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1374 - REFUNDS, TRANSFERS, AND RETURNS

.01 Purpose. This Manual Section provides procedures for refunding, transfer-
ing, and returning monies received in connection with Bureau activities.

.02 Objectives. The objectives are to ensure that refunds, transfers, and
returns are processed efficiently and uniformly in accordance with existing
laws and regulations.

.03 Authority. Authority is contained in the GAO Manual For Guidance of
Federal Agencies, Title 2, Section 6, and the Budget and Accounting Procedures
Act of 1950, which specifies that agencies are responsible for establishing

and maintaining systems of accounting and internal control which conform to
the principles, standards, and related requirements prescribed by the Comptrol-
ler General of the United States.

.04  Responsibility. All Bureau Officials are responsible for complying with
the procedures prescribed in this section.

.05 Definitions.
A. Refunds: Amounts received by the Bureau which are deposited into

accounts of the United States Treasury and repaid by the issuance of a U.S.
Treasury Check.

B. Returns: Remittances received by the Bureau which are not deposited
to the U.S. Treasury but are returned to the remitter in the form received.
Currency remittances are deposited and refunded.

C. Transfers: Funds deposited into the U.S. Treasury which are removed
from one account and deposited into other Treasury accounts.

.06 Policy. All remittances received by the Bureau are placed under strict
accounting control. Refunds, transfers, and returns are processed as soon as
it is determined that such action is required and authorized by law and
regulation.
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1374 - REFUNDS, TRANSFERS, AND RETURNS

.1 Refunds. 43 USC 1574 authorizes the refund of any monies collected
when it is determined that a person has made an unrequired payment

under any statute relating to the sale, entry, lease, use, or other

disposition of the public lands, or has paid in excess of the amount

required by law and regulations. The Code of Federal Regulations (CFR)
provides for refunds of grazing fees upon timely application and in

case of range depletion, when authorized by the Director or other

official to whom this authority has been redelegated. (See .16D.)

.11 Basis for Refund. Refunds are processed upon application
from the proper party or from Bureau motion as follows:

A. Application for Refund. Application may be by letter or
on Form 1822-1, Repayment Application. (See 43 CFR 182 for detailed
regulations.)

B. Refund Upon Bureau Motion. Refunds upon Bureau motion are
made when an application for refund would be honored, such as improper,
excess, or unrequired payments. Refunds because of range depletion, and
refunds of rental or royalties received from leases on the Outer Con-
tinental Shelf, may not be made upon Bureau motion.

.12 Party to Receive Refund. Refunds of excess payments or other
credit amounts are made to the record title holder of a lease. The
record title holder includes all parties to whom the lease was issued,
or parties holding such title through approved assignments from the
lessee. If an assignment becomes effective after rental is paid and
it is found that an erroneous rental rate was charged, the excess rental
is paid to the party holding the lease when it is determined that the
rate was in error. The general rule is that the lease account follows
the ownership of the lease, and the owner is entitled to any overpayment
found or created while holding the lease. If a new lease is created by
a partial assignment, only the rental required by the assignment is
transferable to the new lease account; any credit balance remains with
the parent lease account.

.13 Scheduling Refunds. Refunds are scheduled onSF-1166, Voucher
and Schedule of Payments. (See Illustration 1.) A single schedule
should be limited to 10 pages in length.
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1374 - REFUNDS, TRANSFERS, AND RETURNS

A. Certification. All refunds scheduled on SF-1166 must be
certified by an employee designated as an authorized Certifying Officer
(See BLM Manual Section 1384.31). Personnel in offices not having an
Authorized Certifying Officer must send the SF-1166, with supporting
documentation, to D-515 for certification.

.14 Processing Refunds. Refunds scheduled on SF-1166 are submitted
to the Service Center (D-515), whether certified by the field official
or not, for submission to the Disbursing Office. Since refunds repre-
sent disbursements, they are reported on Form 1310-5, Document Face
Sheet. The total amount of refunds per schedule may be reported on one
Document Face Sheet. Use Document Type Code RF and Transaction Code 01
for 70, 75, or 76 and Transaction Code 02 for copy fees. See
.16 below for available year codes.

.15 Deffering of Refunds. When a refund represents an amount ten-
dered by personal check, it will not be processed until 30 days has
elapsed to allow the check to clear through the bank. When the
amount to be refunded was paid by guaranteed remittance, such as currency,
Postal Money Order, bank money order, certified check, or cashiers’’ check,
the refund may be processed without regard to the 30-day waiting period.

.16 Types of Refunds.

A. Unearned and Suspense Accounts. Refunds from the Unearned
Account, 14X6800, Suspense Account, 14X6875(11), and Budget Clearing
Account, 14F3875, may be made by all offices using such accounts.

District Offices do not deposit to the Unearned Account 14X6800, except
for rights-of-way. Then State Office Code 950 is used and the Account
is forwarded to the State Office for maintenance.

1. An approved and completed accounting advice copy of Form
1370-41, Receipt and Accounting Advice, is the authorization to refund
an amount (including excessive remittances) from these accounts. If
the accounting advice copy of Form 1370-41 has already been used for a
partial transfer or refund, Form 1370-22, Accounting Advice, may be used
to authorize the refund.

2. Use the following available year (AY) codes on Document
Face Sheets to identify fund symbols:

Fund Symbol Available Year Code
a. 14X6800 75
b. 14X6875(11) 76
c. 14F3875(11) 70
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1374 - REFUNDS, TRANSFERS, AND RETURNS

3. Submit Document Face Sheet, Form 1310-5, and the original and
three copies of the SF-1166, Voucher and Schedule of Payments, to D-515.

4. If the SCD is to certify the SF-1166, submit one copy of
the Receipt and Accounting Advice, or other documentation authorizing
the refund. The District Manager or his/her designee must sign the
certification block on the second and third copies of the SF-1166.

5. Retain one copy of the SF-1166, attach the accounting advice
copy of Form 1370-41 or 1370-22, and file numerically. This copy of the
SF-1166 is replaced by the accomplished copy when returned by D-515.

6. Ifaportion of the original deposit is retained in the
Unearned or Suspense Accounts, file one copy of Form 1370-41 or 1370-22
to support the amount retained.

B. Miscellaneous Unearned Account.

1. Amounts deposited to general fund receipt accounts and
unavailable special funds may be refunded under the provisions of
31 USC 725 and 43 USC 99 from the Miscellaneous Unearned Account, 14X6285,
by D-515 personnel. Included are overpayments, erroneous collections,
and other amounts deposited to earned accounts.

2. An approved and completed accounting advice (Form 1370-41)
or 1370-22) or a Payment Statement, Form 1370-10, is the only
basis for scheduling refunds from the Miscellaneous Unearned Account.
The SF-1166 must have the receipt account typed in the “Appropriation
Summary” block. Approval for payment must be made by the authorized
officer on the bottom of the SF-1166 (on the first carbon copy).

3. Prepare a Collection Data Sheet (CDS), Form 1370-35, filling
in the appropriate accounting data (Example: county, commodity, etc.)
of the receipt account where the money was originally deposited. The
amount must be bracketed. The document type is RF and the transaction
code is 40. Do not fill in the document number blocks. This will con-
tain the schedule number assigned by D-515. Submit the original and
three copies of the SF-1166 and the pink copy of the CDS to D-515.
Retain one copy of the SF-1166, the yellow copy of the CDS, and the
accounting advice copy, in a numerical file.
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C. Refunds of Grazing Fees for Range Depletion. During periods
of range depletion caused by drought, fire, or other natural causes, or
in case of a general spread of disease among livestock, applications
may be filed by permittees or lessees for refund or adjustment of
grazing bills. Refunds resulting from range depletion on public lands
administered under Sections 3 and 15 of the Taylor Grazing Act must be
approved by the authorized officer (see 43 CFR 4130.5-2(b).) Refunds
are processed in the same manner prescribed in .16B. Revised grazing
schedules are documented by issuing Form 1370-10 and submitting a
Collection Data Sheet (CDS), Form 1370-35, to D-515, if the bill has
been reported as an accounts receivable.

D. Refunds of Grazing Fees for Change of Grazing Use. Grazing
permittees or lessees may apply for a change in grazing use and related
refunds of grazing fees.

1. Advance Application for Change in Grazing Use. Applications
for change in grazing use authorized by an advance grazing bill must be
filed prior to the period of use for which the change is requested.
Approval of these applications is at the discretion of the authorized
officer. (See 43 CFR 4130.5-2(a).) No refunds are made when the amount
is less than 5 dollars. Process refunds or adjustments in accordance
with .16A.

2. Adjustments Based on Actual Use. Grazing permittees or
lessees may be granted a refund if actual grazing use reports they
submit indicate that they have made less grazing use than they paid for
in their advance bills. These refunds can be granted only where the
actual-use billing privilege has been granted the permittee or lessee
in an allotment management plan which has been incorporated into the
respective grazing permit or lease. (See 43 CFR 4130.5-1(e).)

E. Refunds from Funds of Another Agency. When a refund is
requested from funds which were deposited by the Bureau to the credit of
another agency or bureau, the request is forwarded to that bureau or
agency so that the refund may be made from the funds of the agency
involved. File a copy of the request and transmittal document with
other accounting documents.
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F. Refunds of Unclaimed Monies. Amounts transferred to Treasury trust
fund account 20X6133, Payment of Unclaimed Monies, are refunded by Treasury
personnel. BLM officials initiating a refund submit a memorandum to the
Director, (820) with a copy to D-515. Show the date and number of the document
issued when the refunds were deposited to the 20X6133 account. Headquarters
personnel (820) prepare a SF-1166, Voucher and Schedule of Payments, supported
by the deposit information, and submit it to Treasury Upon receipt of the
confirmed copy of the SF-1166 from Treasury, 820 personnel prepare two
duplicates and forward one to D-515 and the other to the initiating office.

The SCD, (D-515) uses the first copy to debit Account 440, Liability for Un-
claimed Money, and credit Account 140, Unclaimed Money, in the General Ledger.
Personnel in 820 record the refund on the detail record maintained for the
unclaimed account. (See Illustration 8.)

G. Refunds from Suspense for Public Sales Under 43 CFR 2711.1. The
regulations under 43 CFR 2711.1 require an advance payment from applicants for
the sale of isolated public land tracts to defray the costs of sale publication.

The advance is deposited to 14X6875, Suspense. Publication costs are paid from
the current Management of Lands and Resources appropriation (MLR). Upon sale
of the lands, costs of publication are charged to the advance and refunded to

MLR. If the cost of publication is less than the deposit, the difference is

refunded or applied toward the purchase price of the lands. If the difference

is refunded to the applicant, follow the procedures in .16A. If the balance

is applied toward the purchase price, follow the procedures in .23C. (See
Illustration 5.)

.17 Undeliverable Checks. If a check is returned to the Treasury as
“undeliverable,” the Treasury personnel will advise the office submitting the
SF-1166 and forward a Treasury Form 1664D, Returned Check Notice with a copy
of the check.

A. Processing Undeliverable Checks. Upon receipt of the Form 1664D,
D-515 personnel prepare Form DSC-1370-2, Request for Current Address, and
forward it to the office which originated the refund, along with the Form
1664D. When a new address is obtained, D-515 personnel prepare Form 1664R,
Request to Remail Undeliverable Check And/Or Bond, and forward it to Treasury.
(See Illustration 2.) If no additional information can be obtained, D-515
personnel prepare a SF-1185, Schedule of Undeliverable Checks for Credit to
Government Accounts, to cancel the check and credit the appropriation from
which it was disbursed. (See Illustration 3.)

.18 Canceled Checks. Checks drawn on the Treasury of the United States
are canceled by preparing SF-1098, Schedule of Canceled Checks, in an original
and three copies. Forward the original and two copies to D-515 and retain
one copy. D-515 personnel assign sequential numbers to the SF-1098, submit it
to Treasury and prepare a Document Face Sheet crediting the account from
which it was paid. (See Illustration 7.)
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1374 - REFUNDS, TRANSFERS, AND RETURNS
.2 Transfers.

.21 Scheduling. Transfers are made on SF-1081, Voucher and Schedule
of Withdrawals and Credits (See Illustration 4), SF-1166, VVoucher and
Schedule of Payments (see Illustration 1), and Form 1370-39, Journal
Voucher (See Illustration 5). Any number of items may be included on
a single transfer form.

A. Transfers Out of BLM.

1. SF-1081. With the exception of transfers to Geological
Survey (GS) or to the military, transfers from one agency station code
to another are scheduled on SF-1081.

2. SF-1166. Transfers out of BLM to either GS or the military
are scheduled on SF-1166.

B. Transfers Within BLM.

1. Form 1370-39. Transfers within BLM are effected on Form
1370-39 as long as the agency station code is the same for all items.

.22 Certification. Transfers on SF-1081 and SF 1166 must be cert-
tified by an authorized Certifying Officer. Personnel in offices without
certifying authority submit forms to D-515 for certification. Transfers
on Form 1370-39, Journal VVoucher, need not be certified; transfers on
this form may be signed by the office manager or a designee.

.23 Types.

A. Transfers - 14X6800, 14X6875(11), and 14X3875(11). All offices
may transfers funds from these accounts if the transfer is certified in
accordance with .22.

1. Basis for Transfer. An approved and completed Receipt and
Accounting Advice, Form 1370-41, is the basis for transfer from these
accounts.

2. Coding. See available year codes listed in .16A2.

3. Processing.

a. Prepare an SF - 1081 in original and four copies. Do
not complete the “Voucher No.” lines. Show the reason for transfer and
submit the original and three copies to D-515 with a Collection Data
Sheet, Form 1370-35. fthe SF-1081 is to be certified by D-515 person-
nel, also submit a copy of an approved accounting advice.

b. Prepare Form 1370-39 when transferring funds within BLM.
Enter the reason, assign a document number, and submit to D-515.
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c. If aportion of the deposit is retained, file one copy
of the accounting advice in the 14X6800, 14X6875(11), or 14F3875(11)
account to support the amount retained.

B. Transfers - Unclaimed Monies of Individuals Whose Whereabouts
Are Unknown. A quarterly review is made of individual amounts in the
Suspense and Unearned Accounts. Amounts representing monies belonging
to individuals whose whereabouts are unknown, which have been held for
more than one year after becoming available for refund, are processed
as follows:

1. Under $5.

a. Prepare Form 1370-39, Journal Voucher, in an original
and one copy.

(1) Show transfer from 14X6800 or 1X6875(11) to Treasury
fund symbol 141060, Forfeiture of Unclaimed Money and Property.

(2) Submit original of Form 1370-39 to D-515. Retain
copy and file numerically.

2. 3$5and Over. Determine that each item meets all of the
following criteria: a refund, upon claim, would be absolutely justified;
there is no doubt as to legal ownership of the funds; and a named indi-
vidual, business, or other entity can be identified with the item.

a. Prepare Form 1370-39 in an original and two copies.

(1) Show transfer from 14X6800 or 14X6875(11) to Treasury
fund symbol 20X6133, Payment of Unclaimed Monies.

(2) Show the name and last known address of creditor;
the amount of unclaimed money; and the number and date of the document
originally issued to deposit the money to the account from which the
refund is being made.

(3) Submit original and one copy of Form 1370-39 to
D-515. Retain one copy and file numerically.

b. The Service Center Director (D-515), includes deposits
to 20X6133 on the Statement of Transactions, SF-224, and establishes
control by debiting Account 140, Unclaimed Monies, and crediting Account
440, Liability for Unclaimed Money. Also, D-515 personnel submit one
copy of the Form 1370-39 to the Director (820).
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c. The Director (820) maintains a memorandum card record
of the items posted to General Ledger Account 440, representing unpaid
items transferred to Treasury Account 20X6133. The cards are balanced
to Account 440 at least once each fiscal year, and always as of Septem-
ber 30.

C. Transfers - Public Sales Under 43 CFR 2711.1. Advance deposits
for public sales under this section are explained in .16G. Deposits are
refunded, transferred t the MLR appropriation as a repayment to the
financing activity, or applied toward the purchase price of the lands.
A single journal voucher is used to accomplish transfers to the MLR
appropriation and to 145881, Sale of Public Land and Materials. Transfers
are based on an approved accounting advice. Prepare Form 1370-39 in an
original and one copy; forward the original to D-515. (See Illustration
5)

D. Transfer of Accounts of Geological Survey. When the U.S.
Geological Survey (GS) requests transfer of an account, an Accounting
Advice, Form 1370-22 is prepared. It shows the month, day, and year
through which rental is paid and the total amount of the rental payment.
GS establishes account balances from this information without further
reference to the Bureau. Land Office Personnel must not initiate
refunds after receipt of a request to transfer a lease to GS. After
balances are transferred, refunds are initiated by GS.
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1374 - REFUNDS, TRANSFERS, AND RETURNS

.3 Returns. Form 1370-21, Notice of Return of Remittance (see Illus-
tration 6), is used to document remittance returned to sender. Excep-
tions to the use of Form 1370-21, are provided for the following: re-
mittances received in connection with unacceptable or unsuccessful
simultaneous filings may be returned by Form 3112-2, Notice of Return of
Drawing Entry card (see BLM Manual Section 1372, Illustration 23) along
with Form 3112-1, Simultaneous Oil and Gas Lease Application (see
BLM Manual Section 1372, Illustration 24); unsuccessful OCS filings
may be returned to an authorized representative of the bidder who signs

a receipt form for the checks.

.31 Return of Currency. Currency collections are not returned in
the form received. All currency collections are deposited and refunded
by U. S. Treasury check.

.32 Preparation of Form 1370-21, Notice of Return of Remittance.
Prepare Form 1370-21, Notice of Return of Remittance, in two to five
copies and distribute as follows:

Remittance Accounts Re- Chronolog-
Applicable to: Remitter Case File ceivable File ical File

1. Accounts Receiv-

able (no case file) X X X
2. Accounts Receiv-

able (case file) X X X X
3. Outstanding Lease X X X X

4. Unacceptable
Application X X

5. Acceptable
Application (Attach X X X
to application)

.33 Record of Returned Remittances. Maintain a chronological file
of returned remittances consisting of one copy of each Form 1370-21
processed. For returns pertaining to unsuccessful offerors for simulta-
neous filings, see BLM Manual Section 1372.25F.

.34 Posting of Returned Remittances. At the close of each account-
ing day, post chronological file copies of Form 1370-21 remittances
returned to the Undeposited Remittances Register, Form 1370-16.
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1374 - REFUNDS, TRANSFERS, AND RETURNS

4 Preparation of Collection Data Sheet or Document Face Sheet. All
collections, refunds, and transfers to and from the Suspense, Unearned,
or Budget Clearing Accounts are reported to D-515 as follows:

41 Collections. Submit Form 1370-35, Collection Data Sheet (CDS)
showing the total amount deposited to each account on a single Deposit
Ticket, SF-215.

42 Refunds. Submit Form 1370-10, Document Face Sheet, showing the
total amount refunded from each account on a single SF-1166, VVoucher
and Schedule of Payments.

43 Transfers. Submit Form 1370-35, Collection Data Sheet, showing
the total amount transferred from each account on a single SF-1081,
Voucher and Schedule of Withdrawals and Credits, or Form 1370-39,
Journal Voucher.

44  Summaries. At the close of each month, the Service Center (D-515)
furnishes an analysis of Unearned and Suspense Accounts. The summary
balances reflected on the analysis should equal the totals of the indi-
vidual items in the detail files.

A. Reconciliation. Reconcile Unearned and Suspense Accounts with
the analysis as follows:

Balance, Beginning of Month $15,000
Plus: Collection, Current Month 2,500
Total $17,500
Less: Refunds and Transfers Current Month 3,000
Balance, End of Month $14.500
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Ilustration 1
Form SF-1186
(.13)

REFUNDS, TRANSFERS, AND RETURNS

VYoucher and Schedule of Payments
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DISTRIBUTION: Submit the original and three copies, with a Form 1310-5, Document Face, Sheet, or a For_m 1370-35, Collection Data
Sheet, for each schedule, to the Service Center Director (D-515). Retain a copy for office files.

*See Instructions on next page.



Ilustration 1
Form SF-1166
(:13)

*INSTRUCTIONS

1 Complete the address for either
the Headquarters Office or the
Service Center, as appropriate, de-
pending on which office is process-
ing the SF-1166.

2 Type in the name of the certifying
officer. He/she must sign above
the typed name.

3 List the appropriation being charged
with the payment(s) being made. The
total being disbursed from each
appropriation must be indicated as
shown.

4 Indicate the Bureau office originat-
ing the refund.

5 Indicate the Agency Station Code
for the Service Center (14-11-0008).

6 Field offices do not insert a
schedule number. This is completed
by personnel at the Service Center.

7 Insert the Grand Total of all checks
being written from the schedule.
This is the total of the “Amount”
column.

8 Type the name and address of the
payee as illustrated. The Postal Zip
Code number must bet included. The
Treasury Department will not mail
checks without this number. Indicate
as briefly as possible the reason
for the refund.

9 To indicate the end of the schedule,
type 4 slashes after the last address.
Leave one line between the last line
of the address and the slashes,
Nothing must be entered on the
original copy of the SF-1166 after
these slashes are typed. If the
approving officer must sign the
schedule (in addition to, but not
in place of, the certifying officer),
he/she must do so on a carbon copy
and not on the original.

NOTE: The SF-1166 must be typed, using
the required OCR type font (ASA-
OCR-10). Thisisa Treasury
requirement which cannot be
waived. These schedules are
machine read so must meet machine
reader requirements.
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I1lusktration 2

Form 166&4R
{.17A)
1374 REFIMDS, TRAMSFERS, AND BRETURES
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INSTRUCTIONS

Enter the location of the Treasury Regional Disbursing Center and the date.
Enter the voucher(s) and date(s) of any check(s).
Enter the corrected name and address of the payee.

Enter the agency station code.

Enter the full name and address of the accounting station, either Washington Office
Or the Service Center.

Type in the name of the Authorized Certifying Officer. The form should be signed by
the officer certifying the original SF-1166.

g b~ W N

(2]

DISTRIBUTION

Original:  To Disbursing Office
Duplicate:  To Disbursing Office

Triplicate: To Bureau file

BLM MANUAL
Supersedes Rel. 1-217

Rel.

1-1235
8/28/81



Tllustration 3
SF-1185
{.178)
1374 - REFUNDS, TRANSFERS, AND RETURNS

Schedule of Undeliverable Checks for
Credit ko Goverament Accounts

| Standnnd Porm No. 1188
Tapl m

ok SCHEDULE OF UNDELIVERABLE CHECKS
FOR CREDIT TO GOVERNMENT ACCOUNTS

Department of the Intecior Bureau of Land M .
{ Departannt or Estatibh vent) (Mocwmn o 0Sam)
Locaron .. Deaver, Colorado
Acsounting Penoo .. September, 1980 RN N 0.0.Svmne No 3131
A e | omtne. e omT | S e
4/80 14,341,010 | John R, Pringle $15,00 L4X6875(11)
2B16 Dusty Road
Sinpsonvilla, Colorado 81632
Undeliverable Check
|
Check Attached $15,00
ToraL
/4 7 7
Oate ... September 3, ., 80 _..Charles C. Crowly C&Mbi-((’mj/
PR ) " (Cxrtitylng aflow) I
DISTRIBUTION: The original and 2 copies are gent to D-515 to Support Journal Voucher and Numeric ‘
file.
3 copias are sent to the origimating office to gupport the numaeric file, suspense
file, if needed, and the case file, if needed.

Supersedes Rel,

Rel. 1-1233
B/28/81

1-637




Ilustration 4
SF-1081
(:21)

1374 - REPUNDS, TRANSFERS, AND RETURNS

Voucher and Schedule of Withdrawals and Credita

T ipaliedd VOUCHER AND SCHEDULE
MtEal OF AbcTmeTs OF WITHDRAWALS AND CREDITS
1082307 Vou No, _0 12001
10D aed;

'z | gdieon TN 0T
o (2

To Disbursing Officer— i
ng Officer—Office Billed TR PAID BY
You are authorized to effect the withdrawals and credits indicated below.
Disbursing Officer—Billing Offieq 3004
{2.0. apmialy
TA0Iren
WITHORAW FROM ~ - PAY YO—

Desanraewe L0Oterior @ DErarrMesT Interior
Bounsau Land Management Bunsav Water and Power Resources
Acmnor Sramow Brunor, 14-11-0008 Aoewey Staviox Srusor 14.11.0700
Avonsss DFC, Denver, CO 80225 Avonesg  Denver, CO

Rosaar Summany & [ Somuany

Hastateis Arrasrmiano 08 FUN0 SYHBM Auouwy Rarmucs Arraoreiamon om Puns Br a0l Luweunr

14X5800 @ 53.00

Torar 63.00 . Torat @m—

Details of eharges or reference o atlached supperting docamenta

@Fund- collected by HBLM for WPRS are being transferred from BLM to WPRS.

Far use of offiee hilled: For use of billing office:

O

CERTIFICATE OF QFFICE BILLED
T certify that the itema listod berein are correet and proper for payment from the agprepriations] dasignated.

8/24/80 9 Ch - ’ A
(Datel O %hum ar ceriliping ofioer)

Paid by ehook No. CDNo.

DISTRIBUTION: 1. Send the original and two copies to the Service Center (D-512).
2. Retain one copy and file in numerical order with related accounting advice and any other relevant documentation.

*See Instructions on the next page.

BLM MANUAL Rel. 1-1235
8/28/81

Supersedes 1-637



Ilustration 4
SF-1081
(:21)

* INSTRUCTIONS

1 Enter the six digit number for the
fiscal year, State Officer code, and
document sequence number.

2 Enter the Disbursing Office symbol
for the Treasury Disbursing Office.

3 Enter the Department, Bureau, Agency
Station Code, and address of the
Service Center.

4 Enter the appropriation to be charged
and the amount.

5 Enter the Department, Bureau, Agency
Station Code, and address of the
receiving agency.

6. Enter the total amount of the transfer.
the appropriation or fund symbol is
entered by the receiving agency.

7 Enter an explanation of the trans-
action as briefly as possible, giving
adequate identification of the
transaction.

8 Enter the State and Office code of
the initiating office.

9 Type in the name of the Certifying
Officer. The Certifying Officer
Signs on this same line and dates
The SF-1081 for the date signed.

BLM MANUAL Rel. 1-1235
Supersedes 1-637 8/28/81



Ilustration 5

SF1370-39
(.16G)
Illustration >
Form 1370-39
1374 - REFUNDS, TRANSFERS, AND RETURNS (.16G)
Journal Voucher
(Receivables, Collections)
Form 1370-39 | : Ny
April 173 e | ¥A-515-3v-0-000001
@
0% Pransfer c’cllection from suspense to appropriate receipt account. __:t:‘:‘? ‘
A Amnwm -
000001
FFr T ———-——-:‘ t Q_w Q T - — .
| James W, Jfckson 9/ ‘)/HJ (_/(‘1&":;.; R, Wilson_ 9/5¢80 ) T ST 34 ‘
‘ | . ; S v
i_lz,;,,g_tim, : - ’csﬁ | i , $100.00
| W | |
RN :
A |
}7 - - FUND OR REIMBURSA E CD [5 [N |
ii E A W [ 7 = — b 5 B
I | | |
B {3 I | i 100,00
e B I A I |
i | } | | R
’ b i : 1 | - ! B \
INSTRUCTIONS:
1  Enter the Document Control Number assigned by the preparing office’s personnel.
2 Enter coding data from BLM Manual Section 1321.
3 Give a brief explanation of the transaction.
4 Preparer must sign in the space provided.
5  Office head must sign in the space provided, indicating approval of the transaction.
DISTRIBUTION
1. Original - send to D-512 at the Service Center
2. Copy - retain in the preparing office’s files.
BLM MANUAL Rel. 1-1235

Supersedes 1-637 8/28/81



Illustration 6
SF-1370-21

(:3)

1374 - REFURDS , TRANSFERS, AND BRETURMS

Hotice of Return of Remittance

©

r;m;;"lil;é; UNITED STATES Drate
o i e DEPARTMENT OF THE INTERIOR _Sept. 10, 1980 -
BUREAU OF LAND MANAGEMENT OHice
Camon City Discrict Office
NOTICE OF RETURM OF REMITTANCE Zeria]l Nomber A

@

|_ Jeseph K. Harrls

il 1234 Shady Lane
'ZII;'II Biwie Canon City, CO 80234

Zip code

@ Your ¥ Jcheck [ | mooey omder  numbered 317 ,dated  August 28, 1980

drawn o2 First Hetlonal Bank of Texas
located at  Fort Worth, Texas
in the amount of § 13,00 . i8 reburnedd hecowith For the fallawing sessan:
@_-J after inguiry, it does not appear that this remittance pertains to the Buresn of Land Mozogement.
[ﬂ The temittancs had nol bidn & gned by the maker. Pleans sige and rotarn premplly te thin Offies,

|:_| The check must be endorsed balore i is negotiable by the Bureau of Land Managemenl. Please endorse and retom
the check promptly to this Oifice,

!-j This check has been mplaced by a new remittance received fron you.

[] The tamittanca ik negstiabla by a pady other than the Bumeau of Lapd Mosagement, Pliase sibmit a niw mit-
tance made payable to the Bureau of Land Managemest.

D The check i pol dated Please gubmil a new check,
] The name or addess of the bank is not shown. Please sebmit a new check.

E The wording of the endorsement of the remittance prohihits ks acceptance by the Goveramenl. Please submit a
naw remillance.

[] The figure amount of the check daes nat agree with the written amount.  Please submit & new remittance.

] This is a duplieate payment. Accesding o our records the amaunt was criginally paid an
by + Theredore, your remitlance is returved herewith.

] Ot

L Digtrlct Hanager

" Brian F. Davidsemmnarure) =T

CGPD Tamad

NOTE: See Distribution and Instructions on the next page.

BLM MANUAL Rel. 1-1235
Supersedes 1-132 8/28/81



Ilustration 6

SF-1370-21
(:3)
*DISTRIBUTION
Triplicate
Quadruplicate
Original Duplicate (‘to accounts re- (to
chronological
Type of Transaction or Account (to remitter)  (to case file)  ceivable file)
file
1. Accounts Receivable (no case file) X X
X
2. Accounts Receivable (case file) X X X
X
3. Outstanding Lease X X
X
4. Acceptable Application X
X
5. Acceptable Application X X (attach to
X
application)
**INSTRUCTIONS
This form is used for
returning remittances for various
reasons. A chronological file is
maintained of Form 1370-21 which is
updated daily. It is posted to the
Undeposited Remittances Register.
1 Complete the appropriate data for
the date the form is prepared, the
originating office, and any serial
or account number that may be re-
levant.
2 Type the name and address of the
payee.
3 Check the appropriate box for the
type of remittance being returned,
giving the check/money order number,
date on the remittance, bank drawn
on, and the amount of the remittance.
4 Check the appropriate box for the
reason the remittance is being
returned. If no box is appropriate,
check “other” and type in the reason.
5  The appropriate office manager must
sign the form. Type or stamp in the
title of the signer.
BLM MANUAL Rel. 1-1235

Supersedes 1-132 8/28/81



Ilustration 7
SF-1098
(.18)

1374 - EEFUNDS, TRANSFERS, AND RETURNS

Schedule of Canceled Checks

’l-nm;um‘lmv-h'l
 Tovseey FoM ez SCHEDULE OF CANCELED CHECKS
1098109 & e e
DEPAMTUERT 0 " 8 WrEOULE RURSTR ,—
pt. of Interior /A7y mx-18 {2)
WURKAL GR SFRIEW 7 SHEET NUMBER
Bureau of Liand Management 14-11-0008 lof1l
Tocavion - . T e o sYmpoL No.
Denver, C0 80225 3004
~ vouCHER SYHBoL. Q.
o::.t:;—‘ﬂ:,,gc‘ NUNSER PAYEE s AHOLNY O Funp 70 BF
CREDITED
3/15/80| B7,987,909| John H., Homer W-301 «100.00 1401109
3/18/80| 88,999,999 | Edvard Smith w-313 450,00 1401109
@ ® 1D
1
|
YOTaL 55!!0.0()(_‘)"v
b= = it

The amount of the sbove check(s) was deposited
for credit in the wccouat of the Treasurer, U.S., on
Certificate of Deposit No.

CATE OF CERTIFICATE

4/30/80

TORWARG K - [Dv's

March 24, 1280

L

CINUURIING OR ACCOUMTABLE OFVFICERm

cArE

| _GCeorge B. Saith

TiTLR

Authorized Certifying Officer

HUS Gove et S inting OF ke | §78- 201 4T I008

wE

DISTRIBUTION: Send the original and two copies t the Service Center (D-515). A confirmed copy is returned
to the originating office. *See Instructions on the next page.

BLM MANUAL
Supersedes 1-637

Rel. 1-1235

8/28/81



Ilustration 7
SF-1098
(:18)

* INSTRUCTIONS

1  Type in the headings as shown.
Add the Agency Station Code
(14-11-0008).

2 Use schedule number in sequential
numeric order beginning each fiscal
year with 1. Indicate how many
pages are involved in the schedule.
The disbursing offices symbol is
inserted for either the Washington
or Denver DO, depending upon where
the check was issued.

3 Show the date of issuance of the
Treasury check, as shown on the
check. Type in the check number
as shown on the face of the check.

4 Type in the name of the payee. You
need not add the address of the payee.

5 Insert the voucher number, amount
of each check and the appropriation
originally charged with the amount
of the check.

6  Total the checks being canceled
on this schedule.

7  Type in name and title of the
Certifying Officer. The date is
the date this schedule is signed
by the Certifying Officer.

BLM MANUAL Rel. 1-1235
Supersedes 1-637 8/28/81



Illustration 8

SF-1166
(.16F)
1374 - REFIMDS, TRANSFERS, AND RETURHS
Vorrcher and Schedule of Payments
(Hefunds of Unclaimed Monies)
VOUCHER AND SCHEDULE OF PAYMENTS
| e ——— =
"-"""‘ MENT T { ETAR LG AT | 1 o vou %G rRamER
s olomer | augeay (QFLAND. HANACT HENT L) X
LRTITH OF THAMSIATTI G LR !!ESH ucT
R TR wER TR o [ %
_""';‘ ""‘mmt plede s :::a:ntT:'n.:“m“n-u:.“mm | PAID BY
» 5
3432480
| BATE A
lqﬁnnm-rnnx ARy
|
| 20xE133 @ &25.00
|
ALGW ARk -| J_.:m
il:w'r|:.|-|ﬂ o “__? £ g ez oo scaso il SNRNCH IR
[ I u.u 1.1 u ﬂ@ - ?E.‘I
| GR&ND TOTAL WC-CHECH FoTae |
I 25,00 (B T _|
C B s e i o il s ] e ] e
| i i
! MARILYN STOKER O { A0Lk WOGBLAND TRIVE atop | |
| PALESTINE Tx 75800 | xBLN REFUND: NEV DL83LO :
| - trer(l
|~ E
| |
j
|
i |
|
f
1
Tes T
'
DISTRIBUTION: The original and one copy are sent to the Washington Disbursing Center, at Treasury.
One copy is sent to the originating office for its files.
One copy is filed in 820 with the supporting documentation. * See Instructions on next page
BLM MANUAL Rel. 1-1235
8/28/81

Supersedes 1-518



Ilustration 8

SF-1166
(.16F)

*INSTRUCTIONS

This illustrates refund of amount(s)

transferred to Treasury Account

20X6133, Payment of Unclaimed Monies.

The SF-1166 is prepared only in the

Headquarters Office (820).

1 Complete address of the
Headquarters Office.

2 Type in the name of the certi-
fying officer. He/She must
sign above the typed name.

3 List the appropriation (20x6133)
and show the total amount being
disbursed from that account.

4 Indicate the Agency Station
Code (14-11-0008) as shown.

5 Indicate the schedule number
assigned by 820. Headquarters
schedules numbers for this purpose
beginning with W- followed by a
numerical sequence beginning with
0 on the first day of the new
fiscal year.

6  Show the grand total of the
checks being written from this
schedule. This is the total of
the “Amount” column.

7 Using the OCR type font (ASA-
OCR-10) type the name and ad-
dress of the payee. Include
any account number/voucher
number or other identification
number for reference.

8. Indicate the end of the schedule
by typing 4 slashes after the
last line of the address. Leave
one line between the last line
of the address and the slashes.

NOTE: Copies of the schedule are

furnished to the Service Center

(D-515) and to the originating

office.

BLM MANUAL Rel. 1-1235

Supersedes 1-518 8/28/81



