS for other than RMAS collectioms. For other than
" RMAS collection, show the number of the original grazing bill on the new
CDS. Use the duplicate copy of Form 1370-10 to support the Deposit Ticket.
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E. Other Courtesy Notices, Deposit underpayments to the unearned - —
receipt account and process the payment statement, fee notice, and '
Collection Data Sheet as in .27D1. If payment is not received by the due
date, refer the case to the Authorized Officer for possible camcellation or
trespass action. . : < ‘ ‘

F. Other Accounts Receivable. ‘Deposit underpayment to the earned
' receipt account and process the payment statement, bill form, and
Collection Data Sheet as in .27D2. 1If payment is not received before the
due date, advise the Authorized Officer, and process the bill as a
delinquent account receivable. (See Manual 1375.)

.28 Uncollectible Checks. Remittances deposited in a designated
depository, Federal Reserve Bank, or the Cash Division of the United States
Treasury which are not paid upon presentation to the drawees, are returned
to the Bureau by ‘the Treasury Department as "uncollectible," C

_ A. Loss of Rights, Privileges; or Preferences. Whatever the reason
~* for nonpayment of a remittance, it' does not constitute payment of the item
for which it was presented. In many cases, the nonpayment may result in

automatic cancellation or termination of rights, privileges, or preferences.

. B.  Return of Remittance to Bureau. When -a check is returned unpaid
to the depository, the depository prepares Standard Form 5515, Debit
Voucher. (See Illustration 17.)" The depository forwards the Original to
Treasury. The Memorandum Copy and the Confirmed Copy are forwarded to the
office that madé the deposit if the deposit was not made at a Federal
Reserve Bank, and to the SC Director (D~510) if the deposit was made at a
Federal Reserve Bank. The depository retains the Depository Copy. The 8C
Director (D-510) will forward the copies received by the SC Director to the

office that made the deposit. The depositing'éffice«will‘enter“the fund
symbol on both copies immediately to the left of the words "Debit .
Voucher." Retain the Memorandum Copy and forward the Confirmed Copy to the
SC Director (D-510) with a Collection Data Sheet, Form 1370-35. o

C. Reporting Debit Vouchers. Prepare a Collection Data Sheet to
reverse the collection. Show the ‘following: : :

1. Néme of drawe:.

2. State and Office.

i

3." Document Date and Type (type DV},

4. Document Number. - (Use sequential number on Form TUS 5504.)

Rel, 1-1483
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5. Transaction Code  (same code used for collection).

. 6. Fund Symbol; Geographic Location, Cost'Structure,'etc{ (same
-as used for collection). ' - : _ .

7. Amount. (Show amount in brackets.)

D. Redep051t of Remlttances. Do not redeposit remittances unless
" 'they are for services rendered as described in .28F. When they are for
services rendered, make a new SF~215, a new Form 1370-35, and redeposit one
time only as if it were a new check received.' ‘ ’

~ E. Remittance Inqulry. Prepafe a Remittance Inquiry, Form 1370-9
(see Illustration 18), to request a replacement remlttance, if the remitter
is allowed to make good the payment and if the action in .28C above
resulted in an Accounts Receivable. ' : ~

F. Services Rendered. When services have already been furnished, or
the remitter has a liability to the Bureau, issue a bill for .the amount due
if the action in .28C above did not result in an Account Receivable. If it
did result in an Account Receivable, ‘issue a Remittance Inquiry. Cancel
appl1cat10ns pertaining to the uncollectible check unless timely settlément
is made, Offset uncollectible checks submitted to the Bureau for
nonreturnable filing fees (or any true liability) against any collectible
remittance submitted by the same applicant or lessee for any future filings.

~G. Return of Uncollectible Checks. When an uncollectible check -
restores or creates a new account dueé the Bureau, do not return the '
uncollectible check to the remitter until proper settlement has been made.

When the uncollectible check results in the cancellation of an application,
lease, etc., and no debt is due the Bureau, or when settlement has been

made,sthen, return the- check to the remitter.

H. Unearned or Suspense Accounts. When- part or all of any
uncollectible check was deposited to the Unearned or Suspense Accounts,
remove Form 1370-41, Receipt and Accounting Advice, from the file and
attach as support to the related Form TUS 5504, Debit Voucher. When the
amount has been removed from the Unearned or Suspense Account, complete the
Debit Voucher to show the amounts and receipt symbols to which the
collection was transferred or deposited. Prepare a separate Collection
Data Sheet to reverse the transfer from the Unearned or Suspense Account.

I. Amounts Previously Billed. If the default or termination date
" has not been reached, prepare a Remittance Inquiry and/or Advice, Form
1370-9, requesting payment of the amount due. :

Rel, 1-~1483

BLM MANUAL _ : : . _ \
1-1260 : L : o - 5/29/87 -

Supersedes Rel.




R T e

L2811

1372 < COLLECTIONS

: . 1.  True Accounts Receivable. If settlement bas not been made by
the due date and the amount is a true Accounts Receivable, issue a default
notice as a demand for payment. Refer the case to adjudication or to the

Authorized Officer for possible cancellation and process: the amount due as -
a-delinquent account. (See Manual 1375.) ‘ S

o 2. Not a True Accounts Receivable. If settlement bas not been
made by the due date and the account is rot a true accounts receivable,
refer the case as in .2811 for termination of the lease or permit.

J. Copy Fees. When an ungollectitle check is for dopies_of records
that have .not been furnished, prepare a Form 1370-9, and cancel the order
until settlement. is made. If copies have been furnished, issue Form

- 1371-22, and retain the check until settlement is made.

_ K. Other Land Applications. If an uncollectible check is received
for other land applications, copsider them as filed, but do not process
. until settlement is made. Give the applicant a set period of time in which
to pay the fee. If it is not paid within the time limit, reject the '
application. Offset uncollectible checks for filing fees against other

paymente submitted by the same applicant.

L. 0il and Gas Lease Applicatioms. When an uncollectible check-is
received for the filing fee, reject the applicaticn. In the case of
‘simultaneous filings, do not include the application in the drawing, or
reject it if discovered after drawing. ' - o '

.29 Other Collections.

_ A, Unidentified Collections. Deposit‘remittances=whi@h'cannot be
identified after 2 days to the Suspense Account. Forward a Form 1370-9 to
the remitter to determine the purpose -of the remittance. o

B. Collections by Other Agencies for the Bureau of Land' Management .

1. Departwment of Justice. The Department of Justice collects
amounts due the Bureauv for which legal proceedings have bteen instituted by
" the Department of Justice. The Department of Justice sends these
collections to the Bureau for processing.- - :

2. General Accounting Office. The Geperal Accounting Office
(GAD) collects amounts due the Bureau if collection efforts by the Bureaun
have been unsuccessful. The GAO may deposit amounts collected to the
Bureau's accounts, transfer them te the Bureau for processing, or in the
- case of amounts legally repayable to apprepriation accounts which have
lapsed by operation cf law, deposit them to the Genefal Fund of the
Treasury. : . ' ) :

BLM MANUAL . . ‘ L , Rel.;;;jg?
: Super_sedes‘Rel. 1-1260 : : . . 87



2983
1372 -~ COLLECTIONS . ’ .

3. U.S. Forest Service (USFS). USFS collects andldeposits ’ v
receipts from 0. and C. Lands to their accounts.  Monthly, USFS prepares a
. SF-1081, Voucher and Schedule of Withdrawals and Credits, and transfers
’ such recelpts to 145882 Oregon and California Land Grant Fund.

C. Gollections-by BLM for Other Agencies. Do not make ‘deposits for
credit to another agency's accounts unless the total amount of the deposit
is for credit to the other agency. Deposit collections which must be
divided between BLM and another agency in accordance with .33B2.

1. Small Business Administration (SBA). The construction of
access roads under the terms of timber sale contracts occa51onally requires
working capital in excess of that available to small business comcerns in
the timber industry. For this reason, a loan program has been initiated
which provides that BLM timber purchasers who qualify as small busipess

concerns may borrow funds through SBA to fimance comstruction of the
required timber access roads. BLM is responsible for. b1111ng and
collectlng installment payments on the loans.

: a. QReport collections on a Collection Data Sheet, Form 1370-35,
and post to the timber sale Ledger Card, Form 1370-26 (Illustration 3).
Date and process SBA loan payment collections immediately; the date omn
whlch payment is recelved by BLM is cons1dered as the date payment is pade.

— . b. Send a copy of Form 1371-22, Bill For Collectlon, or other _ e
documentation which shows the name of the borrower loan number, amount of
collection, and date of receipt with any deposits or transfers to the SBA.

— 2. Other. BLM collects filing fees and advance rentals payments jpra—
' - submitted with applications for various types of leases and permits on

lands under the jurisdiction of other agencies but administered by BLM.

Deposit filing fees to 140850, Registration and Filing Fees, and advance

‘rentals to 14X6800, Unearnmed Account.

a, When leases or permits are issued, transfer advance and
subsequent rental collections to the agency designated to réceive'such
.receipts. Transfer collections in accordance with existing 1ews,
regulatlons or ertten agreements.

_ D. Collections for Other Offices. When a collection for another BLM
office is made, send the collection to the proper office. Use Collection
Transmittal, Form 1370-8 (Illustration 19). Do not issue a receipt; the
office to which the collection is sent must issue a receipt to the’

=p remitter. Convert currency to a money order. '
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. «3 Accounting Control. Place all collections under immediate accounting
control. ‘For offices having receipting and validating machines, this
consists of the immediate processing of collections through the machine and
the producing of a réceipt. For offices without receipting and validating

-machines, Immediate accounting control consists of preparing a daily tape
of collections and imrediate receipts. ' : . 4

.31 Forms of Payments,

A. Acceptable Payments. The following forms of payment ‘are
acceptable: U.S. coin or currency, U.S. postal money orders, bank money
‘orders, bank certified checks, and bank cashier's checks, personal checks,
commercial money orders, and other negotiable instruments.

B. Nonacceptablé ?ayménts. The following.formé'of payment are»not"
acceptable. - _ . : . ‘ '

1. Stamps. United State postage stamps.
2. Not béyable at Par Value. Remittances which are not payable

at par value, or which require the payment of a fee for negotiation or
conversion. ' : : . - B

3. Uncollectible Checks. Uncollectible checks or unacceptableJ

checks.

, 4. Foreign Payments. Foreigﬁ currency,'checks, and other
negotiable instruments not payable in U.S. currency. :

.32 Check Inscription and Endorsement. Checks, drafts, mopey orders,

- and. other negotiable instruments presented to the Bureau should be made
payatle to. the Bureau of Land Management. Display a notice stating "Make
‘Remittances Payable to the Department of the Interior-BIM" in all offices
recelving over-the-counter collections. In addition, correspondence,
advertisements,; decisions, notices, etc., should advise the' puklic that
remittances are to be made payable the same way. In spite of their
inscfiption, do not refuse remittances made payable to the United States
Treasury, the Treasurer of the United States, or the Department of the

- Interior. Endorse such remittances as though payable to ELM, s
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A. Format of Endorsement. The prescribed endorsement isa

14-11-0008

. "Pay to the order of any Federal Reserve Bank or - Branch oL General
Depoqltory for ‘credit to the United States Treasury. Thls check is .
in payment of. an chligation to the United States and must be pald at
‘par X,RB. Do not wire nonpayment.™"

' U.8, Department of the Interior
‘Bureau of Land Management
P,0, Box 25047 _ ;
' Bldg. 50, Denver Federal Center
Denver5 0o, 80225400&7

Date

1. Deﬁlatlons Use. station symbol 14 ll -0008 for other than courtesy
deposits. Do not deviate from the content of the endorsement without prior
approval of the TreaSury. Submlt any. sich request to the Director (820).

B.. Defectlve Personal Checks. A personal check is the maker's order td
the ‘bank to pay, and the bank is the final arbitrator of whether the instrument
is acceptable. Accept perscnal checks in those instances where collection of
‘the check is gquestionable but BLM has easy recourse, such as cancellation of a
lease. In those instances where BIM has no simple recourse but must undergo -
collection, such as for copy fees, do not accept. a questionable check. Géner-
ally, perscnal checks are uncollectlble or not acceptable for any one of the
following reasons:

.1. No Signature.
2. Postdatedr
3. No Amount.

4., Improper Payee.‘ Do not acoept checks made payable to an employee
of the Bureau. '

5. Not Nogotlable by BLM.

6. Checks Made Payable to Another Party ‘and endorsed to the Bureau.

. 7. Wrong Amount Do not reject checks outrlght if the amount is in
error. Depending on the nature of the payments £he cheek should be accepted.
(gee .26 and .27} and a_Form 1370-10, Payment Statement, prepared_

8. Amounts Dlsagree leferences between the written -(alpha} amount
and the figure (numeric) amount of a check do not destroy its neqotlablllty.
Accept the written amount as the 1ntended payment. In such cases, encircle the
written amount of the check, print the words amount guaranteed to one side of
the check, and initial it im ink..
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' {33 .Deposits.‘ Prompt deposit of remittances is an integral part of .
effective internal control. Deposit remittaunces on the day of receipt or
no later than the following day.,

A. Exceptions.

1. Accumulated Receipts Less Than $1,000. It is not necessary to
make daily deposits if the amount collected and on hand totals less than
$1,000. However, receipts must be deposited once the total'reaches-$1;000,
or by.Friday of each week, or the last accounting day of the month,
whichever occurs first. Do not use overnight depositories or night deposit
boxes, Keep undeposited receipts in a locked safe and adequately safeguard

‘them.

2. Unidentified Remittances. Unidentified remittances may be
held for 3 working days without being deposited, transferred, or returned
'to. the sender. Control the remittances immediately by posting to the
receipting and validating machine in offices that have them and to Form
1370-16, Undeposited Remittances Register, in all offices (see Illustration
12)., Deposit remittances not identified within 3 working days to the
Suspense Account or return to the sender for further identification."

’ 3. Partial or Compromise Trespass Collections.. Checks ‘submitted
as partial or compromise payments on debts or claims for trespass are:
handled as follows: ' '

. a. - Where the amount of a claim is agreed upon (or liquidated),

in writing, deposit partial payments without discharging, or compromising,
the total amount of the claim. Follow the procedures in .25L.

. b. Where the amount of a'claim is in dispute (or :
unliquidated), do not deposit compromises or partial payments until the
Solicitor advises that the obligation will not be discharged by depositing
the remittances. Record compromise or partial payments on claims for

disputed amounts. on the Undeposited Remittances Register.

4. Bid Deposits. Bid deposits received by the Bureau on’

- competitive sales may be held without the preparation of receipts, deposit,
or transfer until successful bidders are determined. High bids being
considered for rejection may be held until the offeérs are accepted or
-rejected. As soon as the successful bidder for each tract, or bid item is
identified, process bid deposits as follows: ‘ :

_a. Issue receipt ard deposit to appropriate receipt amount.

b. Return deposits to bidders. If picked up, have the persons
authorized to,receive'the-deposits_sign for each item returned.
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- .Prepératioﬁ of Deposit Ticket. Usé Déposit Ticket, SF-ZIS, to make
all deposits (see Illustration 1). Use these prenumbered documents in numerical .
sequence. ' : ' - »

1. BIM Collections. If deposits are mailed to the Federal Reserve

Bank, confirmed copies of the Deposit Ticket are Teturned directly to the
Service Center Director, S€D (D;BIOﬁ‘by the depository, Tf lecal depesitories:are
used, -the confirmed Dep051t ‘Ticket (DT) is returned to the. depositing office -
which forwards it to the SCD (D-510) with the Collection Data Sheet, Form 1370-35.
" In either case, SCD (D-510) matches the conflrmed DT to the Collection Data
Sheet submitted by the depositing offlce. ‘Files of the confirmed DT are main-
tained by the SCD (D- 510);”conf1rmed copies are not returned to the depositing

offlce. ‘

a. Handle deposits with local depositories, jincluding Federal '
Reserve Banks, as follows: ' ' A ' .

. (1) Take the original, depository, and confirmed éopies of the
DT with the deposit to the local bank., The depository completes. block eight
and returns the confirmed copy. B ' S
(2) From the confirmed copy of the SF-215, Dep051t Tlcket,
enter the confirmed date in block flve of the memorandum copy and the agency
copy of the DT. . : : 4 . o
-(5) Submit the memorandum copy and confirmed copy to SCD (D-510).
(4) Retain the agency copy with all supporting documentation,

b. Mail deposits to Federal Reserve Banks are handled as follows:

(1) Mail the original, depository, and confirmed boPies of the
DT with the deposit to the Federal Reserve Bank. '

'(2) Slmultaneously, Submlt the memorandum cepy to SCD {D- 510)
(3) Retaln the ageéncy copy Wlth all Support1ng documentatlon.
2. Collections for Other genc1es. BLM officials must not make de-

pOSltS to another agency's accounts (courtesy deposits), unless the total amount
of the deposit is for credit to the other agency. :

a. If courtesy deposits are made, use the Agency Location Code
(ALC) of the other agency in block 3 of the DT, and show the name and address
_of the other agency inm block 9, Also, use the other agency’ 's ALC in endor51ng
' checks.

‘ (1) Courtesy deposits with local dep051tor1es including Federal
Reserve Banks are handled as follows:
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o | "~ (a) The ofiginal, depository and confirmed copies of the
- Deposit Ticket are taken with the deposit to the local bank. The depository
will complete block eight and return the confirmed copy. -

, (b) From the confirméd copy of the SF-215, Deposit Tickét,
enter the confirmed date in block five of the memorandum copy and the agency
copy of the DT,

‘ (c) Submit the memorandum copy and confirmed copy to the .
agency for whom the deposit was made. Furnish sufficient information so that
the other agency can identify the collection. . S

\

- (d} Reproduce the‘agency copy and submit it te SCD (D-510),

(e) Retain the agency ¢opy with all supporting
documentation. : ' :

. (2) Courtesy deposits mailed to Federal Reserve Banks. are
bandled as follows: ' '

(a) Mail the original, depository, and confirmed copy of
the Deposit Ticket with the deposit to the Federal Reserve Bank.

(b) Simultaneously, mail the memorandum copy to the agency
for whom the deposit was made. Furnish sufficient information so that the
other agency can identify the collection. B .

(c) Reproduce the égency copy and submit it to SCD (D-510),

o (d) Retain the agency copy with all suppdrting
documentation. : : - ,

: (3) If collections are divided between BLM and another
. .agency, deposit BLM's share to the appropriate account and the other agency's
- share to account 14X6875., Transfer amounts for other agencies by SF-1081. or
schedule them on SF~1166 for payment by check. Forward an information copy of
the SF-1081 or SF-1166, together with copies of related bills, to the
- receiving agency. o ' '

3. Adjustments or Errors. If an error is discovered after the
Deposit Ticket has been released to the depository, the ticket may not be
recalled or corrected by the depositor or the depository.

a. If the Deposit Ticket has been understafed, the depository,
not the depositor, will prepare an additional Deposit Ticket for the
difference. Handle the additional Deposit Ticket as in .33Bl and .33B2.

. b. If the Deposit Ticket has been overstated, the depository will
prepare a Debit Voucher, Standard Form 5515, for the difference and submit the
memorandum copy and the confirmed copy to the address shown in block seven of
the Debit Voucher. : ' -
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_ c., If a mistake is made in the ALC;‘not{fy sCh (D-510) to take
necessary action. . o

C. Sorting Deposits. Federal Reserve Banks have specific requirements
for sorting and listing items for deposit, ' :

_ 1. :Amount. ‘Attach an adding maghiné-tépe to each Deposit Ticket
shbwing the amount of each item deposited. Do not sort if 'the number of items
for deposit is less than 25. B -

2. Groups{ If the number of items per'Deposit Ticket exceeds 25,
- sort items into the following groups:

a. Checks drawn on the Treasury of the United States.
b. Postal money orders.

c.. Items drawn on banks and trust companies located in the same
city as the Federal Reserve with which the deposit is made. ‘ ‘

d. Items drawn on other banks and trust companies.

‘ : e. Currency and coin. For mail deposits, convert to money order
- or bank draft (see .33D). '

3.' Group Numbers. Prepare a separate adding machine tape for each
group, and identify each tape by group number. Also, prepare a tape of the
group totals to show the amount of the Deposit Ticket.

B

‘ 4, Commercial Banks. If deposits are made with a commercial bank,
consulp with that bank for sorting requirements. ' :

D. Conversion of Currency.  Lf deposits are mailed to a Federal Reserve

_Bank, cash must be converted to a bank draft at a designated depository at no
cost to the Bureau. If no depository is available, convert currency to a U.5.
Postal Money Order or to a bank draft from a nondesignated depository. Charge
the fee for the money order or bank draft to 'the appropriation current at the

_ time of purchase. Pay it from imprest funds if available. If imprest funds
‘are not available, pay the fee from personal funds and submit SF-1164, Claim
for Reimbursement for Expenditures on Official Business. Do not deduct the
cost of the money order or bank draft from the amount of the deposit or
convert cash to a personal check. '

" .34 TFederal Reserve Banks and Designated Depositories. Make deposits to a
Federal Reserve Bank, the Cash Division of the Treasury Department
(Washington, D.C. offices only) or to a designated Federal depository.
Depositories may be designated if the average monthly deposits are greater
than $100,000, if deposits can be hand carried to the depository, and if the
Treasury Department has approved use of the depository. Otherwise, mail
deposits to the designated Federal Reserve Bank. o
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A. Request for De31gnat10n.' Submit requests for de51gnat10n of a
Federal depository to the Pirector (820) at least 60 days in advance of the
date deposit act1v1t1es ‘are to commence for refetral through the Secretary s

" Office to the U.S. Treasury. Include the f0110w1ng

1. The Neme and Address of the Proposed Bank;

2, A Statement as to Whether the Proposed Bank is Presently
Designated as a Federal Depository; ‘

3. The Name and Address of the Bank Presently Used as a depository;

4, The Advantages of Using the Proposed Bank over the one currently
used (include such items as time and dlstance factors,’ securlty 1nvolved
extra services performed, etc );

l5._-The7Number of Deposits to be made monthly (projected for a year);

6, The Dollar Amoont and Number of Cash Collections to be deposited
monthly (projected for a year); - : - : T

‘ 7. The Dollar Amount and Number of Local Checks to be deposited
-monthly (projected for a year); .

‘ 8. The Dollar Amount _and Number of Out—of-Town Ghecks to be
deposited monthly (projected for a year);:

9. A Statement Advising of Any Estimated Increase or Decrease in.
items 5-8 above,

10. A Statement Explaining "Peaks" and "Valleys" indicated in items
5-9 above;’

11. The Date the requesting office would like the dep051t act1v1t1es
“at the proposed bank to be- effectlve,_end

- 12, Any Other Information considered relevant to support the request
(i.e., if the proposed bank is a minority bank).

B. Request to D1scont1nue Use of DeSLgnated Dep051tory. Submit -
requests to discontinue using a des1gnated Federal depository to the Director
(820) at least 45 days prior to the proposed termination date, for referral
through the Secretary's 0ffice to the U.S. Treasury. Notify the bank that the
Bureau proposes to discontinue use of the depository as of a specific date.’
Supply the Director (820) with the name and address of the depository to be
discontinued, the reasons for discontinuance, the proposed termlnatlon date,
and the total amount of deposlts for the last two fiscal years.

C. Llstlng of Federal Reserve Banks and Depos1tor1es. A list of
Federal Reserve Banks and Depositories authorized to receive BLM depos1ts (by
-mail or direct deposit) is included as Appendix 2.
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.35 Receipting for Collections. Prepare a written record for each
remittance received using the appropriate receipt form (see Appendix 6).
Filing fee remittances for simyltaneous oil and gas applications may be
documented and controlled by quantity based on the total number of filings .
processed. (See Appendix 4.) Written documentation consists of various types.
of receipts, transfer or return documents, bid registers and return lists,
undeposited remittance registers, batch control forms, etc. Document
collections made outside the office by the use of Form 1370-18, Temporary -
Receipt (see Illustration 7). When 1370-18 is used the following actions must
be taken: ‘ '

A. For Amounts Previously Billed. Remove all related bill/notices from
accounts or notices receivable and attach collection voucher copy of Form
1370-18 to the related collection voucher copy of the bill or notice.

B. For Amounts Not Prev1ously Billed. Issue a permanent bill or
rTeceipt and attach the collection voucher copy of Form 1370-18 to the related
collection voucher copy of the permanent form.’

C. TFor Collections Received at Office. Do not issue Form 1370-18
unless no other. form is prescribed. : :
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.4 Records. The records prescribed in this section document the receipt

and disposition of collections. As a minipum, they must show daily

collections as they relate to amounts deposited, returned, transferred to
- . other offices, or retained as undeposited remittances. L

.41 " Daily Record of Cash Transactions, Form 1370~11. (See Illustration’
10.) ' This record is kept only by offices using receipting and validating
machines. Prepare this record from receipting and validating machine
totals and send to the accounting unit. The accounts clerk verifies
collections recéived, and uses this record with the related Deposit Ticket,

- for preparation of Collection Data Sheets, Form 1370-35, '

42 ﬁndeposited Remittances Register, Form 1370-16. (See Illustration
12.) This register is used .to control collections which are not for
immediate deposit. :

A. Maintenance, Form 1370-16 is maintained for negotiable
collections not to be deposited within 24 hours. This includes :
unidentified remittances, collections (in total) for competitive bid sales,
and other items to be returned to the remitter or transferred to other
offices in the form received. Convert currency and coin to money orders.

Postings to the register must. be made daily.

B. .Posting of Competitive Sales. Post only the total amount of
~collections received for competitive bid sales. Support the total by the
bid register, adding machine tape, or list of bids. :

C. Posting of All Other Undeposited Remittances. For all other
undeposited remittances, make a separate line entry for each item.

D. Removal of Items. Annotate the disposition of remittarices, such
as the number of the Deposit Ticket, Collections Transmittal, or Notice of
Return Remittance on the register. '

l. Collections Not Billed. Do not treat courtesy notices issued <
on Form 1371-16, Notice of Payment Due (Automated) and Form 1371-19, Notice
of Payment Due (Not Automated) as accounts receivable. Report collections
related to courtesy notices and timber sales reported by method 2 {.25K2b)
as not billed. ' ‘ :

A

a, Summarize collections on the collection copy of one or more
-Collection Data. Sheets, as needed. : '

b. Destroy the bill copy of the Collection Data Shéet,.submit
- the second copy to the SCD (D-510), and retain the third copy to support

the Deposit Ticket, SF-215, and notices/receipts collected.

2., Unearned and Suspense. Report collections deposited to, or: [ —
transferred from, unearned and suspense accounts as not billed (Transaction
Code 34), Report refunds on Document Fact Sheet, Form 1310-5.
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3. Undeposited Remittances. If the Undeposited Remittance

Register‘réflgctg a balance at the end of the month, report the balance
with the last group of Collection Data Sheets submitted for the month.

4. Automated Grazing Collections. (See Manuél 1371.32.)

E. Submission of Documents. Submit Collection Data Sheets to SCD

1Tt

(D-510) as completed, accompanied by an identified adding machine listing
showing the date, office, and document number. On the closing date of each.
month, note the machine listing to identify the last number for the month.

" F. .Collection Data Sheet File. Maintain a file or notebook in which <=

numeric order. o :

43 Collection Data Sheets, Form 1370—35.

the originating office copies of the Collection Data Sheets are filed in

A. Purpose. This form is prescribed as an input document in the
automated Financial Management System. It is used to report and classify
amounts. billed and/or collected by the Bureau, including collections for
other Federal agencies, which are not included in a specific automated:
billing and collections system.. "It is also used to transfer amounts from
the unearned and suspense accounts to receipt, appropriation, or other fund
accounts when such amounts are earned or applied. The automated system
eliminates the manual preparation of collection, accounts receivable, and
application of receipts registers. Reports are produced by the SCD (pD-512)

and furnished to Field Offices monthly. .

B. .Coding, Use the following codes on Collection Data Sheets, Form
1370-35 (see Manual 1371, Illustration 8), and in all phases of the

" financial management systems.

1., Document Type (éee H-1684-1, Fund Coding Haﬁdbook).

2, Transaction Type (see H-1684-1, Fund Coding Handbook).

Handbook).

3. Fund Symbol an&:Avaiiablé'Year (see H-1684-1, Fund Coding:

4. Type of Land, Indian Tfibes, Commoditj (see Table 1).

' 5. Geographic Statés and Counties (see General
Administration Geographic Location Codes).

B
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C. Reporting. For accounting and repo:tipg purposes, divide
collections. into the following categories: ' :
1 Collection Previously Billed. 'ClaSSify trespass debts,
grazing fees based on actual use, timber sales, fees which are not _
cancelled for nonpayment, and other amounts which represent a firm debt at

the time of billing as accounts receivable. Report collections related to
- accounts receivable as collections previously billed,

a. Report collections on the collectioh copy of the Collection

'Data Sheet which was initiated when the bill was issued.

‘ b. Report collections individually, by bill oumber, in order
to relate the amount collected to the outstanding decount receivable,
Submit the collection copy to the SCD (D-510) and retain the third copy to
support the Deposit Ticket and paid bills. . : ' o :

.44  Deposit Record File. 'Maintain akfilé that contains for each
"deposit: ' ' : ) ' '

A.  Copy of the Deposit Ticket,

B.. Support Documents for each collection deposited.

C. Daily Record of Cash Transactions, Form 1370-11 (offices using
receipting and validating machines) or daily adding machine tapes or
collections registers of all collections received by mail and '
over—the-counter (office not using receipting and validating machines).

45 Billiﬁg File.. Méintain_a file to hold.copies of all advance

billings until collection is received. - \

Y

-

A. Examples of Billings. These include the following:

1. 1371-22 Bill For Collection. Used as a bill/receipt for
timber sales, trespass other than grazing, copy fees billed to State or

municipal agencies.

2, 1370—37'Grézing Bill. Computer genefatéd. District Qffice
receives green and yellow copies of the 1370-37 from Service Center
personnel to hold for correction. The customer is autdomatically billed. -

_ . 3. 1370-38 Grazing Bill. Manually generated. . Used to manually
bill for grazing when the computer billing would not be timely, or for
‘supplemental billings, crossing or trail permits, grazing trespass or other
grazing related billings. Green, white, and yellow copies are held until

' collection is received. . '

. "4, Billings Prepéred by the Area Office. All billings prepared
by Area Office personnel must be forwarded to the District Office as soon -
as possible. '
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i

.5- ﬂeports._

 .51 Age Analysis. 'Annuallj,'as‘of_November 30, prepare an aging andlysis
of items in the Unearned, Suspense, and Budgetary Clearing account,  and review
old items with responsible officials to ensure that current action is being
taken. ' : : ' ' ‘

A. Aging Analysis Schedule, Form 1370~13. (See BLM Manual Section
1371, Illustration 6.) List all items in the dccounts over 6 months old."
Show sufficient detail in the "Curreat Status™ column for a reviewetr to
determine the status ‘and what additional action is needed. Include. the date
of any follow-up made on items sent to another office in the "Date of Last
Action" column, = S ' T S -

B. ‘Aging Analysis Summéry, Form 1370-14, (See BLM Manuai_Sectioﬁ 1371,
Illustration 7.) - ' B ' :

T. Totals. List theidoliar totals for current items; items 6 to 12
months old, items 1 to 2 years old, and items over 2 years old.  Also show the
number' of items in the curremt category for statistical purposes.

2. Reconciliation. Include a reconciliation of the
‘computer—prepared analysis of accounts with the actual documents on the _
summary. Ip State Offices, the analysis of Unearned Accounts is signed by the

. Chief, Division of Technical Services, The analysis of the Suspense and
. Budgetary Clearing accounts is signed by the Chief, Division of Management
Services. In other offices, the head of the office signs both,

C.. Submission to State Director. Submit Form 1370-13 and 1370~14 to
the State Director within 15 workdays after November 30 for review.

D. Submission to Service Center. Submit Form 1370~13 and 1370-14 to
. the 8CD (D-515) with any comments, within 20 workdays after November 30, The
- 8CD (D-515) will review the reports, prepare a consolidated summaty, and
‘advise the heads of offices within 40 workdays ‘of any areas or specific items
needing attention, with a copy to the Director (820), ‘
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. .6 Receipting and Validating Machine Procedures. - Receipting and valldating
- machines are used in Field ©ffieces where the volume of transactions justifies.
 their use. They provide 1mmediate accounting control over collections.

.61 Concept and Use. The machine is used to” process cash and other .remit-
tances. It is not used to process documents such as. Journal Vouchers Voucher
and Schedule of withdrawals and credits Voucher and Schedule of PaymentS, or
Certificates of Dep051t :

A. Location. The machine should be located near'the=pointcnhere'appli—
cations are filed. . Lo : K
B. Operator. The machine is operated by the receiving clerk (cashier).

~ An alternate cashier must be named to perform the duties of the cashier during
absence and to ‘assist during heavy workload periods. ' |

'C. Operating Instructions. Machine instruction for operators and
supervisors are contained in Appendix 1, Operator-snpervisor User's Guide for
Receipting and Validating Machines. o ' :

.62 Controls.

A, Machine Controls.

1. Sorting. The machine permits sorting collections 1nto groups,
and produces totals of collections. ‘

2. Validation. Both remittances and receipts are validated with the
date, fund code, transaction number, and amount. FEach collection is then
"related to the receipt. : '

3; Journal Tape.. A journal tape is produced showing date, fund code,
transactlon number, and. amount for each item validated. :

A, Regort'TaEe. A Teport tape of amounts received for deposit, the
total amount in each fund code, and the machine totals is produced at the end
of the accounting period. Totals may be cleared several times daily and
printed on the report tape. This permits sending collections to the accounts
section several times-daily when volume makes it necessary. Fund and machine
totals are cleared at the end of each day s business.

5. Clearing. A security code is required to clear fund code and
machine totals. This is a function of the supervisor and provides security.
Totals " may be read as needed by the cashier.

_B. 0perations~Controls.

1. Securitj.. Each cashier must have a lock box or drawer to secure
collections during the day. The cashier must not clear operator, fund code, or
‘machine totals. In addition the cashier should not make deposits or returns.
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) 2. Processing, Process collections immediately. Do not delay pre-
paring the machine validated receipts for any reason, including preadjudication.
Forward collections to the accounts section for processing and deposit at least
daily and more often when large volumes require it. ' '

- Remittances. Send customers with over-the-counter payments to the
cashier, when possible, Forward remittances received through the mail to the
cashier as soon as possible. : o '

- .63 Opefatiqg'Procedures.

A, Afrangement and Priority of Work, Sort work by categories to speed
processing. -Handle over-the-counter. transactions as ‘received, :

7 - B, Fund Codes. _Machine'fECOrd collebtidns.in the fund code assigned to
the type of collection involved. (See Illustration 10.)

C: Vaiidﬁtiéns.
1. Basic Rules:.
a. ‘Jalidate‘eéch:remittance and receipt or biil.
b. Produce an accounting recqrd for eéch tranéactioﬂ.
c. Use‘separéte transaction numﬁers for eadﬁ transaction,

_ d. When one remittance is received for several filing fees, or for
amounts previously billed, wvalidate a separate receipt for each application,
lease, or bill previously issued. Use the same transaction number for all
receipts issued and for the remittance. o

e. When one remittance is received for a filing fee and other
remittances are received for advance payments on the same application, use one

receipt and transaction number for each.remittancel . .

: 2. Validation Seqaenées. The validation sequences are contained in
‘the Operator-Supervisor User's Guide for Receipting and Validating Machines.
(See Appendix 1.)

. D, Receipt Forms.

1. Form 1371-22, Bill For Collection (see BLM Manmal Section 1371,
fllustration 1) is validated for accounts receivable collections and advance
payments on accounts receivables. - . .

2. Form 1370- 41, Receipt and Accounting Advice (see Illustration
2) is issued and validated for remittances involving deposits to either the-
Unearned or Suspense Accounts, when a case file must be established, or when
subsequent processing requires the remitter's name and address.
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3. Form 1370-42, Record of Remittance Received (see Illustration

"4), is validated and issued for remittances for copy fees and for any '
remittances for which the cashier does not need to establish 2 case file.

.4. Form 137]1-16, Notice of Payment Due (see BIM Manual Section
1371, Illustration 12), is validated for payments received in connection
with automated billings. i

. 5.  Form 1371?18, Update or Notice of Payment Received (see
I1lustration 22), is validated for advance payments received under the
automated system. ' : ' '

E. Unidentified Collections. Record unidentified collections by
issuing a Form 1370-42 (fund code 16) and transferring the receipt and
remittance to the accounts section to identify the purpose of the payment;
when identified, the remittance is returned, transferred, or deposited, as
appropriate, and the validated receipt is attached to the return, transfer,
or new receipt document. Deposit collections which are not identified
within three working days to the Suspense Account or return to the sender
for identification. The transaction must be entered in the Undeposited
Remittance Register for control. Any remittance that exceede $1,000 N
nust be deposited immediately. I ' :

F. Interim Reading. The remittange'total for deposit items may be
read at any time to permit the transfer of remittances to the accounts
section. ' ' : '

1. Reconcilistion. The employee receiving remittances from the
cashier must run an adding machipne tape of the remittances to check the ‘
accvracy of the report tape before the remittances are accepted., If errors
are found, they must te corrected as outlined in the User's Guide.  The
journal tape of transactions remains on the machine, and deposits are not
made until totals are cleared and each fund and machine total i1s reconmciled.

.64  Processing Errors. Examples of errors most’ commonly made in :
processing items through the receipting validating machine and the correction
procedures to be applied are contained in the User's Guide. Corrections are
~documented on Form 1370-15, Corrections and Summary Sheet (see Illustration
i1). ' ' : :

.65 Opening and Closing of Machiﬁe Operations._-Machine‘operations are -
opened and closed by the employee designated by the Cffice Head.  Cashiers
rust not perform this function. Procedures are covered in the User's Guide.

. A, Cash Transactions Record, Form 1370-11. (See Illustration 10.)
Use this form to maintain a record of totals read/cleared from the machine
daily. Attach the form and the report tape to Form 1370-15 and forward to
the dccounts section persomnel. They support the Deposit Ticket and the
Collection Data Sheet. : - '

_ . Rel. 1-1483-
BLM MANUAL 5/29/87

Supersedes Rel. 1-1260



1372 - COLLECTTONS

-7 Eees. The Bureau charges users of lang or BLM sponsored services a fee
tor the use of that land or service. Generally, there are three types of
“fees; use fees, tiling fees, and copy fees.

.71 Use Fees. Generally these fees are éharged'for one-time or short-term
use cf lands, such as recreation sites, or for removal of mineral or
vegetative‘materials, such as. sand or firewood. “1hese fees are usually set
locally based on the fair market value of the materials sold.

_ .72 Filing Fees. These are fees charged for the filing of application or
bther documents. for the use of public land Or 'resources. In'most'cases,' '

filing fees are not returnable. All filing fees are deposited to 140850,

Registration and Filing Fees. L ' '

.73 Copy Fees. These are fees charged for copies of official records
maintained by the- Bureau.- Copy fee collections are deposited to 14-1109,
Management of Lands and Rescurces. The amount of charges is set by the office
- head and should reflect the cost of manpower and machine use, plus the current
. percentage rate for administrative ccsts,-:ounded_Up to the next five cents.
In addition, a charge of $.25 is made for each certificate of verification and
seal attached to the authenticated copies. : ‘

A. Charges. Sales of copies of records on a credit basis to the
general_publiq are not permitted. Credit sales.to State and local governments
are permitted. ' : : i '

B. Waiver of Fees. The head of the office making‘copies may waive
fees, incluaing -the $.25 charge for certification, in the following~instances:

l. Amount.. If the total charges for producing the copy is less
than $3.00. ' '

) Z. Public Benefit. If the requester .can demonstrate that the _
information primarily benefits the public-as opposed to the requester. This
includes individuals or associations that have an official,fvoluptary, or
‘cocperative relationship with the Bureau in rendering assistance toward its
work, such as Advisory Councils or Boards. The fact that a requester is a
non-profit organization does not necessarily mean it represents the 'public
interest. Many non-profit organizations exist solely to represent the private
views and beliefs of thier members."

_ 3. Freedom of Information. Part 2, 43 CFR, contains the procedures
to be followed and the schedule of fees to be charged for Freedom of
Information and Privacy Act requests.. If the total charge for producing
coples is less than $25, the head of the office should consider waiving the
- fees. ‘
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o C. Furnishing Records Without Charge. Provide ome copy of official
records free in each of the following instances: : :

1. Gratuitous Publications. For unauthenticated copies of any
rules, regulations, or instructions printed by the Government for gratuitous -
distribution. ' ' : -

2. Information Media. To press, radio, television, and newsreel
representatives for dissemination through the media to the general public.

3. .Donors. To donors with respect to the original of their gifts.

4. Custom. When furnishing the service free conforms with generally
established business custom, such as furnishing personal reference data to
‘prospective employers of former Government employees.

5. Personal Benefits. To persons who require copies of records or
information from the records in order to obtain financial benefits to which
they may be entitled (e.g., veterans or their dependents, employees with
workmen's compensation claims, or persons insured by the Government).

6. Transcript of Hearings. Furnish a copy.of the transcript of a
hearing before a hearing board in an adverse action or grievance proceeding
without charge to the employee for whom the hearing was held.

7. Personal Record. To a persdn who has been required to.furnish a
personal document (e,g., birth certificate), for retention by the Bureau or
the Department. - ‘ ' R

8. State and Local Governments. To agencies of State and local
governments which are carrying on a function related to that of the Bureau or
Department, when furmishing the service will help to accomplish an objective
of the Bureau or Department. ' E :

9. Other Government Agencies. ‘For one copy of official records
which are required for official use by the officers of any branch of the
Federal Government. - -

10. National/International Groups. To national governments and
international agencies when furnishing the service without charge is an
appropriate courtesy. o '

~11. Economy of Operations. When providing the service free saves
" costs, or yields income equal to the cost, as in the case of cost—type
contracts. ‘ '
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‘ D. Type of Record or Service.. Fees are normally charged for the
~ following types of records or services: . -

1. Materials. These include items stocked for official use but not
for gratuitous distribution such as handbooks, study reports, etc. Most
materials are stored at .the Service Center and customers should be referred to
the Service Center Director (D-559B) unless the customer prefers office copier

. service. : : L -

2. Other-Papér Records. These include case-type rebordé, serial
pages, field notes, survey plats, land status and use records, and all other
records available to the public. : ' " :

3. 80G Lists. .These include both lists of parcels available for
simultaneous oil and gas filings and lists showing the results of the
drawings. The fee should be based on the average length of lists during the
previous 12-month period. Review the fees at the beginning of each fiscal
year and make any necessary ad justments, : =

. 4. Protraction Diagrams. These include plarning units, colorquads,
etc, : ) : ’ :

'5. Microfilm. These include papér copies from microfilm and
duplicating rolls of microfilm. : ‘ C

. 6. Microfiche or Aperture Cérds._‘These include both film and card.
duplication. - '

, 7. Typewritten Copies. These include proofreading. Charge by the
page. ' ' T

8. ADP Printout or Tape. Contact the Service Center Director
(D-200) to determine if the records are available. Personnel in SCD (D-200)
will produce them if they are and will (a) transmit them by wire if there are
20 copies or less, or (b) mail them to the requesting office if there are more
than 20 copies, or if requesting office does not have a terminal., ‘
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Glossary of Terms . .

- A -

Accounts Receivable: A firm debt for which a bill has been issued. Courtesy
billing notices and. ‘other' bills which are payable prior to the due date, or
cancelled if not paid, are not accounts recelvable._ :

Accounts Receivable, Installment: A firm debt for"which a bill has been issued,
but which is payable in regular installments over a period of time. ' The bill
is issued for the entire amount with an annotation of the amount due for each
installment. The entire amount of the bill is the accounts receivable,

Agglicatidn:f.A petition for the use of various. lands, resources, or services
of the Bureau. Usually an application fee is required. o
-B -

Bid Depbsits.(Sales): .An amount tendered with a bidhes'required by regulation,
' Usually one-fifth of the total bid is required. These deposits are usually-
returned undeposited if the bid is not accepted. :

-Bonds, Bid, (Contracts): An amount tendered with a bid on a construction con-
tract estimated to exceed 52,000 to guaranteé execution within a, reasonable
length of time and the prov151on of performance and/or payment bonds if re-
qulred - : :

Bonds Performance: This bond 1s'requ1red on all construction contracts over
$2,000 and provides a guarantee by a third party (surety) that. the work will
be done correctly and on fime.

Bonds, Payment: This bond is required on all construction contracts over
$2,000  and provides for the protection of persons furnishing labor and
_ materlals to the contractor for use on that contract.

-C -

Check, Uncollectible:  Checks that are returned from the bank ‘upon which .they
are drawn without being honored, usually because of'lnsuff1c1ent funds,
stop payment, or account being closed, :

Collections: -All monies reteived-in the course of BIM activities. Such monies
are remittances from the person submitting the funds,

Collections, Earned: ‘Monies received in the course of BIM activities for
services or value received, '

Collections,'Suspense. Monies received which are unldentlfled and must De
either refunded or transferred to another account,

Collectlons Unearned: Monies received in the course of BIM act1v1t1es that‘

-have not been earned but will probably be-earned in the future. Any not-
earned must be refunded. :

BLM MANUAL - B - . | ~ Rel. 1-1260
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Ccntributicns; Rehabilitation: Forfeited bonds or deposits for restoring land
surfaces after land-use contracts, leases, or permits, are completed.

Collections, General: Donations of money, services, or-property for the imprcveJ

ment, management, use, and protection of the public lands ‘and resources.

Contributions, Range- Improvements Monies received for. the administration, pro-
tection, and improvement of lands within or without a grazing district, Dona-
tlons may be made by prlvate contributions or by Grazing Adv1sory Boards,

Courtesy Notice: A notice issued as an advance. b1111ng before the Bureau actual—
ly earns the money. Such notices are not accounts recelvable.

‘Ccurtesy Dep031ts Monles collected for another Federal agency as a courtesy.
These may be deposited directly to that agency s account or to 2 Bureau.
account and later transferred. :

- Dt"

Degosit' - Monies dep051ted to a Treasury ‘account through the Federal Reserve Bank'

or through a de31gnated dep031tory

"—F .

Fees' Monies collected for BLM services or use of BLM lands, such as copy fees, . -

use fees, road malntenance fees, etc.
L -
Leases: An agreement for the use of BLM lands for a fee and for a set-period.
s . . ) . - = B

- R -

Receiﬁt Account: Accounts set up by Treasury for de9051t cf collections receiv-

ed for Speclflc purposes. Receipt accounts are ClaSSlfled by purpcse.

'Recelpts Available: Collections. that are avallable for expenditure pursuant to
law or agreement without further Congre551ona1 action.

Receipts, Unavailable: CcllectLOns that are not avallable for expendlture be-
cause further action is requ1red a limitation is establlshed or warrant

action must be taken.

' Refunds: Repayments of excess payments., Must be directly related to previously
recorded expenditures and represent reductions of those expendltures.

Reimbursement: Repayment for commodities,’ wcrk,-or services furnished or to be
furnished which will be credited to the appropriation financing such items.

Remittances: Monies remitted by customers of the Bureau. (See Collections.)

Rel. 1—1260.
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Tllustration 1
- : . . SF-2L5
1372 - COLLECTIONS : . ‘ : (.338)

Deposit Ticket

-
.
STANDARD FORM 215 (2716} DEPARTMENT OF THE TREASURY
s I oo ' EPOSIT s
PAESCRIBED BY DEPT. OF TREASURY . n “-cKET BUAEAU OF GOVEHNMERT FINANCIAL ORERATIO )
oer JMBER LDIGIT AGENC UNTING AMQUNT - . .
) STATION COD| AT N
DISBURSING FF&. L m - u
1 [ N’ T L L . .
334y [#5-12°0008 | “[alass.a9 sz |||
(B AGENCY USE

N
¥

r T
U-S. DEPARTMENT OF INTERIOR
BUREAU OF LAND MANAGEMENT NV45D

1% NAME AND ADCRESS OF DEPOSIME -

EDERAL RESERVE BANK ©

F KANSAS CITY

BiLDG- 50 DENVER FEDERAL CENTER! S iliTai Tuisolus uum i RS ma s o T

EENVEE% COLORADO BO22% 1 , ; . P
13) DEROSITORS TITLE, DEPARTMENT O AGENCY AND ADCAESS .Amnomzsu SIGNATURE - CONEIRMED DATE
B T U, TR WSO HEA T AT EMeNT o TrRanscaT ORIGINAL

1101 DEPUSITOR RETAIN THIS COFY WHEN MAKING DEPQSIT, AFTER RECEIVING CONFIRMED CORY FFGM BANI ILSErT I

SPRIBMED BATE IN BLOGK Ao, 51 28GVE ON THES COPY AND SURMIT THIS COMY WITH YOUR MONTHLY BEFORT 10 ‘ ' Mmomnum GOPY

DEPARTMENT OF THE TREASURY..

N RETAIN THIS COPY'
1 SRCSTARY RETAI TH ] ! DEPOSITARY COPY [
B o SUmM e LB T TR V8 K !AGENI:Y_ COPY
"0 TR B S Berop MU |cou'nnmrn CoPY
, .
INSTRUCTTONS

This form is de'signed. to be processed on optieal character regognition equipment.
411 entries must ba typed, single-spaced, horizontally, o

Typeovers, erasures, and other corrections are not permitted, . . . ’

American National Standards Institute's Optical Character Recognition A fout {ANSI OCR-A) 10-pitch type is to be
used if available.  Tf not available, PICA, 10-pitch may be used, .

Adjutant, advocate, artisan, courier, delegate, gothic, italic,scribe, script, etc, are not Acceptable.

Audit and Reconciliation Reports for depositor agencies. Volded forms are not accountsble to Treasury., The original
volded Deposit Tickets will be retained with agency coplies of good forms, ’ '

@Contﬂius 2 preprinted, six-digit number used by Treasury’s cam:rai accounting and reporting systems for gemerating
@Type the date the Deposit."l‘icket was mailed or presented' to the depository., The date consists of three, twn—digit,
single-apaced groups of numbers in month, day, end year order, seéparated by hyphens. ‘The first digit will'be to
.the left of the brocken line. For example, January 2, 1980, will be typed: O01-02-80, -
@Enter the Agency Location Code {81C}, formerly Accounting Stations Symbol, of the agency for whom the deposit is being
' wade. ALC's are single spaced, The firsc digit of the ALC will be to the left of the broken line. If the ALC is four
digits, it will be typed 1234. Tf the ALC is eight digits, there will be a dash sfter the second and. fourth digit,"
1. The ALC for the Buresu of ".aud Management is 14-11-0008, - . R . .
2. On courtesy deposits,. obtain the ALC from the other agency.

@Type the amount of the deposit. Normal punctﬁation, commas, and decimal points are used but omit ddlla-!: and cent
signs. The first digit is typed to the left of the broken line, For exemple, $§9,999.99 will be typed 9,999.99,

@ To be used only in the case of courtesy deposits.  In this case, enter the office name, address, and the fund tc which
< the deposit is to. be made. If move than one fund is involved, show the amount applicable to each. .Courtasy deposits
can be made only when the entire amount belongs to the other ageney, If a remittance is split between BLM and another
agency, deposit the other agency's portion to the Budgetary Clearing Account, 14F3875(11), and transfer the amount
due to the other agency by SF 1081 or Government check. ' The BIM portion will be deposited to the "applicahle agecunt.

\GJEnter the name and address of ‘the depository. -

Type the name aund address of the agency for which the deposit is made. It must mgree with the ALC in ‘block three.
1. 1In the case of deposits for BLM, the-address is: . . :
U.S. Department of the Interior ’ :
Bureau cof Land Managament
Bldg. 50, Denver Federal Center - X
Denver, Colorade 80225 - - .
Enter your office ¢ode after "Bureau of Land Management''to aid in identification.
2, In the case of courtesy depssits, obtain the correct name and address of the other agency.

BL, N .
LM MANUAL Rel. 1-1260
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1372 - COLLECTIONS

Receipt and Accounting Advice

subpeer:  ASGN ® !
. Agplicant:

o
0.G, Campbell

BOY 3847

UNITED 8TATES

DEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT

RECEIPT AND ACCOUNTING ADVICE

SUN OIL COMPANY

DENVER;, GO 80133

anfW¥. &-11-KX 1 0 1104 1 © 25,00 @

() s

®

~vo. 1223502

. Assismor: @
‘THEASE MAKAGEMENT DATA ™ Tiugw_ [hppaTe . CIPAYMERT]
| ORIGINAL SERIAL NO, ASG. | TyPE ] ST | CTY. FUKD SYMBOL ACRES/UNITS RATE °
@ W 0344 . A 0GP Q56(037 - |1 4 5 003 4000 $1.00
AMOUNT ANV. DATE | EXP:DATE | BILL V(] S| DISTRICT - | NEXT BILL | MISC. DATA LofM ACTUAL UNITS
$4000.00 | 5/1/XX [4/30/%X |1 vr Wi &/30/%% :
ASSIGNMENT SERIAL Nt - asu. 1 rTyeE | 8T | oTY. FUND SYMBOL ACRES/GNITS RATE
AMOUNT ANV. DATE EXP. DATE [BILL CYC | s/ | DISTRICT | NEXT BILL | MISC. DATA LofM ACTUAL UNITS

APPLY REMITTANCE .

T ACTION FUND SYMBOL - CTY. AMOUNT Remarks:

" FILINGFEE 14_085,0

. RENTAL

' UNEARNED

. REFUND

» TOTAL :

' AMOUNT D] BY: Q\ LM( © DATE: //

Lease in Escrow? . ) . FOR MMS USE ONLY - .
T xese OF Tntaresy? [BICIEE FOREST REFUGE
: ~
L] Anto Escalutes Operating Rights! NUMBER .
1} Auta Remew? Onerator 3Cs GECTION
Bond Filed? CODE cdae

UNEARNED FILE COPY
COLLECTION VOUCHER COPY

ACCOUNTING ADVICE COPY.

CASE FOLDER COPY

RECEIPT

Illustration 2
Form 1370-41
(.258)

CINSTRUCTICNS

INSTRUCTIONS :

This form is used for all collections
for which ancthar form fs mot
specifically prescribed, including
deposits to uneazmed accounts =nd
new, update, or payment transactions
required by the Antomated Lemse
Management System.

" AILl Sectisns of the form marked
with muber one are completed by
the cashier, . .

DISTRIBUTION:

Upon completion of all sections
indicated above, the cashier makes -
the following distributions of the
coples: b

Unearned ¥ile Copy and Collection
Voucher Copies to Accounts
Section, ’

Accounting Advice and Case Folder
coples to the Adjudication Section
through the Dockets Seetion.

Recelpt Copy to the customer.

‘These Sections are the respon-
sibility of the Adjudication -
Section but may be completed by
somwe other sectlon depending
upon local offlce proceduras.

In various offices this may be a
cashier or an accounts clerk,
Up to three limes of data can bé
entered in each section. -

If more than three lines are .
needed to complete the data,
reproduce the Accounting Adwice
Copy.

DISTRIBUTION:

Opon completion by the Adjudication
Section, the Accounting Advice Copy
goes to the Accounts Section,.

Complete this section by marking
in the blocks, NEW, UPDATE, or
PAYMENT,

BLM MANUAL

Supersedes Rel, 1-1260

Rel. 1-1483
5/29/87



Il.l.ustration 3
Form 1370-25

1372 - COLLECTIONS (.25L2a)

tedger Card

UNITED STATES Name - ’ : Date Contract Number
DEPARTMENT OF THE INTERIOR . .
BUREAY OF LAND MANAGEMENT Jehn Hinton : . .| 8/14/80- . _38-080~T30-140
- . Term | Enstallment Amount .

Address 512 Kent Street

|

| s

. Salem. Oregon 97304 Tand {Circle)

R dcswr__®  osgpo

District . :County Bond T
Cocs Bay: . Coos Bay . 520,000

Management Area and/or Unit . !Legal Drescription
Coos County, Oregonm (0 & C)

24 months . | s10,000

LEDGER CARD

BRE___%,

Timber

4549 M ft. Douglas Fir g3 21.75 $ $8,940.75 N M ft. @s s
123 . mit Hemfock -~ gg 12,10 g 1,488,30 . M. -2 H _
2 M. Red Cedar g% " 5.95° k] 11,90 - - Mft . @3 3
T Mit " e§ o S STO0 G09S M @s . 5 B
: M ft s . ®5 - -3 . Mf. - 2% k4 .
e ] M it, ) @3 3 M ft. 3 3 T

Remarks or Notes:

A . . CUTTING ACCOUNTS RECEIVABLE : ™ contr
BATE ; REFERENCE AND DESCRIFTION REPORTS ° bEeT ] menrT —. SALES | eaL anen
8/31/80 ‘ Contract #140 : - ‘ 100,440.95 |  100,440.95
8/31/80 Ist 1Install. 1370-1 #A-74516 . 10,000 ¢ 10,000 | 90,440,95
9/15/80 2nd  Install, 1370-1 #4-50512 10,000 ° ‘ 10,000 ’ 80,440.95
| ao ]
! | | ]
] . |
Form 1370-26 (August 1969) | o : . {continued on reverse;
INSTRUCTIONS
INSTRUCTIONS: This form'is used to record the balance due '(unmatured) on timber sales '
contracts involving partial pzyments. One copy of .the form is prepared
for each’ timber sale involving an ummetured balance. Ledger cards are
majntained by the District Offices.
o
- 1
' i . Ral, 1-1483
BLM MANUAL .
. . ) ' - 5/29/87

Supersedes Rel. 1‘12.60



Illustration &
Form 1370-42

1372 - COLLECTIONS (.63 D3}~

N
‘'Record of Remittance Received

Form 1370-42 UNITFD STATES

(Cerotir 9781 UPARTMENT 01 THE INTERIOR | T '
BURRAL Ol LAND MANAGEMENT
: ;o T
RECCRD.QF REMITTANCE RECEIVED : ‘ K :
RONOT ACCEPT AS RECEIPT J g
- 18] . 4/13/79 1 0 1109 3 . - - $25.00
COPY FEES B . j
Apply : =
p— =l
Retund g
=
Addinonal bue
Authorized ofticer frignarire) . * | Date
|

COLLECTION COPY

ACCOUNTING COPY -

CASE COPY

RECELPT

- INSTRUCTIONS:

NSTRUCTIONS

This form is uged wifh receipting and validating machines only. Primarily it is used for sale of copies,

unidentified remittances, and cash, transactions which require an immediate issuance of & receipt.

DISTRIBUTION:
PURPOSE QF THE RECEIPT
COPIES Purpose Net opy Fees 80G Filing or Other
Tdentified’ Similar Collection Type

Collection Copy (White)

Accouﬁtiﬁg Copy (White)
Case Copy (White)

Receipt Copy (Pink)

BLM MANUAL

“Supersedes Rel. 1-1260

To Accounts: Supports
deposit, refund, ete.

To Accounts: Supports -
. items removed from

Undeposgited Remittance

Register, ’

To case file, if
applicable.

To remitter or destroy.,

To Accounts: Supports
deposit, refund, etc;

To Reproduction Unit:
Returned to Accounts
to advise of refund,
ete, '

ketained by Reproduction
Unit to support orders
for copies. File chrono-
logically.

To remitter with records
delivered or mailed.

To Accounts: Supports
depesit, refund, etc.

To Adjudication: Returned

to Accounts to autherize
refund, deposit, ete.

To Aﬂjudicaticn: To case
file.

To remitter or destroy.

Rel. 1-1483

5/729/87



T1iustration 5
Form 1370-36

{.25P1)

1372 - COLIECTTONS

Permit Fee Envelope
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1372

Payment . Statement

COLLECTIONS

Fotm 137010
(Hovenber 1964
Aformerly 4—1143)

UNITED STATES
DEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT

. PAYMENT STATEMENT

Nuntber

Dat

- :
6/20/80

Sesial Number

%] Statement of under payment or overpayment

__} Debit or credit memorandum

Name Rollin C. Goddard
2920 3. Enright Drive

Biloxi., Mississippi 39530

7Y bemir )
§ _168.00 Amount payable 5.
o 160,00 A;nount paid ‘
L Balance ‘payatle ta B;ueau . 5,
5 o .__.Other fSPEC*IIJ e ___.‘__ 5_

Remarks:

@ CREDIT

Amount paid

© __ Amount payabie

___Balance due emitter

. Other {specify)

R el gl
(Signature)

don o

Supersedes Rel.

bistribution Continuad:

Undérpayments:

~Origl - To vemitter. .
Dupli i To unpaid bill or notice file; supports the

‘when paid.
Triplicate: To numerical file,

Quadruplicate:

BEM MANUAL

1-l049

To unpiad bilt or notice file;

Deposit Ticket,

to case tile when paid,

Illustracion &
Form 1370-1¢
(.2641)

INSTRUCTIONS

INSTRUCTIONS:

Igzaue this_fpm whten a.collecrion is
greater or less than the amount due, or
to becowe due, provided: (1) ‘There is

-time for the remitter to pay the addi-

tional amount and comply with the regu-
lations; © {2) the payment will not be
corrected through adjudication or orher
billings; and (3} the amount is a
valid debt to the Goveroment,

@Number consecutively {beginaing

with "1I" az the beginniug of ‘each
fiscal year; also, show the related
bill or receipt number. ’

Complete this section if the amount
rveceived is less than the amount
that was due,

Oaamplete this section if the amount

received is more than the amount
due; show the fund sumbol to which
the overpayment was deposited,

DISTRIBUTION:

Overpayments less than $1.00: .

1. Amounts classified as Accounts Re-
ceivable,
© Original: Use to prepare and support
Form 1370-35 increasing accounts
Receivable; file numerically.
Duplicate: "Attach to collection
voucher copy of bill to support
the lleposit Ticket.
Triplicate: .To case file. -

2, Amounts classified as Accounts
Receivabie, )
Original: To numerical file.
Duplicate: Atlach to collection

vouchéy ¢opy of nmotice to support
the Deposit 7Ticket. '
Iriplicater To .case file.

Overpayments §1.80 or More:

1. Amounts classified as Accounts
Receivable: .
Same as. 1. above except prepare a
fourth copy and file with unpaid
notices until the amount is earned
or refunded; use to support the
- SF-1166, SF-1081, ete.

2, Amounts classified as courtesy
payments
Sazme as 2 above, except prepare a
fourth copy and fite with unpzid ng
notices until amount 'is earned or
refunded; use to suupoart 5F-1166,
SF-1081, ecc.

Rel. 1-1240
in/28/82



_'Illﬁs tracion 7
Form 1370-18

Dae G750
Ri,cened$/._? pl é Q..

On account of .

" Recvived from: .

BUREAU OF LAND MANAGEMENT .

TEMPORARY RECEIPT

sc-e uf A5 (Zw Fo0e37 39 ..

| (.35)
1372  COLLECTIONS
Temporary Receipt
F rorm 147000 : __UNITED STATES . :
P s % DEPARTMENT D THE INTERIOR 25432
. turmerly d=1191

Lredit is subject fu -
" clearingof any checks.
This is not & permit,
: iu.-ense or lease.

o L—
Green - Collection Voucher Copy

' * g X
Canary - Numerical File Copy

1

INSTRUCTIONS:

DISTRIBUTION:

while avay from the office,

Original - Give to the individual making thp payment _

Collection Voucher Copy - Furnish

Numerical File Copy - Retaln in book

LINAG

"This form is prescribed for collectioms of any kind whxch -are made

“to the account:.ng office with the remittance.

Rel. 1-1260
10/28/82



I1lustration 8
Form 1370-31
(.25
1372 - COLLECTIONS ‘

Bid Bond Control Register

Form 137931 - UNITED STATES o ‘ - ’ 5 '
{Pecomber 1960) DEPARTMENT OF THE INTERIOR - . : ;
BUREAU OF LAND MANAGEMENT \

BID BOND CONTROL REGISTER

: DATE | FINAL ACTIOR
DATE | - =D - AMOUNT :
" RECEIVED REMITTER . - |wumEER | OF BOND

BID CONTRACT | BOND DEP. ~
OPENED AWARDED RET. TO SUB.

3/20/81] J. K. Smith _ 11.20-14f $5,000 . |3/20 3431 [4/15 i

INSTRUCTIONS: Thls form is used to control bid bonds submltted in response to an . Invitation to Bid.
Bonds of unsuccessiul bidders are generally returned in the form received; the boud of the

successful bidder is deposited to the suspense account and refunded when petformance or other 3
bonds are received. .

, ' ' ' . , Rel. 1-1260
B30 MANTAL . : o ’ 10/28/82

Supersedes Rel. 1-1049



Illustration ¢
: o Form 3108-3
1372 - COLLECTIONS _ (-ETAJ-'E(E))

01l and Gas Rental Deficiency Notice

T

© INREPLY REFER TO

UNITED STATES ' 1372 (943)
DEPARTMENT OF THE INTERIOR :
BUREAU OF LAND MANAGEMENT

Cheyenne, Wyoming 82000

Date March 9, 1980

OIL, AND GAS RENTAL DEFICIENCY NOTICE
This is to inform you that your annual rental payment on Federal qil and gas lease, serial
. number 12345, received in the above office on March 8, 1980, was

. deficient in the amount of $3.00

Pursuant to Title 43 of the Code of Federal Regulations Section 3108.2—1(b) you have.fifteen'
(15} days from the date of receipt of this Notice ot until dulé date of lease, whichever is later,
to submit the total bajance due to this office. Failure to pay balance due will mean that the

lease will have terminated by operation of law as of its anniversary date.

(Authorized Officer)

'Farm 3108—3 (December 1971)

o - ' Rel. 1-1260

BLM MANUAL 10/28/82

Supersedes Rel.1-1049



S . . ) ) " I1lluatration 10, F.lge 1

. o : Form 1370-11
1372 - COLLECTIONS (.41}
Cash Transactions Record
f
Fozm 117011 . UNITED STATES : NuMBER ,
(July 1979) . DEPARTMENT OF THE INTERIOR : CLOCRE - TRANSACTION
BUREAU OF LAND MANAGEMENT ’ | OPEN CLOSE . __OPEN CLOSE
) ) 1 5 1000 1193
CASH TRANSACTIONS RECORD ) - Oftice wt |Date 4712781
R EEIOET e N O O |
Filing Fees ' 140850 1 1,323.00 (160, 00) 1,223.00 - 1,223,00 J
- R/W Reatals _ - 142469 2 723.00 723,00 (113.00) |~ 6l0.00
Copy Fees 14-1108 3 210.00 (10.00) 200.00 200.00
Romt of Land 141812 4 1,695,00 10,00 1,705,00 |~ ' 1,705.00
Mineral Leasing (PD) Folas003 . | S 1,201.00 o 1,201.00 ©1,201.00
Sale of Land and Materials - 145881 [ 524,00 . ) 624,00 B 624,00
Unearned : ' 146800 7 6,207.00 | ,297.00 - : 6,297.00
_ Suspense - - 14%6875 (1) | 8 610,00 : - 610.00 610,00
’ Rent and Bonuses, Land Leases 141811 9 ’ . B :
N 10
(O] S R
= . : 12
- 13 F ‘ .
Misceilaneous Collections @ - (See Reverse) 14 28.00 ' 28,00 . 28.00 |
Deposit Total : 15 12,711.00 . {100.00) 12,611.00 (113.00) 12,498.00 (@
Usiidentified (s 16 5.00 5.00 S 5.00
" Registe: Total 17 12,716.00 (100,00) . 12,616,00 (113,00) 12,503,00
Cash ) 12,005,00 12,005,00 12,005 ,00
Checks 19 711,00 (100,00) |- 611:00 | - (113,000 . 498,00
Tatals 20 12,716.00 . (100.00) 12,616.00 (113.00) 12,503.,00 @)
Eitot Corcections _ (1N n |- 45.00 _ O 45.00 45.00
Remarks )

INSTRUCTIONS

" INSTRUCTEONS: This farm is prepared by offices wsing receipting and validating machines.

The following porticns.are prepared by the Cashier: !

Transcribe from the journal r;apn_e totals updn ¢learing the machine.
Transcrike from Form 1370-15 (See Tllustration 11), -

From the Machine Totals columt add or subtract 1tems in Cashier Currect‘mn column. Eater the r,es.ul_ts in
the Eu'st Adjusted Totals column.

In this space asslgn receipt sywmbols 8s needed for Fund Codes 10-13,
‘Explain on the reverse of this form any items entered  an this line.

Enter only unidentifiable items received bat not for deposit, at this time.

@@@@ oS

Enter machine error correctlens on this. line.

" The-followilng porctions are prepaczed hy the Accownts Section Persoanel:
@ Enter mapual corrections made by the Accounting Sectf.on.

From the Adjusted Totals column add or subtract items in Accounts Corrections column and enter the results
in the final Adlusted Totals columm.

Total all columns,

@ This tetal gives the toral collections processed during the day.

"BLM MANUAL ) . ) . ’ : Rel. 1-1483
Supersedes !i’el. 1—1260 V_ . o . . V 5/29/87



- 1372 -~ COLLECTIONS

Corrections and Summary Sheet

Farm 137015 . ,
(Jsavary 1976) UNITED STATES . Shele;zwmae’) Dm4 /12479
DEPARTMENT OF THE INTERIOR o g
BUREAU.OF LAND MANAGEMENT flice ivomiag State 0ffice
o~ CDRRE_CTI'ONS AND SUMMARY SHEET i} (K] Carhier X Amwms
N TRANSACTION NUMBER FUND.| o FUND
INCORRECT . " vomsn . CORRECT Cﬁr.f LN?EE‘“'E CODE DE‘-:-&EASE
: . . 3 14 ¥
1040 1041 . 1o4z . U 1 U (..3)_ —
1604 : : . C . 1| 10000
1054 B o 5 1 10.00 | 3 10.00
1099 . o , ' 2 | 113.00
!
SUMMARY @ t
Fonm i INCREASE DECREASE | NET¥OR <) |ZSND | INCREASE | DECREASE NET t OR ()
1 100.00 (100.00) 9
24 . 113,00 (113.00) 10
3 ) 10.00 (10.00) 11
4 . 12 )
5 10.00° 10,00 12
6 14
7 i6
)

Explanation of Samples »f Correction Transactions:

Fund- Code 1 - Check for $10 entered as $110,

Find Code 2 - Check for $113 determined to be non-uegotlable

Fund Code 3 - Check for $10 for rent of land validated intc copy fées.’

Fund Code 5 - Check for $10 charged to fees, cutrected to charge rent ox land

BLM MANUAL’

Supersedes Rel. 1-1049

Illustration 11:
Form 1370-15
(.64)

INSTRUCTIONS

This form is used by the, cashier
during the day to record machice
error corrections as they occur.
After clesring the machine, the
cashier records any manual error
corrections made. = Accounts
persomnel record any error correc-
tions they make during their audit.

The cashler provides the sheet
number, date, and Office. The
sheets are numbered cousecutivaly
beginning with one.at the start of
each new fiscal.year. A log i&
maintained for thls purpose if
‘needed. .

‘The cashier enters ingorrect
numbers as these are discovered
-during the day. 1In the VCIDED
.and CORRECT columns; the cashier
‘enters the action taken to make
Ehe ‘necessary correctians,

For each entry in the TRANSACTION
NUMBER .columns, the cashiar enters
the appropriate Fund Code from
SIMMARY on lower portion of this
form. '

(:)Enter money amount in appropriate

Incregse or Decrease golumn.

(:)Summary Section is completed by

the cashier and audited by the
-Accounts ‘Section persounel, The
summary data is posted to Form
©1370-11, (See‘Illustraticn 10.)

] This block is completed by the
Lasghier or the Accounts Clark
as sppropriate.

Rel. 1~1é60
10/28/82



Illuscration 12

. Forim. 1370-16
1372 - COLLECTIONS (-3342)
Undeposited Remittances Register
P UNITED STATES
(formerly 4—1716) DEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT 4
UNDEPOSITED REMITTANCES REGISTER
DATE REMITTER AMOUNT . RETURR TRANSFER DEPOSIT DATE REF. BALANCE
3/1 Allie Bryant 169 |oo) 160004 _3/4 76
L34 Whittaker-Bavis 1100 11 100 : 34 60
3/4 Phyllis T. Davidson 120 |16 120 |16 3fs | DT 119
3/4 Cuimore Development Ca. 1,170 |00 1,170100 3/5 DT 119}
3/4 James Whitmore 7 319.[82) a19jaz)-  3/s | o7 1ie
/s Johe Zellipgo 432 170 432 70 ) 3/7 61
3/5 Stuart Dominick 2,18000| 2,180 o0 3/7 77
3/12 Phillips Petfoleum Corp.. 3,121 16! 3,121 16 3/14 78
3/14 | Lackamove Industries 701 jo0 ' 701 |poj-  3/16 | pT 123
3/i8 George M. Cooper 10 log! 1oi00f  3/20 | T 126
- i UL : H
__3."21 : Princeton Tne. 100 100 100 100 /23 DT 135 ;
TOTALS 8,325 184 443 70 5,461 16 2,420 98
[ : e
) ‘ . o _
: T !
i —1 E
i
i ;
_ e S A | L
i
INSTRUCTIONS
INSTRUCTIONS:
This form is maiptained by all effices to establish control and accountability for ‘collections which are not .
deposited immediately, such as unidentifiad remittances. - : .
Except for items exemptad by 13?2.33, amounts op this register mus: nob vemain undeposited at thea end of the
accounting month; any undeposited remittances orher than . those specified in .33 ave Jdeposited to 1435875 - iussense.
On the last day of the aceounting lY!Um‘-iJ; report the balance undeposited to the Service lenter Director ‘o-512)
-on a-Collection Data Sheec, Form 1370-35. ’ o '
[ N i
1, 1~ .
BLM MANUAL Re I-1360

. Supersedes Rel.. 1-1049

16/28/82



. IXluetration 13
Form 1370-21

1372 - COLTECTIONS - ‘ {Appendix 5)

Notice of Return of Remittance

Form $370-21 . UNITED STATES o Date
e a4 vy DEPARTMENT OF THE INTERIOR - March 23, 19XX
) BUREAU OF LAND MANAGEMENT ‘ Office
J _ ‘ - _ Idaho S0 (m-gso)-
NOTICE OF RETURN OF REMITTANCE ‘ “Serial Number
' o ' I.24567
| I James B. Smith
Nume 680 Russell Avenue
City & State Burley, Idaho
Zip cede 51&26
Youz X7 check [ 7] money order numbered DM/501 , dated  March 18,. 19XX
drawn on First National Renk, Burley, Idaho
located at 'Burley, Idaho . e

in the amount of § ~ 25.00 , is returned herewith for the following reason:
(] After inquiry, it does not appea} that this remittance pertains to the Bureau of Land Management.
{__] The remittance has not been signed by the maker. Pleasg sign and return promptly to this Office.

B The check must be endorsed before it is negotiable by the Bureau -of Land Management. Please endorse and return
the check promptly to this Office,

{_] This check has been repiaced by a new remittance received from YO

7] The remittance 1is negotiable by a party other than the Burean of Land Management. Please submit a new remit-
tance made payable to the Bureau of Land Management. :

L The éheck_ is post dated. Please submit a new check.
[ 7The ﬁame or‘address of the bank is not shown. Please submit a new check. -

[:} The wording of the endorsement of the remittance prohibits its acceptance by the Government, Please submit a
new remittance. .

[] The figare amouhf: ‘of.the check does not agree with the written amount, Please submit a rew remittance.

[ This is a duplicate payment Accm‘ding to our records the amdunt was originally paid on e
by ) . Therefore, your remittance is returned herewith.

[ﬂo.ther Advance rental payment not required with Simltaneous Filings for oil and gBE

leapes.
/a/ Welby A. Henson : : Chief, Division of Mansgement Services
T (Sipnature) : {Title).
- : ' _ Rel. 1-1483
NUAL : : ‘ S : 5/29/87

Superseded Rel. 1-1260



Illustration 15

. - I Appendix 5
L N - ' 1372 - COLLECTIONS : (Appendix 5)

MASTER RECEIPT LIST

PALE N : _ KASTER SECEYPT LIST C DATE

) NYOKING : ‘ 01702/ 80
LEKSE LOCATION
NUMBER  ASG TYPE ST CTY . FUND SYMBOL  BILLEE WAME AND ADORESS  DUE=DATE  AMT=DUE  ANT=REC REC=OATE
. .-.-.-;-.-;-'ru-.-.-.-.---.-q-‘-.-gu.-.-.u.---...-.-.-‘-.-.-.-.---.-*-.-|-.--‘----l-ccqq.-.-.otqq-.u.-.-.-'-.l
ED 24790 0G P &® 035 14 . F00% o1=01=-8(  s100.00  s104,00 12=20- 79
c . _BELCO PETROLEUM CORP
: £30 3RD AVE . . :
e 4 £ CE R e L A 11 - -
l-..l‘.ﬂ'-i‘ﬁ.l"Ul-.,IﬂlUQOQIIIGUQCQI.-II.‘.ﬁl‘..'ﬂ.l'III‘&'I.IRIIIDII-I"‘f"-.'.-.-...UIIIllIIi..'-.tt-.'|
L0 24790 A QT P 49 015 ia 5003 01+01= 80  sae.6e 134,468 1272079
. : BELCD PETROLEUN CORF ) . ‘
. . 830 3KD AVE ) :
- - . - I 4 N A 1 ) T REWCYURKWY ToUlT X - “_""_—'“_" et
'.Q-’si-'l'-.-.-i-i-'-‘-.--'*'h...-.-‘-i-t-'..u.u.-.l.""'-'-'-.-.-t-'.'-"i"‘l.‘-i-.I'Il’.t-t.t.t.'t'-iu'u. :
E0 29548 a6 P a9 DI |8 5003 ‘ oteo1= 80 ss4z,67  ss4z.8r 1220-7 9
ELEO PETROLEUM £TNP
: 830 IAD AVE .
A OO R TSY T TTRER YORK WY T TTUTTTRWRTY T B _ T T
X t-i.oan-t-,ﬁ-ﬁ..ii-l-|-l-0-0-u-.-i-.-t-.ufutu.ing FI L] " AR hegnd !-ll.-l.l.ﬁiQ-‘It-i-tiintnl-l....-.i-ill
N 1337 A 0G A a9.043 (2 $894,8803 : o1=01=8 ) s80.00 380,00 i2-19= 79
- . . © ANENKDA PEYROLEQR TORP~— = - "7 ' .
i P G BOX 2040 : s
CTOCF 182 1% £ S e e £ 2 1 S
N ...-’....-.-.-.-.—-Q_-‘-'-.-.--l.....-.-t.‘-‘l'-.-‘-.Il. AL Il Ll L L4 -'-t-'-l-i‘-..-'D.-‘&..Q---Q.ﬁi..’q
» 1ya0 00 A a9 009 12 3804.280) : o1=0t=8 () #s0.00 580,00 12=19=7 9]
HUCKABAY E DOYLE : ‘
. ) . - P 0 BUX 983 ‘
- B - A 2 U7 S lam.m o 0T ST s e e

.u.-g-Q-.-.-.-.c.-..-.-.-.-.-.-.-|-0-...-‘.-.-.-&--1'-'-‘-'-t.-&-c-t-'-.dlﬂﬁ'.ﬂt"!-l.l‘.-I-Q-'-Qwiva-.‘t---.-.--
N 1240 A 0G A 49 D03 32 5;95..503 01=01~ 80 540,00 §40.00 1271970
. - : THE FUNDAWENTAL OQIL CORP : i
2014 MERCANTILE BANK 8LDG

D ARt - AR B 1. S DALY TX ' _ (- 11 ) et -
RS LI DI RISl DI P LT E Ll Ll ey DY Lt . amgw 1 3 .lll-Ill.-_."'.-l-.Ut'.-l-l-l-I-I‘.‘-l-0-‘-‘!-’
w2130 06 A a9 045 (2 5898,480) | ‘ . 0220180 8220,00 840,00 12=20-7 9|
’ WOLF ERYING - ' : .
: 308 LINCGLN TOWER BLDY . ’
’ TTTTUTUER R LeR DERVER TU - og20y i -
bbb ) UNDER PATHENT OF 1180,00, 1F THE MALANCE I3 NOT FAlD 8Y DUE OATE, REF,

A3 CYRy=“TERNINATION ACTICN ll" EE INITIATED 8Y THE STATE OF ISSUE.

t-hll-'-t-tnt-i-t-n-t-..a-.-.-l-.ct-lntct-Q-Q-t-.-.-tnn-i-t-l-tccI.ntnt-tﬂﬁ tetagufatedad I I I T TT]

) Instruccions

The Master Receipt List is gencrated 'by the computer for offices using

antomated billings. One copy is sent to-Accounts where it is ;na.m-
tained, for referenze and pibl;c uge.

BLM MANUAL

| 1. . 1-1483
Supersedes Rel, 1-1260 Rel. 1

5/29/87



- Illustration 16
Form 1370-12
(.25B2)

1372 - COLLECTIONS

Unearnéd Collections Volume Control

. Fomi 1370-12 " UNITED STATES ' Office
ey hoen)—17an, DEPARTMENT OF THE INTERIOR

.BUREAU OF LAND MANAGEMENT Idaho ‘State Office

UNEARNED'COLL ECTIONS VOLUME CONTROL Velume 3

bare Docuumnt wemsase | aepio meruep | ACCuMULATIVE

April | 116294-116999 79,612.00 S | 26,612.00 j

5/16 | 1166-111 : ' ' 5,000.00 | 24,612.00 |

5/21 | 131017 - _ ' 1,000.00 : 23,612.00 ‘
‘May | 117000-117180 |  13.218.00 | . © 36,830.00 |
_6/11. | 1166-112 o : ' 2,160.00 | 34,670.00 ;
_ 6/16 | 1166-113 : 3,109,00 | 31,561.00 i

6/19 | 1310-17 T 1 2,6i3.00 ~ 28,948,00

6/22 | 1166-114 T P 1,232.00 | 27,716.00

June T 1177181-1172320 . 7,891.00 35,607;90

INSTRUCTIONS: This form is used to control unearned - Or, suspense receipts. It must be

-maintzined in the front of each volume of receipts. Record all collections, transfers, and .
refurds. This provides a cumulative balance of the receipts in the volume at all times.
Prepare in the original only. ’

BLM MANUAL - Rel. 1-1260

i0/28/82

Supersedés Rell-1049



" 1372 - COLLECTIONS

Debit Vougher

Tllustration 17
. Standard Form 5515-
(.28%)

STANDARD FORM EG15 [REV. 8-781

[rnegcn:’%w DEPT OF TREASUAY : . DEBIT voucu ER

DEFARTMENT OF THE TREASURY
BUREAU OF GOVERNMENT- F|NA-MCIAL OFEHATIONS

- VOUCHER DATE OF DEBIT TO U.5. B-DIGIT OR 4- OIGIT AMOUNT
. NUMBER TREASURY'S ACCQUNT AGENCY LGCATION CODE [ALCY
M M D D Y Y
' 124 i (33 1) H
i . | H N H
IEiSELB [u:uﬁes-?a 73-00-0001 ] |4i927.00

UMGLE SPACE Ry [NFRIES ON.THIS LikE
] A NGEMAL P TIATIOR  GMaT 3 Mgk

(5

. UNCO} LECTIBLE
ITEM

(5} CEPQSITARY USE

CHECK Mo . 123 OF JOHN JONES. DTD-

B2-21-78 ’

ID ADDRESS OF DEPOSITARY

FEDERAL RESERVE BANK -
RICHMOND. VA. 23213

¥ THAT THE 4P0VE SMGLN® 4AlllekD!l 13T e aTED 0t

it THE 2%URY ON THE DT
R N SR

D ECTIRLL 1TEVFS SayE BLEN DT

OTHER
{Expign in .
Biock & - 1
r B (V) NAME AN]
ACCOUNTING DIVISION
OFFICE OF BUDGET AND FINANCE
SMALL BUSINESS -ADMINISTRATION @ e
'J441 L STREET~ N.W. ROOM 41O
¢ WASHINGTON. D.C. 2041k G

19) GEPOSITORS TITLE, DEPARTMﬁNT DA AGENCY AND ACDRESS

f JAUTHORIZED SIGNATURE

DEPOSITARY FORWARD THIS DOCUMENT WITH STATEMENT
OR TRAKSCRIPT OF THE U 5, TREASURY ACCOUNT OF THE
SAME DATE v :

ORIGINAL

TR TRy
CEFOSITARY FORWARD TO DEPOSITOR: DEPDSITOR SUBMIT THIS
COPY WITH MONTHLY AIEPOAT TO DEPARTMENT OF THE TREASURY

| MEMORANDUM COPY

i —
DEPOSITARY WILL AETAIN THIS COPY

| DEPOSITARY COPY

e B TS e mvmt et ey
DEPOSITARY FQRAWARD TO DEPOSITOR

CONFIRMED COPY

INSTRUCTIONS ;

Standard Form 5515 -is prepared by the depository,

Upon receipt, enter the fund symbol number immediatel&
to the left of the words "Debit Voucher™ on both copies.

See BLM Manual Section 1372.28B for distribution of copies.

BLM MANUAL

Supersedes Rel, 1-1 260

“Rel, 1-1483
5/29/87




1372 - COLLECTIONS

Remittance Inquiry and/or Advice -

‘Illustration 18
Form 1370-9
.28£)

o UNITED STATLES
DEPARTHENT OF THE INTERIOR
BUREAD OF LAND MANAGEMENT

Fom 1370-.9
{August 19743

REMITTANCE INQUIRY AND/OR ADVICE
° o .
Mr. Conrad L. Dempsey

L709 Crittendon Street ,
Forest Glen, hhryhpd .

Your [:! cash grﬁorlu?y oder. [ }check number 486

in the amount of § 10,00 has Lbeea depo;sited. ’

draft, or money order.

name of lessee or applicant.

-] Date

July 25, 1981

‘[Torfice :

Washington, D. C.

Reference: Bill or Receipt Number

1370-20 - #3T06L3 -

| Debit Voucher

iT

C/D Number
102

Serial Number

E-10234 5

deted July 3, 1981, .

drawn on  First Natlonal Bank -locatedat Washington, D. C.

1. [X Checl: was returied by bank as uacoliectible. Please replace promptly by cashier’s or certified check, bank )

2. [} Check was returned by bank ag uncollectible. Your offer or application is rejected as unacceptable.

3. [ We ase unable to identify purpose of remittance. Piease advise prompily showing purpose, lease mumber, and

was paid

4,1 Acco:diué to our recuids, this amgunt for
: (Purpase}
on ’ - By _
(B=te) . {Lessee or Applicant)
Pleas® advise promptly,
© 5. ] other :
. - i
/s/ legrand T. Myers Finance Officer
(ﬁign;aldrc) (Tille)'
' R REMITTER

INSIRUCIIONS: This form is prepared for utéclléctible checks returned to Tressury, remitianses which

’ canpot be identified, and remittances which appear to be duplicate payments, If it is definitd
‘that the remittance is a duplicate payment; it may be returned immediately with Form 1370-21,
Notice of Return of Remittance. : B ) g )

Distribution of Copies: Original - Remitter; Duplicate - attach to bill/receipt copy in unearned,
suspense, or unpaid bills f£ile; Triplicate - to case file; Quadruplicate - chronological file,

. HIAMANUAL - Rel. 1—1260_ .
' ' 10/28/82

Supersedes Rel., 1-1049



IMustration 19 ‘
_ ' . Form 1370-8
1372 - COIMICIS o ‘ ‘ ) ' (.29p)

Collection Transmittal

_* UNITED STATES : . o
DEPARTMENT OF THE INTERIOR i INSTRUCTIONS
BUREAU OF LAND MANAGEMENT : : .
: Prepare in duplicate. Forward eriginal with

COLLECT|°N TRANSMlTTAL‘ ’ . ;e!mittance and retain copy for chronolagical -
ile. . . ) ’

Ta! l o From: )
SD California (950) . : " - 5D Nevada (950)

-t

Enclosed is the following-described remittance appiicable to the accounts of your office.

(X]Check . [] Money order © [T Other '_ Filing fee s _
Dated /1 5/x% Identification number mvenes o .
. Serial 11umrbaf 0-276390 o - _ Oth;:r (,s_peﬂ'fy)
Type of app!icatig:lfr ::fgecas . TOTA[_. . | g 150.00
Name of applicant or lessee o Address (include =zip code} .
‘Milton T. Blake - ' o © 9208 Sheridan Avenue -

' Fresno, California 23489

itter (if ather) - ' .
Remitter (if other) T. Lindsey Alcove

[.] Please furnish. status report

7 Application and land status are transmitted under separate cover
o 1 3

] Application is attached

[ Applii:_atior_t is retained; forward green and goldentod copies of receipt to

Remarks
Payment sent to wrong office.
/s/ Philip Gordon
) (Author.ized Officer) .
7/19/%X R Chief, Accounts Section
. (Date) . . © {Title)
; ’ Form 13708 (June 1975)
BLM MANUAL : o . o Rel. 1-1260-

: ‘ 3 10/28/82
Superseded Rel. . 1-1049 =



T1lustration 20
i . D * Form 1370-b0
" 1372 - COLLECTIONS . : " (Appendix 5, Page 2,

Step 11)
Batch Label ‘
_ " INSTRUCTZIONS
" Form 137040 _ . R '

(July 1980) . guyrED STATES . . This form is used with the Range Manegement
DEPARTMENT OF_ﬁ-TTgﬁgﬁ : Autometed System (RMAS) and the automated-Lease
BUREAU OF LAND MANAG: ‘ Management System to show collection data on a.

. BATCH LABEL _ specific Deposit Tlcket
FOR DEPOSIT TICKETS Complate only those items followed with an
. RMAS AND LEASE SYSTEMS : ) - asterisk; other ltems are completed by the:

; control clerk in the 5CD (D 512).
[T} Other Agency CD * -

i ; Prepare original only, &ttach to documents ‘
State/Office* - ID-030 - (arranged in the order indicated below) and
i . submit to SCH (D-512) da:.ly.

Deposit Ticket

Number*  (10). 22 ARRANGEMENT OF DOCUMENTS

: Confir;xed date (12) If the Deposit Ticket includes 100

- percent EMAS receipte, staple the documents

Block Number  (13) ; ) together as follcws :

Range ot Lease ’ ‘ oo a. Batch label:

System Portion of § " 512.00 ; o

Deposit * - : ] . " b. -Adding Mechine Tape
Remarks

¢. Remittance Advices
d. System Control Documents

e, Deposit Ticket

A deparate Deposit Ticket and a separate
Batch Label must be prepared for RMAS
collections and Automated Lease Management
System collection,

*To be completed by Field Office only

‘Rel. 1-1483

BLM MANUAL 5/29/87

Superseded Rel. 1-1260



Illustration 21
-Form 1370-44

. . R (.25W)
1372 - COLLECTIONS )
Copy Work Request :
Form 1370-44" N UNITED STATES ' _ " |Reference Number
(June 1981) DEPARTMENT -OF THE INTERICR - : o )
BUREAU OF LAND MANAGEMENT . 1 1 5 8 0 5
" + |Date .
COPY WORK REQUEST : 9/4/81
Name - ' 0 A
] John James ‘ FOR BLM USE ONLY
T 7 z ;f - d') FREPAYMENT REQUIRED .
sl e oo . - - 500
Houston, Texes 13578 . : Paid by: [X|Check || Money order $
' (Payabie to BLM) :
Telephone Cashb $
. {include area codel} - ‘ .
] Prepaid account .
T waiting - E:l P“?k up (] Mt Account No. - - Balance - |$
' CERTIFIED NUMBER copies | UNIT
T OTAL
DOCUMENT OR RECORD {Type) ves | wo [Phoms Jorme | (Tetal | PRICE TOT
5 Maps ) b3 5 1. 5. 1.00 5.00
Over [.;myment of § to be refunded C?mpleted by Grand Total | § 5.00
by United States Treasury check — allow 30 days . -
- . h New . Iy
Refunds of Less Than $1.00 Upon Reques? Only Date- Balance
Remarks - . . )
FILE COPY'’
VoUTHER
= e r——r—-
: - : ) ACCOUNTING
—— ]
: RECEIPT |

" BLM MANUAL . - 485
Rel, 1-1

. 5/29/87
Supersedes Rel. 1-1260 -



1372 - COLLECTIONS

Update or Notlce of Payment Received

. - . . 1
NEW UPDATE PAYMENT - e - LY 4YEY ' _
@ o O €§EkERML* “T A5G N [ “ENG EMEOL
CHECK | QF ABOVE - : ]
@!’!‘. B3 15000 0GE)5 IZTJ.HI Hsnos
smnﬁm UPDATE OR NOTICE OF PAYMENT RECEIVED
) . ko0 . 50 20,00
Jack Jones - Tt @ e i Amount
Name
1245 Qakview Avenue i 21 475 - 1,3, 8
“Ame-Deie ExpDate Bl Cyde  Stahus Code
Addrens [£3")
Oklshoms Clty, Oklmhoma 73106 L
- Disteicls * Hwxt-BHl Date Misc. Dot
City & Stois Zip Coda R e
REMARKS: UalW  Actal Units Underpoy Aml.
137118 Dala of Payment ] Amaunt
September 1981
NEW  UPDATE PAYMENT } 1))
C ForABGYE SERIAL ¥ =] ASG | TYPE [ST[ c1v FUND_SYMBOL
+ CHECX !
o ES 5112 oslAasog'_r 1a|~ r5008.23h
YF .
Srete Nom UPDATE OR NOTI(_:E QF PAYMENT RECEIVED
» [ 3
Units @ Rote L Amount
; rrncams
I P
- Anv-Date Exp-Daty Bill Cycle Status Code
Address ; B [t
/
: - Diistricis MNext Bill Date Misc. Data
City & Slate Zip Code . -
REMARNS: . Uotm hetial Units Uaderpay Amt,
2/23/80 120,00
'3;1 18 Date of Poyment Amsunt
September 1981
NEW UFDATE  PAYMENT
a. SERIAL # «| ASG| TYPE |ST! CTY FUND SYMBOL
CHECK | OF ABOVE
ES 10608 OG‘A 18101 (12 | [5008.177'
_IF UPDATE NOTICE OF PAYMENT RECEIVED
State Moma
; ilﬂ] )
. . .
. . . nits @ Rl = Amount,
" Noma _ : c
. Pt /
. Anv-Dote Exp-Date Bill Cycle Stertus Code
Address ] . <C B
. Districls Next Biff Date Mise. Daia
City & Stute Zip Code n . . .
REMARICS: CANCEL O Uof M Actuat Units Underpay Amt.
TE Date of Paymant Amaunt
September 1981 N

Tllustration 22
Form 1371-18
{.63D3)

INSTRUCTIONS

—sL AV IV

This form is prepared by offices asing
the sutomzted lease management systam,
It may be used as an input deocument to
originate a new record, chznge an exist-
ing record, or report am advance payment .

Prepare & carben set of Form 1371-13.
Send original to the Service Centsr
{D-512) and retain the carbon copy until
original is returned with receipts,
transacticn list, master receipt iist,
" ete,, _from the Service Center,

The following items on Form 1371-18 are
referyed to as the "Seven Identifiers"
which must be completed to initiate a
new racord, change an existing record,
or report an adwance payment: i

State Name (Code) - Administrative

B State

@Serial Wumber of Leasé_

@Typa of Lease !
{4 ’Type Land

@State (location of lease)

@County (location of lease)

@Fund Symbol

The following items are completed only
as needed:

§ jSuffix - Used to indicate renewal
lease (bas¢ lease or 4, B,.C, ete,,
'if an assignment),

ASG - Used to indicate .lease has bheen
assigned out of base lease or another
assignment (4, B, C, ete,),

19)Units - Mineral - acres
Rate - rdte petr unit
Amount - units x rate =.billing for
full eyele.,

Anv-Date - Contract effective date
#xp-Date - Contract termination
: date o
Bill Cycle - 1 year, 5 years, etc.
Status Code Card Colamn 80 - current
state of record (Normal status-
blamk; C - Cancel; D - Delete;

. BLM MANUAL

Supersedes‘ Rel. 1-1049

ate,

@'Districts,- lands cases (self explana-

tory) .
Next Bill Date - lands cases {self
explanatory) :

Miscellaneous Datz. - lands cases
' (self explanatory)

@ﬁnit of Measure -lands cases {miles,
acres, ete.} .
Actual Units - lands cases (actual
acres, miles, etc.)
Underpay Amount - self explanatory

0 Date of Paymenc - self expianatory
Amount - self explanatory

Rel. 1-1260
1n/28/82



Ilustration 27
(Appendix 4, Page 5,
‘ ’ Step 36)
. . . 1372 - COLLECTIONS

Declining Deposit Account (DDA} Reconciliation Format
- I

:The following fofmat-shauld,be used when prepariﬁg the DDA reconcilistion:

: (+) . (-) Adjusted o Accounts )
Casseties Debits ) Credits Balance Contrel Difference;
¢! (2 " (3) IO (5) ' (6)
INSTRUCTIONS: !

(1) Enter the total from each Cassette and. the Grand Total.

(2) .Enter the amount of any Returns, Journal Vouchers, “and Deposits, by lock number
that have net yet been posted to the Accounts Control Ledger.

{3) Enter any Returns, Journal Vouchers, and Deposits by lock number, that have
not yet been posted to the DDAs,

(4) Enter the total of Column 1,. Less Column 2, plus Column 3
(5) Entér the balance from the Accounts Contiol Ledger

(6) " Enter the balance of Column 5, less Column 4 If the Balance is other thenm -0-,
it must be explained,

DISTRIBUTION:

Complete in the original format only and file,

BLM MANUAL

- Supersedeg Rel.

1-1260

 Rel: 1-1483
5/29/87



Illustration 23

. : Form 1370-%43

1372 - COLLECTIONS - (Appendix 4, Page'3,
’ ‘ : ‘ Step 15a)

Copy Fee Statement : i

Poem 1370043 ‘ L  UNITED STATES
(Augaat 1979) DEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT

COPY FEE STATEMENT

| . . 7T FOR QUESTIONS REGARDING THIS STATEMENT © )
. Joseph R. Jacksono = . ] ) PLEASE CALL
1211 T St. W.W. . :
Washiangton D,C..:20242

(307) 778-2220.

THIS IS NOT A BILL

WHEN MAKING A DEPOSIT OR ADDRESS CHANGE, PLEASE RETURN TOP PORTION GF STATEMENT.

/" STATEMENT DATE ACCOUNT NUMBER BALANGE FORWARD ™ [}
1/31/81 WY 0200 ' : - $34.00
7 DATE . . DESCRIPTION ] AMOUNT N
1/3L/81 806G Results List ' : o $6.00 |
' Name . Joseph R. Jackson ' ‘ : ' '$28.00l
ACCOUNT NUMBER 0200 - STATEMENT DATE 1/3t/ ig“&i’g_:ﬂ‘?‘"“ 1‘
BLM MANUAL : . ' : . . Rel. 1-1483

. 5/29/87
Supersedes Rel. 1-1260
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_ iAppendix‘l, Page 1
. ' .63c2
1372 - COLLECTIONS o

. PREFACE

‘This guide provides standardized operating instuctions for all systems on the
Burroughs Receipting and Validating (R&V) Machines.' The guide.is for the use
of cashiers (machine operators) and their supervisors in the Automated

- Receipting and Validating System. and the Declining Deposit Account System,

Questions concerning machine system procedures or operating instructions,
' requests for assistance or training, and requests for programming or system
enhancement are directed to the Service.Center Director (D-240).

Questions concernlng document flow, ecconnting systems, or collection and
receipting and validating procedures are directed to the Director (821).

~

BLM MANUAL  © =~ - - - 'Re]‘iz}ﬁfg?‘.
_ ; _ 2



xAppéndix 1, Page 3,

1372 - COLLECTIONS - .

CONTENTS
SECTION o | | o PAGE
PREFACE ...... U |
CONTENTS............. e e, e e e, .. 3

1. SYSTEM CONCEPT............;.......}.a.......,..,..-;.,.,.......... 5
2, DEFINITIONS...............L.............................t.....{... 7
3. BURROUGHS R & V INSTRUCTIONS. ... vvveevecsneacasnnsoononnsnnnsnanae 9
8. Program Key SEriP.....eueecercoreecnccansinncscnnnnncseneneeen. 10
. Machine StATt-UpPau.cevueeussaocsosarocsasnoerssnnnsnssssiasnoes 11
. PrOGTam LOBAINE. ...seneeoeeeoeeereassnnennessocansnsssarenaenss 12
« Operator Sigh IN.v.eescececsseacenasasesevreorasasonsvsassnsnsea 13
Receipt, One Receipt Needed-One Check or Cash....covvvnennneees 14
Single Advice, One Advice Needed-One Check or Cash............. 15
Duplicate Advice, More Than.One Advice Needed-Fees Same Amount-
One Fund Code-Applicants Same-0me CHecK, s.svrserevrensnoeeses 17
h. Additlonal Advice, More Than One Advice Needed-Different Fund
Codes-Different Dollar Amounts-Applicants Same or Different-
One Check.................................................... 19
i, Error Corrections.............................................. 21
4. BURROUGHS CASH CONTROL INSTRUCTIONS. ...vecveerooeroeccanncasnnnnes 23
8, Supervisory Instructions....veeeereeeeescenenscsnsonsnssoneneee 24
5.  DECLINING DEPOSTIT, ACCOUNTS (DDA) e uvrerennvneivnssacsssscnnenoseene 25
8., Program Key SErip.....uiiceeeenreecsnnoesssscnsonosasanossannes 26
b. Establish Account Instructions....vvieeeeeravinenccnnonnennnses 27
¢. .Establish Account-Add InStructions. ..ovsereveerereeraeassnncaen 29
d.” File Dump Instructions.. . .iv.esreeeiveeseoscnsionenanosannesesns 31
e. Partial Copy Instructions.....ccvee e eeenmenenonnnenennn cerees 32
f. File Maintenance, Account Add or Account Insert-Instrictions... 33
" g. File Maintenance, Data Change-Instructions..................... 35°
h
i
i
k
1.

[ RN Ufm

0.
»

. File Maintensnce, Data Delete-Instructlons..................... 37

. File Maintenance, Account Delete- ~Instructions........coveeeuu.. .39

. .Posting/Deposit InstructionS. . ueeunnnereseennsnnnnnnnnneeennnn. 41

- Statement Instructions.......ciuveiviiierunnrerennseennnannasans 45

- Label Making Instructions.....ecveeerereecnsnennnnnnnnnnnnnne. &7

"m. Master Print Instructions...................................... 48
n. Cassette Duplication Instructions.........eevevveonvvesnnnvenn. 49

o. Inactive Accounts-Purge Instructlons........................... 50

Rel. 1-1267
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Appendix 1, Page 5

1372 - COLLEGTIONS

'SYSTEM CONCEPT

The Bureau of Land Management, in its day~to-day activities, receives
remittances from the general public in payment for services, billings, fees,
rentals, and materials sold. The remittance received must be properly
safeguarded deposited, and recorded in accordance with Buréau, Department,
and Treasury regulations. To assist BIM personnel in performing these '
activities, the Bureau has purchased programmable accounting machines for
some offices. These mini-computers are used to receipt for and validate all
remittances recejived. Additionally, they are used to process other financial
~activities such as automated bookkeeping of declining deposit accounts.

The system's goal is to:
1 Provide immediate and consistant accounting control of coilections.
2 Automate receipt processing for all types of collections,

3 Automate the recording. of data for use by others 1nvolved in
proce531ng collectlons. :

4 - Automate the maintenance of machine records.

5 Eliminate dnﬁlicate recording and processing of data,

~ | Rel. 1-1267
BLM MANUAL - = , : o S L 12/10/82



CLEAR

DDA
FIRMWARE

FUND CODE
FUND SYMEOL
HARDWARE
INDEX

OCK

PK

R&V

READ

READY MODE

~

SOFTWARE

TYPE

BLM MANUAL

Appendix 1, Page?

1372 - COLLECTIONS

'DEFINITIONS

A machlne operatlon that resets the machine total(s) to
. Zero.

Declining Deposit Account The general public may deposit.
with BLM monies in an account which they can charge against
(see page 25). For example,‘coples of plats, maps, SIMO
Iists. - . e .

Used by some computer manufacturers to denote software that
is used for machine imstructions. For example, Burrough's

Firmware is a set of machine instructions that specifies a

machine's memory and storage capacity, printing speed, type
of keyboard, carriage length, etc. o ‘

Used to denote a machine code for recording. remittances
which are deposited against a specific fund symbol.

Used to denote a spec1f1e account to whlch remittances are

deposited.

Used to denote equipﬁent;

Operator must use the numeric—keyboard to enter data.

Operation Control Key A machine key used by an operator to

perform a spec1f1c function (a sub-set of a programmed

operatlon)

Program Key A machine key used by an operator to select a
programmed operatlon.

‘Recelpt end Validate Used to denote the recelptlng and
validating functions performed in remittances processing.

A machine operatlon that reads {prints) machine total(s)

- (The total is not changed.)

Used to denote a starting position of Bﬁrrdughs L9000 Series

~ Mini-Computer. The PK-1, 2 and 3 llghts are -on. (See

Burroughs Operator Manual )

Used by most computer menufacttrers to denote machine
instructions use by a computer for proce551ng data in a
specified manner,

Operator must use the alpha~keyboard to enter data.

Rel, 1-1267
12/10/82



Appendixkl; ?age 9

1372 - COLLECTIONS

‘Burroughs R & V Instructions

Basic machlne and operatlonal 1nstructlons for the Burroughs L-%000 serles'
mini~ computers are contained in Burroughs' Operator Manual for L/TC
mini-computers. Copies of this manual are supplied duaring installation of the
machine. Replacement/additional coples can be purchased from your. local
Burroughs Offlce. -

Spelelc step~by-step 1nstructlons for remittance processing using a Burroughs
mini-computer are .contained 1n this section of Appendlx 1 '

A Check for $2. 00 or $2.00 in currency is received in payment for a copy of
a Master Title Plat.

The cashier'needs to issue a receipﬁ onlv: therefore, the step-by-step.
CEIPT instructions are followed

- A check for $25.00 or $25 00 inm currency is received in payment for an 0il
and Gas Assignment Appllcatlon.

The cashier needs to issue a single advice, because a case record needs to
be created. . Therefore, the SINGLE ADVICE 1nstruct10ns are followed..

- A $100 00 check is recelved in payment for four 0il and Gas A551gnment
Applications. In reviewing the Offers, we note that each is for the same
dollar amount and that the appllcant and remitter are the. same.

The cashier needs to issue four nearly identical advices in order to create
four case records.. Therefore, the DUPLICATE ADVICE instructions are
followed. s Co :

- A $2030.00 check is received in payment for three Offers to Lease 0il an
Gas Applications. 1In rev1ewlng the Offers, we note that each is for
different dollar amounts and the applicant and remltter are the same or
different.

The cashier needs to issue four adv1ces which are dlfferent. Therefore, the
ADDITIONAL ADVICE instructions are followed, ' c :

L 1-1267

BLM MANUAL | ‘ Rel.
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Appendix 1, Page 10

BLM MANUAL

1372 - COLLECTIONS

B Program Key Strip

R & V-Program

PK1 .

PK2.
.*PK3

PK4

PK5.
PK6
éK?
PK38

PK9

"~ PK10

PK11

PX12

PKI13
PK14
~ PKI5

- PK16

'START PROGRAM

CLEAR MACHINE TOTALS
LOAD/DUPLICATE -

(Not Used)

- LOAD VARIABLES

. LOAD OPERATOR INITIALS

(Not Used)

* CONTINUOUS FORMS

. CHECK VALIDATION

DUPLICATE ADVICE

CUT FORMS

 ADDITIONAL ADVICE

. {Not Used)

(Not Used)

' READ ‘MACHINE TOTALS

(Kot Used)

Rel. 1-1267
12/10/82




Appendix 1, Page 11

1372 ~ COLLECTIONS

Machine Start—Ub

‘R & V Program
STEP o ACTION

1  \Depress Standby Button once. (Machine.comes to the "Ready Mode" with
PK-1, PK-2,and PK-3 lights: on.) : : '

) Depress Shift Lock Key.-'(Shift Lock Light tufns oﬁ.)‘

'3 Depress PK-1. (If PK-7 is 1lit, then the DDA Program is in memory. Load
the R & V\Program. See page 12, ) - _

4 Depress PK-lS.‘ (Machine prints totals on journal tape. All fund code
' amounts must be zero. If not have supervisor clear the machlne.

5 Check Date. (If not current, depress PK-5 and type month, day, and

year; e.g., OCT 10 79 and depress OCK-1.) (Machine prints OCT 10 79 and. 
VAL#. Have superv1sor enter proper valldatlon number )

6 © Depress PK-6. (Machine Prints: OP.)

7. Type your 1n1t1als and depress OCK-1, '(Machine Prints: the initials -
typeds ) : ' '

| S | | S Rel. 1-1267
BLMMANUAL o | 12/10/82



Appendix L, Page 12

STEP

1372 -~ COLLECTIONS

Program Loading
R & V Program
ACTION

Bring machine to thé Ready'mode if machine on. If machine off, depress.

- ‘Standby ‘Button once. _ . -

Check Shift Lock Light, Itkmust be -on. (Depress Shift Lock Key to turn
light on/off.} . . _ '

. Check in front of printhead. Paper or forms must be in front of

printhead. Repeated printing directly on the platen will damage the
printhead. _—

Place program cassette in'Statibﬁ 1.
Depress PK-3. {Machine Prints:  FID.)

Type the first file identifiction (FID) of the program to be loaded and

", depress OCK-1. (Machine Prints: the FID typed and FL when the program

is found and loaded. If NF (Not Found) is printed, repeat Steps 2, 5,
and 6 using the second and/or third FID. If unsuceessful, call R & V
Coordinator at Division of Records Systems, SC.)

Take cassette out of Station l.

Rel. 1-1267
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'Appepdix 1, Page 13

1372 - COLLECTIONS

Operator Sign.In

R & V Program -
Use when machine‘opefators change.
STEP , | . ACTION

o1 B;iﬁg ﬁachine to the "Ready Mode." (The PK-1, PK-2, and PR-3
lights are on.) : , : . .

2 Check Shift Lock Light, it must be on. (Depress Shift Lock'Kéy‘to
‘turn light on/off.)

3  Depress PK-l.
4 Depress'BK-G.. (Machine Prints: OP,)

"5 Type your 1nitials and depress OCR-1, (Machiﬁe Prints: The initials
typed.) _ ' .

‘State Office Code

R & V. Program
1 : Bring machlne to the "Ready Mnde (The PK-1, PK-2, and PK-3
lights are om.)

2 Check Shift Lock Light; it must be on. (Depress Shift Lock Key
©  to turn light on/off.) '

3 Depress PK-1,
4  Depress PR-7. (Machine Prints‘ SC )--

5 Type your State Office Code (CO for Colorado) and depress OCK-l
(Machine Prints: State Code,) . .

6 ‘_Depress OCK-1 (Machine Prints- *)

7 Type your BLM State Office MMS Code (05 for Colorado) and depress
OCR-1. (Machine Prints: State MMS Code )

BLM MANUAL ~ © ' - Rel. 1-1483
Supersedes Rel. 1-1267 ‘ : . ) : . . 5/29/8?



Appendix 1, Page 14

'I372 - COLLECTIONS

: Receipt .
One Recelpt Needed - Omne Check or Cash

R &V Prpgram
Mount Form 1370-41, Receipt and Accounting Advice on lower pinfeed at 12 and
107 for L-9700 and 116 and 211 for L-9938. Journal tape on upper pinfeed at
108 and 152 for L- 9700 and 212 and 256- for L-9938, - .
‘STEP_ o - ACTION
1 -.Bring machine to Reedy Mode.

2 Depress PK—l'

NOTE; With carriage open, adjust Form 1370-41 to place Red Line at the top ‘of
the black dotted section.

3 If 1370-42, insert in front of 1370- 41 until evenm with top of carrlage
‘ and even w1th r1ght~hand margln of the 1370-41,

If 1370~ 44"1nsert in front of 1370-41 to plaee Red Line at the bottom
of the Document or record block and even with rlght—hand margin of the
1370 41. o
If CHECK, insert check in front of journal tape.
4 ~ Depress OCK~l (PK-8 end PK-11 lights tﬁrn'on.)
5  Depress PK-11.  (Machine Prints: DATE.)
6 lﬁ_CHECK,-depress OCK-1., _(Machine Prints: 0.)
If CASH, depress OCK 2 (Machine Prints: 1.)

7 Index Fund Code and depress 0CK-1. (Machine Prints: Fund Code.).

8  Index dollar amount and depress OCK-1. (Machine Prints: dollar amount
index and summdry data on journal tape.) ' :

"%  Depress 0CK-4, (Machine opens its carriage.)_
10 Withdraw Form 1370-42 and make appropriate distribution.

11 liiyoﬁ need to validate another receipt, repeat steﬁs 3 through 10.

o | : Rel. 1-1483
BLM MANUAL o o : _ . . 5/29/87
Supersedes Rel. 1-1267 : . :
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1372 - COLLECTIONS

Single Advice
One Adv1ce Needed - One. Check or Cash

R & v Program
‘Mount Form 1370-41, Receipt and Accounting Advice on lower pinfeed at
12 and 107 for L~9700 and 116 and 211 for L-9938, Journal tape on
‘upper pinfeed at 108 and 152 for L-9700 and 212 and 256 for L-9938,
stEP S  ACTION i - .
1 Bring'machine to the Ready Mbde..

2  Check Shift Tock nght, it must be on. (Depress Shift Lock Key to
turn llght on/off )

3 Depress PK-l.

NOTE: With carrlage E' adJust form to place Red Line at the top of
- "UNTTED STATES" title at the top of the form,

4  Depress .0CK-1,
5 I£ CHECK, insert check in front of journal tape.
6 Depress PK-8,

‘7 Type subject and depress OCK-1. (Machine Prints: subject,
operator's initials, state office code and date.,) o

- 8 ‘;; CHECK, depress OCK-1. (Machine Prints: 0 and document number,)
If CASH, deﬁresS OCK-2, (Machine Prints: 1 and document number.)

9 If one Fund Code needed: '
Index Fund Code and depress OCK-l.
Index dollar amount and depress OCK-1.

~ If more than one Fund Code needed:
Index first Fund Code and depress OCK-1,
Index first dollar amount and depress OCK-~4,

Index OGK~1 or OCK-2.
Index second Fund Code and Depress OCK-1,
Index second dollar amount and depress OCK-4.

’,.J

© BLM MANUAL ' | - - Rel. 1-1483
Supersedes Rel. 1-1267 ‘ : : : 5/29/87
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1372 — COLLECTIONS

On the last Fund Code, index OCK-1 and last Fund Code, Index OCK-1,
index last dollar amount and depress OCK-l. .

.10 If applicant and-remitter'are the same as previous advice, depress OCK-1.
and PK-3. ' .

_'If New Applicant, .depress OCK-l tw1ce. Type new applicant - ub_to five
- lines, endlng each line with an OCK-l. )

If remitter ig dlfferent than applicant, depresa OCK—I and type up to

four lines, end1ng each line with an OCK-1.

If remitter is the same, type SAME and depress 0CK-1 four timeé,
11 Type seriél number and other pertinent data as'appropriate. |
12 Depress OCK—A? OCK—l,jand-reﬁove check.

‘13 For édditibnal documents, rEpeatlsteps 5 through 13.

| Rel, 1-1483
BLM MANUAL - | . 5/29/87
Supersedes Rel., 1-1267 '
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1372 -~ COLLECTIONS

Duplicate Advice ] ;
More Than One Advice Needed-Fees ‘Same Amount
One Fund Code-Applicants Same-One'CheckAo: Cash

R & V Program

' Mount Form 1370-41, Receipt and Accounting Advice on lower pinfeed at

12 and 107 for L-9700 and 116 and 211 for L-9938. Journal tape on

- . upper pinfeed at 108 and 152 for L-9700 and 212 and 256 for L.-9938.
STEP o S - ACTION

1 Bring machine to Ready Mode,

Z  Check Shift.Lock Light, it must be on. (Depress Shift Lock Key to

turn light on/off,)

3 Depress PR-1,

NOTE: With carriage open, adjust form to piace_Red Line at the fop'of the

'"UH?TED'STATES"-title at the top of the form.
4  Depress OCK-1, :
5 Depress PR-8.
FIRST DOCUMENT:

6 Type subject and depress OCK-1, (Machine Priﬁts: subject,
operator's initials, State Office code, and date.) . - ;

7  Depress OCK-1 or OCK-Z. (Machine Prints: 0 or 1 and document

number, )

8- Index Fund Code and depress OCK-1, -(Machine Prints: Fund'code.)

9  Index first dollar amount and depress OCK-3. (Machine Prints:

Dollar amount and summary data on journal tape.)

10  Depress OCK-1.

— 11 _ TypélNew Applicant -~ up to four lines, ending each line with.and

OCK-1.

If vemitter’ different than applicant,'type up to three lines, ending

each with and OCK-1. -

A

- If remitter same, type SAME and depress OCK-1 three times,
12 Type.serial mmber, |
13 Depress OCK-4.
BLM MANUAL ' _ : S Rel, 1-1483
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14 For next document, depress PK-10,

15 Type subject and depress OCK-l. (Machine will duplicate validationm,
name and address data.) ' : '

16 Type seri;l number ana depress OCK-4,

17 For third and subsequent documents, repeat steps 14 through.Iﬁ.
f18 Depress O/CrKey and‘insert check‘iﬁ front of journal.tapem
19 Depress’PK—Q.

20 Dgpress OCK-4.

21 Remqve check.

Rel. 1-1483
BL.M MANUAL 5/29/87
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- : ‘Additional Advice L
Yore Than Ovne Advice Needed - Different Fund Codes
‘ . Different Dollar Amounts : '

gR— : jApplicaﬁts Same or Different-One Check or Gash
' R & V Program _
Mbunt]Form 1370-41, Receipt and Accounting‘Advi¢e on lower pinfeed at 12
and 107 for L-9700 and 116 and 211 forx L-9938, Journal tape on upper
pinfeed at 108 and 152 for L-9700 and 212 and- 256 for 1.~9938.
STEP I ~ ACTION
1 Bring machine to Ready.Mode.'
2 Check Shift‘Lock Light, it must be on, (Depress Shift Tock Key to
turn light on/off.) - .
.3 Depress PK-1, .
— NOTE: With carriage open, adjust form to place Red Line at the tdpxof'the -
- "UNITED STATES" title'at the top of the form. I ' -
4  Depress OCK-l, |
5 Depress PK-8.
. FIRST DOCUMENT:
6 ‘Typé subject of document and depress OCK-1.
—> 7 Depress OCK-I or OCK-2. S | -
8 'gg one Fund_code needed: :
Index Fund Code and depress OCK-1.
Index dollar amount and depress OCK-1.
If more than one Fund Code needed: :
Index first Fund Code and depress OCK-1.:
Index first dollar amount and depress OCK-4.
Index OCK-1 or OGK-2, ‘ . R -
Index second Fund Code &nd Depress OCK-1. '
Index second dollar amount and depress OCK-4.
BLM MANUAL Rel. 1-1483
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On the last Fund Code, index OCK~1 and last Fund Codé,‘lndex QCK—l;
indéx last dollar amount,and depress OCK-3. -

9  Depress OCK-I.
16 - Type New Applicant = up to fiVe'lines; ending each line with OCK—I}

11 If remitter is different from apﬁlicant, type up to four lines,‘ending
each with OGR-1. - : : 5

If remitter is the same, type SAME and depress OCK-1 four times.

12 Type serial number and other pertinent data as appropriate and depress ..

Sécdnd~and Subsequent DOCUménts:
13 Depfess PK—iZ.

14 .Repeat'StEps‘6 through 12.
Last Document: ' B ' _ - ; | : : o //
L5 Dépress PK-12.

16 Repeat steﬁsié Ehrbugh‘IZ,

17 Depress O/C Key and insert check in front of journal Fape;
18 Depress'PK—Q.

‘19  Depress OCK-4 and take check out of machine.

Rel. 1-1483
o 5/29/87
BLM MANUAL ‘ '
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Error Corrections

R-&:V'Prbgram

Use these instructions when you make an error.

- Backspace Ksy ~ The Backspace Key is used'to'move~the print head one or more

- spaces to the left. Use to print over prior printing, or "X"
out prior_printing. '

Reset Key - The Reset Key is used to correct an error prlor to depre531ng

an OCK Key.
STEP ACTION
1 - Depress Reset Key. (Machine returns to the beginning of thehfield.)

‘Re—enter correct data. (Machine overlsys the record in memory, but

prints on top of previous printing. Best used for correction of
validation errors.ogly!) : \ ' :

Reverse Entry.Key — The Reverse Entry Key is used to correct an error after

depressing the final OCK Key or to correct a valldatlon
.error prior to closing the machlne out.

"Bring the machine to the Ready Mode; depress PK—l, OCK-1, and PK-i1.

.l
.2 " Re—enter the 1ncorrect cash/check dec1 sion by depr3551ng 0CK-1 or
0CK-2,
3 Re—index the insorrect fund code and‘deprsss OCK~1.
| 4 Refindex the incorrest doliar amount.
5‘._Deprsss the Rﬁ Key and depréss OCK—i.
6 ' Depress OCK-4, OCK—I;gﬁa_PK—ll.
'7_. Ensér the cbrrectjcssh/chéck decisisn By deprsssisg QCK~1 o;_bCK*Z.
8 Index the correct fusd code'aﬁd.depress OCKﬂl. | |
9_ ‘Index the correct dollar amount and depress OCK~-1.
"WARNING" - The incorrect transaction is recorded under the INCORRECT column

on Form 1370-15, Corrections and Summary Sheet, "The "Re-Entered
Incorrect Transaction" is recorded under the VOIDED column and
the "Correct Transaction" is recorded under the CORRECT columm.

Rel. 1-1267
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‘Burroughs-Cash.Control Instructions

BLM Manual Sectlon 1372 - COLLECTIONS requlres immediate accountlng control
over &all collections (remittances). This requirement is only one aspect of an
effective cash control program, Cash control includes all actions taken to
properly document, control, safeguard and deposit moneys recelved The
Burroughs R&V Program includes procedures to a351st supervrsory personnel in
their cesh control responSLbllltles. : '

-First, the R&V Program establishes 2 positive audit trail. Each machine
transaction produces validation data containing & unique number prrnted on the
document processed, on a transaction journal tape, and on the remittance if it
ig in a form other than currency. In addltlon, the transaction dollar amount
is added to & machlne (memory) total. : L :

Second the program provides for operator initials which become part of the
valldation data. This identifies the operator who processed the document, .
Each operator is accountable for the moneys recorded under his/her initials.

Thlrd the program prevents accidental or unauthorized clearing of machine
totals. Clearlng of machine totals requires the entry of a secret code.
Machine totals are matched to the remittances to determine the accuracy of
processing, specific amounts for each furd symbol, and the amount to be
deposited. Errors are easily identified and traced '

Fourth, the program allows machine error correctlons which are clearly recorded
and accounted fora .

Flnally, the program a551sts the operator in the machlne operation. If an
operation is not correctly performed, the machine stops and indicates an

. error condition. If an operation is not completed, the machine will indicate
an error condition. If the operator overrides the error condition; the. error
lS detected during the reconcillatlon of machine totals to ‘remittances.

COMMENT

Cash control procedures are only effective if consistently practiced and
enforced. 'Trust and honesty are not at issue. A consistent policy of following

procedures and enforcement of cash control actions promotes and maintaing
. trust and honesty, and protects employees at all. 1evels. -

: o ‘ " Rels 1~
BLM MANUAL. o - I i 12/11(%/222'
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Supervisor Imnstructions

R & V Program

Use these instructions at the close of each accounting cycle. (Shift
Lock light must be on.) - '

Step-

1

10 )

11

. BLM MANUAL

Action

Bring machine to Ready Mode. (If machine is turned off,
depress Standby button once.)

Depress.PKrl.

 Depress PK-15. (If PR-15 llght is not on, depress PK-1.)

(Machlne will print Fund Code totals on Journal tape. )
Depress PK~2.

index.éupervisor s clearing code and depress QCKel; (Machine
Prints: LOCK# )

Index next avallable lock number- and depress OCKfl {(Machine
Prints: the lock number. indeked and "CLR VAL, " To verify
"CILR VAL,M depress PX-15; the machlne must print zero amounts

-in all Tund' Codes! )

'Depress PKrS ‘(Machine Prints: DATE.) ;

Type month, day, -and vear of the next accounting cycle E.g.,

10 20 80,and depress OCK-l. (Machlne Prints: 10 20 80,
. and VAL#;)'

-Index next available validation number and depress OCK-1.
(Machine Prints: number indexed. ) 'Validation nuwbers are
normally sequentlal

Depress the Ready Button twice. (The machine shuts down;
however, the power. remalns on.)

Cut journal tape, date and sign it.

Rel. 1-1267
112/10/82




tAppeodix 1, Page 25

1372 - COLLECTIONS

Declining Deposit Accounts (DDA)_

' ‘Bagic machine instructions for the‘Burroughs L-9000 series mini{computers are
in the Burroughs' Operator Manual for L/TC Mini-computers.. Specific step-by-
step instuctions for declining deposit accountiug are in this ‘section,

- The purpose of the transactlon to be accompllshed determlnes the method of
process1ng For example: ~

C-A check for $25.00 or $25 00 in currency is recelved with a request to estab-
1ish a decllnlng dep051t account.

The DDA clerk must establish a customer &ccount, Therefore; the ESTABLISH
ACCOUNT instructions &are used if the account is the first in a new cassette.
If the account is added at the end of a cagsette, ESTABLISH ACCOUNT ADD
instructions are used. If an account number exists, but its data has been
deleted because the account was closed, thé FILE MAINTENANCE DATA CHANGE

instructions are used,

-4 check for $10 00 or $10 00 in currency is recelved for de9031t to & customer
_account : :

The DDA clerk uses the POSTING/DEPOSIT 1nstruct10ns to record the customer
deposit. ‘ :

—The DDA clerk is instructed to initiate a Slmultaneous 0il and Gas (S0G) Lands
available statement run. K

The DDA clerk uses the STATEMENT 1nstruct10ns to charge each customer 8 account
and produce a statement. :

'~The DDA clerk needs a prlntout of each account's current information.

~ The DDA clerk uses the FILE DIMP instractions to produce a printout of all
~accounts. : :

-The DDA clerk needs a summary list of account number, customer name, and
current balance. ‘ '

The DDA clerk uses the MASTER PRINT instructions.to produce a summary listing.
-The DDA clerk needs mailing labels for DDA accounts.
‘The DDA eclerk use LABEL'MAKING instructions to produce the mailing labels.

- ~The DDA clerk needs to communicate with account customers about their inactive
accounts, S

The DDA clerk uses the INACTIVE ACCOUNTS - -PURGE instructions to produce an
inactive account notice whlch is mailed to the customer.

o - . : _ Rel. 1-1267
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—The DDA - clerk needs to dupllcate a cassette.’
The DDA clerk uses -the CASSETTE DUPLICATION instructions.

~The DDA clerk needs to dupllcate part of a cassette to place an end of the
tape mark at the end of the current accounts.

The DDA clerk uses PARTIAL COPY instructions.

Program Key Sfrip’

o DDA'Pfqgram

PK1 START PROGRAM
PR2 , (ﬁqt Tsed) ﬁ
PK3 .' DUMP.ACCQUNT DATA
PR4 CASSETTE ERROR
PK5 - ABBREVIATED TNPUT |

| PK6 .'ESTABLISH ACCOUNT DATA
PK7  BY-PASS VARTABLE LOAD
PK8 (Not Used) :
PK9 ~ CLOSE CASSETTE

PK10  ACCESS ACCOUNT

PRIl  RE-ENTER ACCOUNT DATA
pr12 | RE—EﬁTER ACCOUNT RECORD
PR13 ~  ADD ACCOUNT B
PK14 - DELETE{ACCOUNT.

'PK1S . CHANGE ACCOUNT DATA

PK16 READ MACHINE TOTALS

 BLM MANUAL _ - : g 12/10/82
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10
11
12

13

14

15

16
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Establish Account Instructions
DDA Program

ACTION

"Mount blank paper, 14 1nches wide, on lower plnfeed for L—97OO and on
~ right hand 51de of pinfeed for L-9938. -

~ Bring machine t0'the Ready Mode. Check shift lock light; it must be on.

Place program cassette in Station 1 and depress PK~3. (Machine Prints:
FID,) '

Type ‘DDA1 or 2 and depress'OCK—l. (Machlne Prints: DDAI or 2 and then
FL when the program is found and loaded.) :

Remove program cassette.

- Place scratch cassette in Station 2.
‘Depress PK-1 and OCK-1. (Machine Prints: ENTER CURRENT DATE.)

Index MMDDYY and depress OCK-1. (Machine Prints: MMDDYY and ENTER

JULIAN DATE.)

Index YYDDD and depress OCK-l. (Machine Prints: YYDDD and. END LOAD
DECISION.) (NOTE: If dates not entered properly, depress PK-11 and
reenter. ) . ' - . ‘ .

Depress OCK-1. (Machine Prinmts: INDEX FILE NUMBER.)

‘Index 222 and_depress OCK—I.- (Machine Prints: 222.)

Depress PK-6.

a. If full input is desired, depress OCK-1. (Machine will prompt with

J commands )]

b. If abbreviated input ig de91red depress PK-5, (Machiee.will not

prompt with command.,)
Type customer number (4 characters, i.e., 0001) and depress OCK-1,
Type customer name (23 characters) and depress OCK-1.

Type address (3 lines) and depress OCK-1.

Rel. 1-1267.
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17 Skip fiscal date..
18 Type telephone number (15 chars.) and depress OCK-1.

19, - Index Report Code. O = Regular Account; 1 = Available List; 2 = Results
List; 3 = Both. Depress OCK-1. :

20 Depress. 0OCK—4., (If you make any errors, depress OCK-2 and you can back
up one field. Eg_bou wish to void complete record, depress PK-12.)

21 Depress OCK-1l, (Record is wfitten to:cassette.) (Repeat steps 14 through
- 21 for each dccount,) ' : S ‘

22 Deﬁress PK-9 and OCK—l. (CaSSette is_close&;)

23 Rembvé cassette from Sfation 2-énd flip tabs to "WRITE-NO."
24 Plécekcassette in Station 1. |

25 Depress PK~-3.~

26 ‘Depreés 0CK-1 (thé inaex for character printer ).

27  Depress OCK-1, (Mathine-prints a listing of the casette which is used to-
verify input.) : ' ' : :

28 Remove cassette from Station 1.
29  Label éaSsette: Master DDA File, Account Number XX to XXX, and date.

30  Repeat Steps 6 through 29 for additional cassettes.

L | S Rel. 1-1267
BLM MANUAL ' _ ' . ' 12/10/82
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1372 — COLLEGTIONS

s

' Establish Account — Add-Instructions
DDA Program
ACTION

Mount blank papet 14 inches wide, on lower plnfeed for 4—9700 and;on'
right hand 51de of plnfeed for L-9938. : :

Bring machine to the Ready.Mode. Check shift lock light; it must be on.

Place program cassette in Station 1 and depress PK-3. (Machlne Prints:
FID.)

Type DDAl or 2 and depress OCK~1l.  (Machine Pr1nts; DDA 1 or 2 and then
FL when the program is found and loaded.) ,

Remove program cassette,

""Place most current DDA Cassette in Statlon 1 and scratch cassette in
'Statlon 2.

Depress PK—l and OCK-1. (Machine Prints: ENTER CURRENT DATE.)

Index MMDDYY and depress OCK-1. (Machine Prints: MMDDYY and then ENTER

. JULIAN DATE Y

Index YYDDD and depress OCK~1. .(Machine Prints: YYDDD and then END LOAD

: DESICION )

a. If dates.are not entered properly, depress PK—ll, reenter correct date,.

and depress 0CK-1." (Machine Prints: INDEX FILE NUMBER.)

b. If dates are correct, depress OCK-1.. (Machine prints: INDEX FILE
NUMBER. )

Index 222 and depress OCK-l. (Machine Prihts: 222.)

Depress PK-10. -

"WARNING" 1If PK-4, D1, D3, D4,and D6 light, the cassette in Station 2 is file

13

protected .to prevent writing. If you have a valid scratch
‘cassette, flip tabs to Write—Yes. Othéerwise place valld scratch
casseltte in Station 2. Depress PK-4 to continue proces51ng.

Depress PK-13.

Rel. 1-~1267
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14

15
lé

17

18

19
20

21
22

23

24

25

26

27

28

29

30

BLM MANUAL
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Type last customer number on most current Master DDA Cassette and
depress OCK-1. (The machine will copy the cassette up to the number
typed and prlnt out the account data. )

Depress OCK-1. (Machlne w111‘prompt with commands.)

Type customer number (4 chars., l.e., 0001) and depress OCK-1.

Type customer name (23 chars.) and depress OCK-1.

‘TyPE‘address.(3 lines) and depress OCK-l..

Skip Fiscal Date.

‘Type telephone number (15 chars.) and depress OCK-1.

Index Report Code. (0 = Regular Account; 1 = Available List; 2=

Results List; 3 = Both.) Depress OCK-1,

Depress OCK-4. (If you make any errors, depress OCK-2 and you can back

up one field. If you wish to void complete record, depress PK-12. )

Depress OCK~1.

If you wish to add addltlonal accounts, depress OCK-4 (Machlne Prints:
Account Number) and repeat steps 16 through 24.

If you have no other accounts to add depress OCK-1 and then OCK-4.

Remove cassette from Station 1 and store as backup. Remove cassette from

Station 2 and f11p tabs to ., "Write-No," .

'Place cassette from Stationm 2 in Station l.

Depress PK-3 and OCK-l. (Use dump to verify data,)
Remove cassette from Station.l.

Label cassette: Master DDA File, Account Number XX to XXX, and date.

Rel. 1-1267
12/10782
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File Dump Instructions
DDA Program
STEP S - ACTION

1 Mount blank paper 14 inches wide, on 1ower pinfeed, for L- 9700 and on.
rlghb-hand 51de of ‘pinfeed for L-9938.

2 Brlng machine to the Ready Mode. " Check shift_loék-light'-it must be on.

-3 Place progran cassette in Statlon 1 and depress PK-3 (Machlne Prints:
FID. ) . , . :

4 Type DDAl or 2 and depress: OCK-1. (Machine Prints: DDA 1 or 2 and then
FL when the program is found and loaded.) :

5. Remowve program cassette.,

6  Place most current DDA Cassette in:Statién 1.

7 Depfess PK-1. : ‘ ‘ ‘ e
S " Depress PK-7, (Eachine Prints: .INDEX FILE NUMBER.)
9 ' Index 222 and depresé 0CK-1. (Machine PrinfS' 222.)

10 Depress PK—3 and depress OCK*l (Machine will prlnt the data on the
cassette, close the cassette and rewind.)

11 Remove cassette from Station 1.

' o , ‘  Rel. 1~126
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STEP -

10

11

12

13

1372 -~ COLLECTIONS

Partial Copy Instructions
DDA Program
ACTION =

Insure that you have paper in front of the printhead.

Bring machine to the Ready Mode. Checkﬂshift lock light; it must be on.

Place program'cassette in Station 1 and depress PK-3. (Machiﬁe Prints:
FID.). '

Type'DDAi or 2 and depress OCK-1. kMachiﬁe Pfints:_DDAl or 2 and FL -
when program is found and loaded.)

Remove program cassette.

Place the cassette to be partially copied in Station 1 and a scratch

cassette in Station 2.

Depress PK-1.
Depress PK—-7. (Machine Prints: INDEX FILE NUMBER)
Index 222 and depress OCK-l. (Machine Prints:222.)

DepresslPK—I; (Machiné Prints: COPY CASSETTE FILE 222 INDEX NUMBER OF
RECORDS.) . ' o _

Tndex the quantity of rédoids’to be cdpied.ahd depress OCK-1 (mﬁchine

copies the records, closes the cassette, and rewinds.)
. ‘
Remove cassette from Station 1 and store a back up.

Remove -cassette from Station 2. Flip tabs to "Write—No," and label

‘cassette: Master Copy DDA File, Account Number XX to XXX, and Date.

BLM MANUAL _ R 12}1(1)%35
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File Maintenance — Account Add ot Account Insert - Insttuctionsu
DDA Progtamf
ACTION

Mount blank paper* 14 1nches wide, on lower plnfeed for L- -9700 and on
right-hand side of pinfeed for L- 9938 :

" Bring machine t0'the Ready Mode."Check shift lock light;‘it'must be on.

Place program. cassette in Station l and depress PK- -3 (Machine Prints:
FID.) ‘ _

Type“DDAl or 2 and depress 0CK-1l. (Machine Prints: DDAl or 2 and then
FL when the program is found and loaded.) ) ‘ '

Remove program cassette.

Place most current ‘DDA Cassette in Statlon 1 and scratch cassette 1n
Statlon 2.

.DepreSS'PK—l.
,Depress PK-7. = {(Machine Prints: FILE ID.)
- Index 222 and depressVOCKfl; (Machine Prints: 222.)

- Depress PK-10.

Depress PK-13. (Selection of this PK Key allows you to add New Custo-
mers Accounts at the end of existing accounts or insert accounts. It

‘must be used only when existing accounts numbers are not available.)

a. . For new accounts, type the last account number-as it exists on the
cassette selected and depress OCK-1.(Machine prints the data
associated with the last account. Use this data to insure that you
have in fact the last account on .the cassette.'

b. For inserting an account, type the account number prior to the ‘
- account to be inserted and depress OCK-l. (Machine prints the data
associated with the prior account. Make sure it is the prior
account. ) ' :

Depress OCK—l.(Mechine will prompt with commands.)

Type customer number (4 chars., i.e., 0001) and depress OCK-1.

Type customer mame (23 chars.) and depress OCK-I1.

Type address (3 lines) and depress OCK—l.

- L - _ . e 1—-12
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17
18

19

20

21

22

23

S24

25

26

27

28
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Skiﬁ Fiscal Date.

Type telephone'number'(IS chars.) and depress 0CK-1.

" Index Report Code. 0 = Regular=Accouﬁt; 1 = Available List; 2 = Results
List; 3 Both Depress OCK—l._ -

Index Date (MMDDYY) of last activity and depress ‘OCK-1.

Index preésent account balance, depress RE Key,and depress OCK-1.

Depress OCK—1.

o Depress OCK—1.

If you wish to addflnsert addltlonal accounts, depress OCK- 4 and
repeat steps 14 through 21,

If you wish to perform other file maintenance actlons, depress OCK-1 and
then the appropriate PK Key.

* If you have no other flle malntenance actions to perform, depress OCK-1,

OCK- 4 and then OCK-1,

Remove cassette_from Station,l and store as backup.

' Remove cassette from Station 2, flip tabs to "WRITE NO," and label

cassette with title, account number XX to XXX, and date.’

Rel. 1-1267
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"File Maintenance - Data Change — Instructions

DDA Prdgram
AC.TION._,

Mount blank paper, 14 1nches wide,, on lower p1nfeed for 1L-%700 and on
right hand side of plnfeed for L~9938. : o

- Bring machlne to the Ready Mode. " Check Shlft lock llght- it must be on.,.

Place program cassette in Station 1 and depress PK—3 (Machlne Prints:

 FID.)

Type DDAl or 2 and depress OCK-1l. (Machine Prints: DDAl or 2 and then
FL when the program is found and loaded..) :

Remove program cassette,

Place most current DDA Casgsette in Statlon 1 and scratch cassette
Station 2. - : : :

Depress PK-1. _

Depress PK;7J {MachinelPriuts: ‘INDEX FILE NUMBEd.)

Index_222.and debress]OCKl; (Machine Prints: 222.).

Deprese PK-10. |

Depress PK~15 (Selection of - thlS PX key allows you to change any field

recorded for a specific account number. Additionally, it allows you the
optlon of merely looklng at the- customer data recorded v1a a printout.

' Type account number to be changed and depress OCK-l. (Machine Prints:

CHANGE RECORD XXXX CASSETTE FILE 222.) When the machlne finds the
account number,the numeric light will llght.

a. 1If you wish to review the data recorded for thls account number,
depress OCK-3.

b. If a change is needed, .depress OCK-1l.

Rel. 11267
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(1) Index the field number toibe'changed and depress'OCKpl.

{(2) Type or index the new data and depress OCK- 1. Do Not Use the .
- RE Key for~ account balance. : -

(a) 1f you wish to change another field, depress OCK-1 and repeat -
Steps 12 b (1) through 12 B (2) (Fields must be indexed in

sequential otrder.)

(b) If you wish to print out the data as it now appears, depress
QCK~-1 and then OCK-3. (Use this data to verify the change(s)
entered ) .

(e) If you have no other changes to make, depress OCK-4. (PK;IB,
14, and 15 lights come on.) :

c. - If after review of the_record,you determine that no change is to be_

. made, depress OCK-4.

13 _if ydu wish to change other accounts, repeat Stepsfll through 12.
‘ (Accounts must be indexed in sequentlal order.) , ,

14 If you wish to perform other file maintenance actlons, see the approprl—
ate instructions. :

15 l;_yon have no other file maintenance actions to_perform, depresseOCK—é.
16 Remove cassette from Station 1 and. stﬁre as backup.

17  Rembve cassette from Station 2, flip tabs to "Write— No" and label cas-
sette: Master DDA File, Account Number XX to XXX,and Date.

Short Cut-File Dump (If Needed)
18 Place most cnrrent cassatte in Station.l.
19 Depress PK-3 and OCK—l.

. 20:' Remove cassette from Station 1

- | . o Rel. 1-1267"
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Flle Maintenance — Data Delete - Instructlons

DDA Program
ACTION

Mount. blank paper, 14 inches wide, on lower plnfeed for u-9700 and on

- right-hand side of pinfeed for L-9938.

Brlng_machlne to the Ready Mode. Check shift lock lightl it'must be Oon.

Place program cassette in Station 1 and depress PK-3 (Mach1ne Prlnts

" FID.)

Type DDAl or 2 and depress OCK~l, (Machine Prints: DDAl or 2 and then

'FL when the program is found and loaded.)

" Remove . program- cassette.

" 'Place most current DDA Cassette in-Stetioh3l and scratch cassette in

Station 2.
Depress'PK—l.

Depress PK-7. (Machine Prints: INDEX FILE NUMBER.)

Index 222 and depress OCK~l. (Machine Prints: 222,)

Deprese PK—lO

Depress PKR-15. (Selectlon of this PK Key allows you to delete the data in .
each fleld recorded for a specific account number.)

- Type account number to be changed and depress 0CK-1. (Machine Prints:

CHANGE RECORD XXXX CASSETTE FILE 222.)

 Depress OCK-3. (Machine prints the data recorded for this account.
Review the data to be sure this is the data you wish to delete )

If after review you determine that the data recorded is not the data you
wish. to delete, depress OCK-4. :

- If after review,you determ1ne that the data recorded is to be deleted

depress OCK-1.

Index fleld'humber 2 and‘depress OCK-1 three times. Contlnue to -indewx
field numbers 3 through 10 and depress OCK-l three times each tlme.

‘Rel. 1-1267
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17 = Depress OCK-4 (Review data).
18 - Depress OCK—4 twice.
19 Remove cassette from Station 1 and store as backup.l

20 Remove cassette from Station 2, flip tabs to'"Write-.No," and label
cassette: Master DDA File, Account Number XX to XXX, and Date.

_ Rel. 1-1267
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File Maintenance — Account Delete - Instructions
DDA Program
STEP - ' . _ - ACTION

1 Mount blank paper, 14 inches wide, on lower pinfeed, for L-9700 and on
‘ right hand side of plnfeed for L- 9938

2 Bring machlne to the Ready Mode. Check shift lock light; it must be-on.

3 Place program cassette in Statlon 1 and depress PK-3. (Machine Prints:
FID.) ‘ ‘ '

4  Type DDAl or 2 and depress OCK-1. (Machine Prints: DDAl or 2 and then
FL when the program is found and loaded ) ’

3 Remove program cassette.

.6 Place most Current DDA Cassette 1n Statlon 1 and scratch cassette in
Station 2.

7 Depress PK-1.

8 Depress PK-7. (Machine Prints:. INDEX FILE NUMBER.)
9 " Index 222 and depress OCK-1. {Machine Prints: 222.) .
710 .Depfess PK—lO.'

11 Depress PK-14 (selectlon of this PK Key allows you to delete the account
: number.

12 Type account number to be deleted and depress OCK-1, (Machine Prints:
: CHANGE RECORD XXXX CASSETTE FILE 222. Then machine finds account selected
and prints out the data.) ‘ : ' : :

a. If after review of the record. you determine that this is not the
correct account, depress OCK-4, (The account is not deleted.) .

b. If this is the correct account, depress OCK- -1, (The account is
deleted. )

‘ _ o _ : Rel. 1-1267
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the machine prints INVALID ENTRY ERROR, it ‘means that the machine

cannot read the account number and you cannot access the account.

If

you cannot access the account,you cannot use Step 12 above to

delete it. You must access the prior account and do the folloWing&

(1)

(2)
3)

~d. If

€. 1f

Enter the account number prior to the'invalid entry account num-
ber and depress 0CK~1, (Machine prints the data of the prior
account number.) C :

Depress OCK-4,(Machine prints the data of the invalid account.)

Depress OCK?l.(The invalid account is deleted.) .

you have in error entered the same account number twice, you must
a through c above to delete the second account.

you need to delete additional Accpunts repeat Steps 11 through

13  Depress OCK-4.

14 Remove

15 Remove
' sette:

BLM MANUAL

cassette from Station 1 and store as backup.

cassette from Station 2, flip tabs to "Write=No,'" and label cas=— '
Master DDA File, Account Number XX to XXX, and Date.

Rel. 1-1267
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Posting/Deposit Instructions

POST Progrém
STEP N | - ACTION
-1 Mount blank statements on lower pinfeed at minus 4 and 86 for L- 9700 and
100 and 190 for L-9938. Mount journal tape on upper pinfeed at 102 and
146 for L-9700 and 206 and 250 for L- 9938.‘ . .

2 Bring machlne to the Ready Mode. Check shift'lock light, it must be on.

3 Place program cassette in Statlon 1 and depress PK—3 (Machlne Prints:
- FID.). -

4 Type POST 1 or Z and depress 0OCK-1, (Machlne prints: POST1 or 2 and then
FL when the program is found.and loaded.)

5 ' Remove program cassette.
FIRST CASSETTE

6 Place flrst most current DDA Cassette in Station 1 and. scratch
cassette 1n Statlon 2e

7 Depress.PK-l.
8  Depress OCK-1. Z(Machine Prin;s: DATE. )

9  Index MMDDYY and depress OCK-1. ' (Machine Prints: MMDDYY and ENTER
~ JULIAN DATE YYDDD.). - - ,

'_IO Index YYDDD and depress OCK-1. (Machine Prints: YYDDDiaﬁd FOR RELP
CALL.) . _ ,

- 11 Type State Office name (1.e. UTAH WYO MT) and depress OCK—l. (Machine
o Prlnts Office phone number and MIN BAL/NOTICE ) :

12  Index Mlnlmum Balance/Notice and depress OCK-1, (Machine Prints: Min
Bal/Notlce and FILE 1ID.)

13 Index 222 and depress OCK-l. (Machine Prints: 222.)

14 - Depress PK-10.

'15_ After the scratch cassette has been started up by the machine and with
the carriage closed, advance statements until the red line on the

carriage is halfway between "Bureau of Land Management and Copy Fee
Statement."

| - o . " Rel. 1-1267
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16  Type account number to be posted and depress OCK-1. (Machine Prints:
. Account number, searches for the account, and "heads up" the statement.)

17  Type a description of the posting and depress OCK-1.

18 1f a charge, index dollar amount of the charge.

Eﬁ_a:deposit,*index dollar amount and depress the RE Key.

as

b

Cw

If”yod have no additional lines of posting for this acépunt, depress

.-O_C*K"'lu .

If you have additional lines of posting for thfs account, depress
OCK—4, repeat Steps 17 through 18, - ’

lgldollar‘charge amount indexed is larger than the current balance,
a bell will ring and the machine will not allow the posting. Credit
sales are not authorized. Perform one of two actions: :

(1) Post an amount equal to or less than the current balance, if
possible. .

(2) Depress OCK-1l. (Machine prints a zero amount and completes the
statement.) :

_ WARNING: You must notify the customer of your actioné aﬁd explain why on the
statement itself.

d.

[

1f dollar amount indexed is incorrect and you have not depressed -

DCK1 or OCK4, depress RE-SET Key and index the correct amount.

If dollar amount indexed is incorrect and you have depressed OCKfl,
you cannot correct this statement by machine. You cannot back up.
Perform the following: :

Void the statement which has, the incorrect amount..Re-iﬁdex_the'ac—
count number and depress OCK-1.(The machine will spin through the

' rest of the cassette and close it out.) Take the cassette out of
" Station 1 .and store it as 2nd backup. Take the cassette out of

Station 2, label it as lst backup and place it in Station 1. Place
a scratch cassette in Station 2. Depress PK10. . Adjust the statement

‘until the red line on the carriage is halfway between Bureau of

Land Management and Copy Fee Statement.Machine will spin to the
account number re-indexed and print on the next statement.)

Rel. 1-1267
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Type the charge deéscription and depress OCK-1 as typed before. Index

the incorrect amount as before. Depress the RE KEY and OCK-4 Type "
the same charge description, space, "INCORRECT AMT., SEE ABOVE" and

depress OCK-1. :Index the correct amount and repeat Step 18 a or b
 as appropriate. ' : ' o

WARNING : If you type an account number smaller than the one you have

19"

20

21,

22

previously posted, the machine will $pin through the cassette
looking for it and never find it. To recover from this error,

take theé cassette out of Station 1, scratch the label and place it
in the scrateh pool. Take the cassette out of Station 2, label it,
and place it in Statiom 1. Place a scratch cassette in Statiom 2.
Depress PK-10. (The machine will now look for the incorrect. number,
find it (this assumes the number entered incorrectly is on the
cassette in Station 1), and head up a statement.) . Depress. OCK-1
twice. "X" out the statement with a pen/pencil so it can be thrown -
away. Type in the correct number and continue your posting.

If you have further postings for this cassette, repeat Steps 16 through
18. - : .

If you have noﬂfufther postiﬁgs for this cassette, index the first ac-
count ‘number  to be posted in the next cassette and depress 0CK-1.
(Machine will spin through the cassette and close it out,)

If the account posted is the last account, the machine will close and.
rewind automatically. '

Depress PK-16. (Machine prints the cassette totals.)
Remove cassette from Station 1 and store it as backup. | Remove cassette

from Station 2, flip tabs to "WRITE-NG" and label: Master DDA File,~
Account Number XX to XXX, Date, initials, and dollar amount. ' ‘

SECOND AND SUBSEQUENT CASSETTES

23

24

Place the most current Master DDA Cassette in Station 1 and a scratch

cassette in Station 2.

Repeat Steps 7 through 23.

' LAST CASSETTE -

25

26

‘Place the most current Master DDA Cassette in Station 1 and g scratch
cassette in Station 2.- ' - - : ' :

Repeaf Steps 7 through 19.

" Rel. 1-1267
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27 If you have no further postings, index an account number larger than
your last account number and depress 0CK-1. (Machine will spin through
the cassette and close it out.) ' ' '

28 Depress PK-16 , (Machine priants the cassette totals,) Remove cassette
from Station 1.and store it as backup. Remove cassette from Station 2
‘and label: Master DDA File, Account Number XX to XXX, and Date and
dollar amount. : . ‘ :

29 Tear off statements printed and,givé them to the DDA clerk for mailing
to the customers. Remove blank statements from lower pinfeed.

30 Tear off journal tape priﬁted:and give to the DDA'clerkffor‘qse as ‘a
current listing of account balance. ST '

BLM MANUAL . ‘ : o ' ‘ 12/10/82
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Statement Instructions

STMT«PrOgram :
STEP . ACTION -
1 Mount blank statehents on lower pinfeed at minus 4 and 86 for L-9700 and .

100 and 190 for L-9938. Mount journal tape on upper plnfeed at 102 and.
146 for L-9700 and 206 and 250 for L-9938. -

2 Brlng machine to the Ready Mode.: Check shlft leck light; it mdst be on..

"3 " Place program,cassette 1n Station 1 and depress PK-3.. (Machine Prints:
' FID ) . : .

4 Type STMTL or 2 and depress OCK-1l. (Machine Prlnts. STMT] or 2 and then
. FL when the program is found and. loaded )

©5 Remove program cassette.

FIRST CASSETTE

6 Place most current DDA Cassette in Station 1 and scratch cassette in
Statlon 2 .

7 :Depress'PKul.
8  a. Depress OCK—l. (Machine Prints: ENTER CURRENT DATE.)

b. Index MMDDYY and depress OCK-1. ' (Machine Prints: MMDDYY and ENTER
JULIAN DATE YYDDD.)

c.. Index YYDDD and depress 0CK~1. (Machine Prints: YYDDD and CHARGE

d. . Index charge amount and depress OCK-1. - (Machine Prints: Charge
©  Amount and CHG DESCRIPTION, ) ’ '

e. Type charge description and depress OCK-l. Machine Prints: charge
description and CODE.) '

 f.. Index charge description code (1 for- Simultaneous ©il and Gas (SOG)
- Available List, or 2 for SOG Results List)., Depress OCK-1 _ (Machine
Prints: Charge description code and FOR HELP CALL:.)"

8. Type State Office name (i.e. UTAH, WY MT),depress 0CK-— 1. (Machine
Prlnts Offlce name and MIN BAL/NOTICE )

h. Index minimum aecount-balance'amount and depress OCK-1. (Machine
Prints: Minimum account balance amount and INEDX FILE ID,)

Rel. 1-1267
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'i; EIndex 222 and depiesé 0CK-1. (Machine Prints:r‘222.) .

WARNING*® When you depress PK-10, (Step 9), the scratch cassette will start-up.
While starting-up and with the carriage closed, advance ststements
until the red line on the carriage is halfway between Bureau of Land
Management and Copy Fee Statement. If the statements are not lined
up correctly or not feeding correctly, HIT THE PANIC BUTTON to stop
the machine. Correct positioning of statements. Open and close.
doors on stations. Depress PK-l. Depress PK~7 (this bypasses the
clearing‘of totals and variable lcad). Index File ID.222., Depress
OCK-1. Depress PK-10. : ' o

9 Depréss'PK—lo

WARNING If the statements fail to feed correctly any time after startlng,
HIT THE PANIC BUTTON. You must reset machine totals to zero. Do
this by repeatlng Steps 7 through 9. a

10 Wait until the machine stops printing statements and rewinds the cas-
settes. Then check the journal tape to. verify that the accounts pro-—
cessed equal the accounts listd on ‘the cassette in Statlon 1. If not

" equal, you have a cassette/machiné/program error that must be resolved
before proceeding. (On journal tape, an asterisk preceding the account
number 1dent1f1es those accounts for which a statement was printed.)

11 Deprees PK-16.(Machine prints statement totals.)

12 Remove cassette from Station 1 and store it as backup. Remove cassette
from Station 2, flip tabs to "No-Write"” and label it with title, account
numbers XX to XXX,and current date. '

SUBSEQUENT CASSETTES

13 . Place next most current master DDA Cassette in Station 1 and a
scratch cassette in Station 2,

14  Depress PK-10. Repeat-Steps 10 through 12.3

WARNING: This program accumulates the totals of each cassette. If you repeat
a cassette because of a feeding problem,the accumulated total will
be in error. You can then process each cassette for its own total
by repeating Steps 6 through 12, or you can compute the correct
totals.

15 Tear of f statements printed and gLVE them to the DDA clerk for mailing
to the customer. Remove blank statements from lower plnfeed. o

16 Tear off journal tape prlnted and give copy to the DDA clerk. for use as
* a current listing of account balances.. ‘

o : S Rel. 1—-1267
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Label Making Instructions

Label Program

STEP ACTION
1 "Mount contlnuous labels on lower pinfeed at 0 for L- 9700 and 104 for -
- L-9938. " Align label to first print line. Mount journal tape on. upper

pinfeed at 102 and 146 for L-9700 and 206 and 250 for L-9938.

.2 -'Brlng machine to the Ready Mode. - Check Shift Lock nght- it must be on.

3 Place program cassette 1n Statlon 1 and depress PK—3. (Machlne Prlnts:
FID.) _
4 Type LABLL or 2 and depress OCK—i.. (Machlne Prlnts. LABL] or 2 and then"
FL when the program is found and loaded.)
5_ Remove program cassette.
6  Place most current DDA Cassette in Station 1.
7 Depress PK“ir '
8  Depress PK-7. (Machine Prints: INDEX FILE NUMBER.)
9 Index file number "222 and depress OCK1. (Maehlne Prints: = 222.)

10 'Depress PK-3.

11 - Index code for label printing and OCKl. Index a "1" for avallable list

' -customers. . Index a "2" for Results LlSt customers. Index a "3" for the
pr1nt1ng of all customers. ' o

12 Depress OCK-1 and-labels willrbegin to print.

13 Between each cassette, depress PK—S,end repeat Steps 11 and 12,

BLM MANUAL . , ' _ Rel. 1-1267
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© Master Print Instructions

MSPT Program
STEP - | ~ AcTIoN

1  Mount journal paper on upper plnfeed at 102 and 146 for L -9700 and 206
nd 250 for 1.-9938.

2 Bring machine"to-the Ready Modé. Check‘Shift Lock Light: it must be omn.

3 Place program cassette in Station 1 and depress PK-3. (Machine Prints:
FID.)

4 Type MSPTL or 2.and depress OCK~-1. ‘Gﬂachihe.Prints: MSPT1 or 2 and then
: FL when the program is found and loaded.) .

El Remove program cassette.

6 Place most curren. DA Cassette in Station 1 and scratch cassette in
Station 2. - :

7 Depre;s PK-1.

.8 . Depress PK—?.- (Machine Prints: FILE ID.) ,
9 Index 222 and depress 0CK-1. (Maghiﬁe Pfints: 222.)

10 Depress PK—lOg' (Machine~printslcontents of cassette 6n'the journal ta#e.)

11" Depress PK-16. (Machine.prints total dollﬁr amount, )

12 Remove cassette from Station 1 and store as backup. Remove cassette
from Station 2, flip tabs to "Write-No," and label it with tltle,
account number XX to XXX, and current date. .

13  Repeat Steﬁs 6 and 10 for additiomal cassettes.

_ e . . . Rel. 1-1267
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Cassette Duplication Instructions
DTCPY Program
STEP - ACTION

.1 Mount blank paper,l4 inches’ w1de, on lower plnfeed for L- 9700 and on
rlght hand- 51de of pinfeed for 1-9938.

2 Brlng machlne to the Ready Mode. Check Shlft Lock Light; lt must be on.

3 Place program cassette in Statiom 1 and depress PX-3, (Machine Prints:
FID.) ' : '

4 . +Type DTCPY and depress OCK—l. (Machine Prints: DTCPY and then FL when
the program is found and loaded 5] ' :

5 Place scratch cassette in Station 2,

6 Depress PK-1. (Machine Prints: . CASSETTE TO CASSETTE AND OR.CONSOLE
PRINT AND OR AUXILIARY PRINTER. o

PK1 FOR CASSETTE TO CASSETTE AND CONSOLE PRINT
PK2 FOR CASSETTE TO CASSETTE AND AUXILIARY PRINT
PK3 FOR CASSETTE TO CASSETTE WITH NO PRINT.) .

7. Depress PK-3.. (Machine Prints: OCKl TO PROCESS ALL FILES
: ~OCK2 TO PROCESS ONLY ONE.)

8 Hold in the left hand "Platen Knob™ to keep the machine from advanc~
- ing the paper and depress OCK~l, (Machine will duplicate the cassette in
Station 1l and rewind both cassettes.) :
9  Take both cassettes out of their stations.
10 Flip the No-Write Tabs on Cassette 2 and make the appropriate label.
11 . Test cassette.
a. Place cassette in Station 1.
b. Depress PK-3.

c. Type each program ID in. turn to verlfy that each program will locad.
" (If they do not load, repeat Steps 3 through 11.)

o - ' - Rel. 1-1267
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STEP ACTION
1 Brlng machlne to the Ready Mode.
2 '~ Mount blank statements on lower plnfeed at minus: 4 and 86 for L9700 and
100 and 190 for 19938,
3 Place program cassette in Station I and depress PK-3. (Machine Prints:
FID )
4 : Type PURGl or 2 and depress 0CK-l. (Machlne Prlnts. PURG1 or 2 and then -
- FL when the program is found and loaded.) ‘
5 Remove program caSsette.
6 Place most current DDA Cassette in Station 1.
7 Depress PK-l (Machlne Prlnts:\ Enter Purge Date)
8 Index selected purge date (MMYY) and depress OCK—I. (Machine Prints:
MMYY and Enter Statement Date.) (For example, the current date is Jan.
2, 1981 and you wish to purge accounts that have had no acitivity for
6 months., The purge date would_be 0780.)
9 IndeX'cdfrent date MMDDYY and depress OCK-1, (Machine Prints MMDDYY and

~ Enter Address.) ' . . '

10 . Type'State Office address up t0 39_characterS‘and depress 0CK-l.

11 Depress PK-3.

12 After the cassette has started up and with the carriage cIOSed advance
statements until the red line is directly over CURRENT BALANCE ‘AVAILABLE .
and depress OCK-1.

13 Wait until the machine stops printing statements, rewinds the cassette
and returns to the ready mode. Then remove the cassette from station 1
and store. Remove the statements. Mail the original to the customer.
Place the duplicates in a suspense file.

14 Repeat Steps 7 through 12 for additional cassettes.

| | . Rel. 1-1267
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* Depositeries Réceiving BIM Collections

Page 1

Appendix 2,
: {.34C)

QOFFICE lj TEPOSITORY ‘ OFFICE lf DEPOSITORY’
HEADQUARTERS = : COLORADO con.
Washington, D.C. {m) Ped. Res. Bank of Kans. Colorado S0 (d) Womens Bank NA
City, Denver, Colo. (Denver) Denver, Colorado
ALASKA ) : Canton. City DO (m) Fed. Res. Bank of Kans.
Alaska SO - {d) 1st Watl. Bank of Alaska - . City, Denver, Colo.
(Anchorage) ) Anchorage, Ak, i o L o .
) . Craig DO (m} Fed. Res. Bank of Kans.
Anchorage DO (d) Natl. Bank of Alaska ‘ : City, Denver, Colo.
‘ Anchorage, Alaska : . . . )
) : Grand Junction DO - (m) TFed. Res. Bank of Kans.
Fairbanks TO © {d) 1lst N¥atl. Bank of Alaska . . City, Denver, Colo.
) Fairbanks, ‘Alaska ) .

: ' Montrose DO {m) Fed. Res. Bank of Kans.
Alaska QCS (d) Watl. Bank of Alaska + City, Denver, Colo.
(Anchorage) Anchorage, Alasksa :

) ’ ' "IDAHO )
ARTZONA : o ~ Idaho SO (d)  Idaho Ist Natl. Bank
Arizona 30 (d) Valley Natl.. Bank (Boige) - Statehouse Branch
(Phoenix) Phoenix, Arizona ‘Boise, Idaho
Ariz. Strip DO (m) Fed. Res. Bank of Kars, Boise DO {m) . Fed. Rés.‘Bank of Kans.
) City, Denver, Colq!: City, Denver, Colo.
Phoenix DO (m) Fed. Res. Bank of Kans. Burley DO {m) Fed. Res. Bank of Kans.
’ City, Denver, Colo. City, Denver, Colo. .
Safford DO {m) Fed. Res. Bank of Kans. Coeur d'Alene DO (d) Tdaho lst Natl. Bank
City, Denver, Colo. : ' Cogur d'Alene, Idaho
Yuma DO (d) lst Interstate Bank Idaho Falls DO {m) Fed. Res. Bank of Kans.
' ' Yuma, Arizonsa . . City, Denver, Colo. ~
CALIFORNTA Saimon DO {m) Fed. Res. Bank of Kans.
California 50 {d) Bank of America City, Denver, Colo.
(Sacramento) Sacramento, California _ ‘
. : . Shoghone DO (m) Fed. Res. Bank of Kans.
Bakersfield DO (d) Bank of America . . City, Denver, Colo.
’ ‘ Bakersfield, California
o o . MONTANA
California Desert {d) Fed. Res. Bank of S,F. ""Montana S0 (d) Security Bank WA.
DO (Riverside) .Los Angeles, California (Billings) - Billings, Montana
Redding DO (@) Bank of America Butte DO {m) Fed. Res. Bank of Kans.
Redding, California : City, Denver, Colo.
Susanville DO (@) Bank of America Dickenson DO {m) Fed. Res. Bank of Eans.
: : Susanville, California : City, Denver, Colo.
Ukiah. DO {d) Bank of America Lewistowm DO (m) Fed. Res. Bank of Kams.
i Ukish, California City, Denver, Colo.
Pacific 0OSC (3) Fed.ARgs.'Bank of SF Miles City DO {m) Fed. Res. Bank of Kans.
(Los Angeles) Los Angeles, California City, Denver, Colo.
COLORADO .
Service Center {d) Jeffersom Bank and Trust
Federal Center '
Lakewood, Colorado
1/ Metho@ of Depositing: (d). Direct Deposit {(m) Mailed Deposit
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Depositdries Receiving BIM Collections

OFFICE 1/ DEPOSTEORY - OFFICE 17 BREPOSTTORY
NEVADA MorEcow Cont. _ :
Nevada SO (m) TFed. Res. Benk of Kanms. Medford DO {d) 1st Interstate Bank of
—p | (Remo) San Francisco, Calif. e ' Oregon, Medford, Ore.
Battle Mnt. DO ° (m) Fed. Res. Bank of Kans. Prineville DO ‘(m) Fed. Res. Bank of SF
— San Francisco, Calif. s . Portland, Cregon
- Carson City DO {(m)}) TFed. Res. Bank of SF Roseburg DO (d) - 1st Natl. Bank of Ore
) " . 8an Franmclsco, Calif. o " Roseburg, Oregon
Elko DO () Fed. Res. Bank of SF Salem DO {d) ‘zeiternOSecurlty Bank
San Francisco, Calif. atem, Uregom
o : - w=p Spokane TO Fed. Res. Bank of SF
Ely DO (m) TFed. Res. Bank of SF pokar () et and OiZgon
“ San Francisco, Calif. _ i - I
o . Tillamook Res. {d) 1lst Natl. Bank of Ore.
- Las Vegas DO (m) Fed. Res. Bank of Kans. Area Tiilamook, Oregon
—-] San Francisco, Calif. e S ! : C
. ) Vale DO {m) Fed. Res. Bank SF
Winnemucca DO :(m) Fed., Res. Bank of SF " Portland, Oregon
’ San Francisco, Calif.
; TAH . ‘
NEW MEXTCO _ . - fuUtanse (d) Fed. Res. Bank of SF
New Mexico SO (m) TFed. Res. Bank of Xans. QSalt Lake City) -~ salt Lake City, Utsh
{Sante Fe) ¢ity, Denver, Colo. .
. ‘ Cedar City DO {m) TFed. Res. Bank of Xans.
‘wmap | Albuquerque DO (d} - Sunwest Bank ' ol ‘ City, Demver, Colo.
. Albuquerque, N4 Moal DO (m) Fed. Res. Bank of Kans.
) E City, Denver, Cole.
Las Cruces DO (m) Fed. Res. Bank of E1l. : . o )
‘ Paso, El Pasb, Texas - Richfield DO {m) Fed. Res. Bank of Kans.
) . ) City, Denver, Celo.
Roswell DO () Fed. Res, Bank of Kans. : )
: City, Denver, Colo. galt Lake City DO (m) -Fed. Res. Bank of Kans.
_ . ' City, Denver, Colo.
— Tulsa DO m) Fed. Res. Bank of Kans. ‘
K (m) City genver Colo ‘Vernal DO {m)} TFed, Res. Bank of Kams.
* o . - City, Denver, Colo.
Socotrro Res. Area (m) E?d. R;s. Bankcoi Kans"-'fVIRGINIA
ity, Demver, LO20- Fastern State (d) 1st Virginia Bank
OREGON ) FAlexandria) Alexandria, Virginia
ot tand) @ e e v [y -
A ortiand, Dreso _ Spokane DO (d) The 01d Natl, Bank of
. . ) : Washington, Spokane, WA
- — Baker Res. Area © f{(m) Ted. Res. Bank of SF <= ) ) ‘
- Portland, Oregom - WIOMING
“Wyoming SO (d) Americarn Natl. Bank
Burns DO (m) Fad. Res. Bamk of SF (Cheyenne) " Cheyenne, Wyoming
Portland, Otregon : .
: Casper DO (m) Fed. Res. Bank of Kans.
Coos Bay DO (d) Western Bank *  City, Denmver, Ceolo,
' Coos Bay, Oregon Rawlins DO ~(m) Fed. Res. Bank of Kans.
3 ¢ity, Denver, Colo.
Eugene DO {(d) Citizens Bank :
Fugene, Oregon’ Rock- Springs DO (m) TFed. Res. Bank of Kans.
: . . . City, Denver, Colo.
Lakeview DO (m) Fed. Res, Bank of SF
: . * Portland, Oregon Worland DO (m) Fed. Res. Bank of Kans.
: © ' city, Demnver, Colo.
1 iting: ” ‘
1/ Method of.?ep051tlng. (d). Direct Debosit (m) Mailed Deposit

BLM MANUAL

Supersedes Rel. 1-1260

Rel. 1-1483
5/29/87
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: S ( 25W)
1372 - COLLECTIONS
COPY FEES

I. Cash Transaction - Over the Cdunter

Responsible . o
Office/0fficial ' Step _ - Action
Clerk filling orxder : 1. Fllls the order.f
2. -Conpletee Form 1370-44, Copy Work
Request, lpav¢ng the name and addrass
uladk
3. -Retains the secohd‘cbpy,
. . o &, Sendé.ﬁhe customer, with the other
e : - : . .copies of thé Form 1370-44, to the
T ‘ C cashier for payment. &
Cashier - . 5. Accepts §ayment from customer,

6. Validatés“Form 1370-%4 ox stamps-it
paid. :

7. 1Issues receipt_copy'to customer.

8, Retains first copy as support for the
' dep051t.

II. Cash Transaction - Mail

Cazhier o L 1. Completes name and addressféecfion of
' Form 1370~ 4«.

2. Writes in the amount paid.
3. Validates or stamps paid.

4. Retains the first copy' as back up -to the
deposit.

5. TForwards the other copies with the cor-
respondence from the customer to the
clerk fllllﬂg the order. :

6. Deposits all copy fees, including fees
under the Fréedom of Information Act ‘
to account 14-1109, Management of Funds
and Resources, activity 4990, project
0001. Waives PQIA fees wliere the cost
of cellection exceeds the amount that
can be collected. Considers waiving all
POTA fees under $25 for each response.

BLM MANUAL | - . , " Rel. 1-1483
‘Supersedes Rel, 1-1260 o S : : ' 5/29/87



Appendix 4, Page 2

1372 - COLLECTICNS

- COPY FEES

IT. Cash Transactlon - Mail (Con )

Responsible
Office/Official

Clerk filling order

E Steé

7

{tr]

Action

Ascertains that the receipt is validated ox

stamped and in the proper amount.

 Fills the order,

Mails the receipt copy of the Form 1370- 4% to the.

. customer with the copies requested.

‘ 1II. Declining Deposit Tramsactions., Declining deposit copy fee accounts (DDA)
, . are established in State Offices for advance payments from customers making
regular purchases of copies.

Maintaining Accounts

DDA Accounts'C1erk

Receiving Remittances

" Cashier

BL.M MANUAL

~ Supersedes Rel, 1-1260 -

All deposits are to 14X%6800, Unearned Monies, BLM.

- ‘Maintains DDA accounts on cassette tapes using

Burroughs L-9700 Receipting and Validating
Machine or other approved posting machine.

Maintains an alphabetic listing of customers to
provide cross refaorence when the aecount number
is unknown. '

Maintains a customer history file by account /
number, containing all documentation affectlng '
the account balance.

Maintains a closed file alphabetically.

Receives remittances over the counter .or through
the mail to open a new account or add to balance
of an ex1st1ug account.’

ValLdaLeS'and processes Form 1370-44, Record of
Remittance Received, using totalizer key for the
unearned account. :

ba. If the remittance is received by the cashier
with a simulfancous oil and gas (590G) filing
application attached, sends the application
to the SOCG section with the accounting copy
of the Form 1370-42 for inclusion in the
drawing. '

Rel. 1-1483
.5/29/87
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| 3 Appendix 4;-Page 3
1372 - GOLLECTIONS '

_COPY. FEES

iII.' Declining Deposit Transactions {Con.)

Responsiblé _
Office/Official Step. g Act;on
- Cashier ‘ 7. Forwards the collectioﬁ'copy to the accounts clerk

with the remittances at tha end of the posLlng period.
tQ bupporL thc depos;t.

8. Forwards the case copy and the receipt copy to the
DDA clerk with any correspondence from the customer
‘_atta;hed

Ba. If Lhe remittance is recexved across ‘the
‘counter, gives the receipt copy to the customer.

. Tapes the collection copies: and vwerifies the total
against the cash transaction record, Form 1370-11.

L=}

_Acc0unt$ Clerk

-~'10. Depoéits the remittances using a Separate Collection
Data -Sheet, Form 1370-35 and Office Code 910. (See
BL¥ Manual Section 1684,) : : :

1l. Maintains the balance of the DDA's with the unearned
accounts but on a separate contrcl le dgcr.

12. Posts the control édser from the collectibﬁ deposit
tickets identified by lock number, Journal Vouchers
preparad from copy work requests and refunds. )

DDA Clerk _ ‘ 13. ‘Tapes the Form 1370-42's and reconciles with the
C - © total for copy fees unearned b lock numher from
Lhe CaSulEL. '

14. Posts the remittances to the DDA accounts aloug:
with the charges, and reconciles the total agalnst
the journal tape.

5. Retainsithe'reCeipt copy if available, and the
case copy, until the account is posted. «
15a. If the remittance is to -eatablish a new
account, assigns an account number, establishes
the account on tape, and issues a Copy Tee
Statement, Form 1370--43 (see.%llustration 28).

BLM MANUAL : _ ' Rel. 1-1483
Supersedes Rel. 1-1260 . i : L 5/29/87
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1372 - COLLECTIONS

COPY FEES
IIT, Decllning Deposit Transactions (Con )

IResponsible . ) .
Gifice/Official ' Step . _ Action
DDA Clerk ' 15b. If the remittance is to add to an existing

.account; increases the balance and issues a.
Copy Fee Statement. :

16. 'Forﬁards the statement to the customer ﬁith the .
© receipt copy of the Form 1370-42 attached, if

available,

17, iles the case copy, with any correspondence in
) the customer history file.

Requests for Copy Work

'18. Prepares a copy Work Request, Form 1370-44 for all
_copy work. requests received; entering the name
and address of the customer, and the cost of the
order. ‘

19. Determines the account number, either from the
customer request or from the look-up file and
enters it on the Form 1370-44.

20. Determines the availability of funds in the
customer®s account from the last listing.

20a. Checks the posting file of unposted copy
: work requests, and the unfilled order_file,
' to assure that the customer hasn't already
incurred charges against the account since
the last listing was run.

21. If funds are not available aotifies the customer
and requests additional funds before the order is.
‘filled. ‘

22. If funds are available, enters the available
baleénce on the Form 1370-44, enters the new
balance, retains the File copy in the unfilled

order file, and forwards the others to the
clerk £f111ing the order.

Clerk Filling Oxder 23. Makes coples and certiffes if necessary.
| 24,  Forwards copies to customer with Receipt copy of
_1370~44
' : Rel. 1-1483
BLM MANUAT. _ _ ‘ ' 5/29/87

Supersedes Rel. 1 1260
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11372 - COLLECTIONS

- COPY ¥EES

III. Declining Deposit Transactions (Con.)

-Responsible ,
. Office/Official. " Step - Action
+ Clerk Filling Qrder' ' 25. 'Retains voucher copy of 1370-44 if necessary for
' . file. ' ‘ : L
26, _Fnrwade'accounting copy of 1370-44 to DDA clerk
with date order was filled. e
DDA Clerk - o 27. 'Removes File .Copy of Form\1370-44"from unfilled
B - file and matches with accounting copy and places
in posting file. ' :
~28. Before posting, runs an a&ding'machine'tape to
determine the net total of the postings.
29, ;After posting,.reconciles the addiﬁg machineﬁnet
total with the net amount of the journal tape.
30. Forwards the original of the Copy Fee Statement to
: the customer. _ o
31. Files the File Copy.of the Form 1370-44 and a copy
-of the statement in the customer history file.
32. Places the accounting copy of the Form 1370-44 in
- a holding file by posting batch, with the adding.
- macHine tape attached. ' ' . ~
33." Tapes the batches to arrive at a monthly total,
and forwards to the accounts clerk at the end of -
the month, - - e ' '
34, Prepares a Journal Voucher, Form 1370-39, using
' office code 910, to transfer the total batch amount
from Unearned Monies - 14X6800, to the Earned
Account-14-1109. . o
_34.' Posts the Journél‘Vouchér.fo the separate control
. ledger for DDA accounts. :
Reconciliation
36. Reconciles the control iedger with‘the DDAmgster
- list each time it is run (weekly if the volume of
transactions exceeds 50 per week), (See Illustration
27 for reconciliation format). :
BLM MANUAL = o B -~ Rel. 1-1260

10/28/82
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1372 - COLLECTIONS

.
.

: COPY FEES
IIT. Decllnlng Dep051t Transactions (Con )

. Responsible i . o S o _-l' o ' .
Office/Official - Step Action ‘ :

37. Cuts of f transactions to the SC at least 2 work—
: days before the end of the month .

Reconciliation . 38, Reconciles contral ledger monthly to seperate

uneatrned printout of unearned DDA in Office
Code 910

CIOsing Accounts

DDA Clerk - - : ‘ 39. Closes accounts any time at fhe feqﬁest of a
' ©  customer. . L 3 : :

40. Reviews the listing of account balances at least
every 6 months to identify inactive accounts.

41, Sends a notice to any customer whose account has
been inactive more than 6 months 1nqu1r1ng if the
account should remain open-or be closed.

42. 1If fo response is recelved, closes the account
unless there is some reason to believe that it
may become active,

43. If the balance,is under $1.00 and no response
is received, closes the account, however, makes
no refund unless requested to do so. :

44. 1Issues a Form 1370-43 to the customer with an
‘ "~ annotation that account will be closed and. a
check will be issued if the balance is $1.00
or more and will not be issued if the balance is
~under $1.00 except upon request. '

45. Forwards a copy of the statement to the accounts
: clerk with any correspondence from the customer.

46. Files all correspondence related to the closing,
in the customer history file.

BLM MANUAL - B ' ' ’ ' ‘Rel.' 1—1260 -
' 10/28/82 '
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1372 - COLLEGCTTIONS

COPY FEES

- III. Declining Deposit Transactions (Con.)

Responsible :
Office/0Official - Step
Accounts Clerk " 47,

Action

‘Schedules a check for issuance to'the_customer .

if the account balance is $1.00 or more. Prepares

a Journal Voucher, Form 1370-39 transferring the

48.

 Closing Accounts

Accounts Clerk (Con.) 49,

DDA Clerk = 50.

" 51,
52.
BLM MANUAL

balance from the unearned to the earned account

. if the balance is under $1.00. This closes the -

account, .

Files the copy of the statement, as back up to
the refund or the Journal Voucher. '

.Forwards a machine copy of the statement with an

annotation of the schedule or Journal Voucher
number and date to the DDA clerk. :

Posts the machine copy of the statement to 'the
accounts, and files in .the customer history file.

Pulls the entire customer history file and places.
in separate alphabetic file of closed accounts.

Reassigns the account number to the next customer.

_Rel, 1-1260
10/28/82
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1372 - COLLECTIONS (.25

Receipting for Collections..
Controls

!. District and State Offlces Wlthout Recelptlng ind Valldatlng Machines.

a. Regular Collectlons (for Slmultaneous 01l and Gas, see Appendlx 4).

Respon31b1e Official ‘ Step - _ Action
Mail Clerk -~ 1. Opens and time stamps mail. Prepares an

adding machine tape (in dupllcate) of all
remittances. Enters date on both tapes.

2. Sends one copy of the tape to the employee
responsible for rev1ew1ng collections;
dellvers the other copy with the remit-
tances, to the employee respon51b1e for

dep031ts.
Cashier or Receiving . o 3. Receives over—the—counter collectlons, and
Clerk issues receipts immediately.

4. Prepares an addlng machine tape (in dupll*
cate}) of all over-the-counter collecticns.

5. Sends one copy of the tape to the employee.
- responsible for reviewing collections;
delivers the other copy, with the remit-
tances and receipts, to the employee
responsible for deposits.

Employee Respon51b1e for . 6. Verifies remittances received from the
Deposits o - mailroom, signs the tape, and returns the
: tape to the mailroom.

7. Verifies over-the-counter collections
received with receipts and tape, and
returns signed copy of tape to the

‘receiving clerk or cashier.’ '

8. Processes outstanding bills/notices and
. prepares receipts, transfers, returns, or
listing of undeposited remittances.

9. Prepares Deposit Ticket and Collection
Data Sheets, Form 1370-35; sendscopy of
Deposit Ticket, with receipts attached,
with transfer or return documents, 115t of

undeposited remittances, and Collection
Data Sheets to the employee responsible
for reviewing collections.

BLM MANUAL - : ' , _ Rel. 1-1260
Supersedes Rel. _ 1-1049 ' ‘ . : _ 10/28/82

r
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Employee Resp0n51b1e
for Reviewing
Collections

* Employee Responsible for

Deposits

1372 - COLLECTIONS.

10, Verifies adding machine tapes received in
" Steps 2 and 5 with coliectioms to be
deposited, transferred returned, or
retained. o :

11. Verifies and submits Collection Data Sheets'
'~ to D-510. Returns all other documents to
the employee responsible for deposits.

12, Processes and files documents and dep031ts
remittances.’

2. State‘Offices Using‘Reeeipting and Validating Maehines.

a. egular Collectlons ( for Simultaneous- 0il and Gas Lea51ng, see

Responsible Official

Mail Clerk

Cashler or- Rece1v1ng
Clerk

Employee Responaible
for Deposits -

Employee Responsible
for Reviewing
Collections

Employee Reaponsible'r

for Deposits

BLM MANUAL
Supersedes Rel. 1~1049

Appendlx 3.)
-Step - ) Action

1. Opens mail and turns over all remlttances
to the ‘cashier. '

2, Validates outstanding bills/notices or
prepares and validates receipts for all
collections received by mail and over-the-
counter.

3. Sends bills/notices, receipts, Daily
‘Record of Cash transactions, -Corrections
and Summary Sheet, and remittances to the

employee responsible for preparing deposits. -

4. Prepares adding machine tape of all remit-
" tances and reconciles with the receipting
and validating machine tape, completes
- first three columns of Form 1370-11, Cash

Transactions Record.

5. Verifies receipts, etc., with collections,
tapes, remittances; completes columns 4 and
5 on Form 1370-11, and processes as -in
Step 8 and 9, above.

6. Reconciles receipting and validating
machine tape with Cash Transactions Record
and collections to be deposited, trans-
ferred, returned, or retained, and
completes as in Step 11, above. '

7. Processes and files documents and deposits
remittances.

‘Rel. 1-1260
10/28/82





