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STANDI NG OPERATI NG PROCEDURE
COLLECTI ON/ DEPOSI T PROCEDURES

1. PURPOSE: This Standing Operating Procedure (SOP) defines
t he USACE Fi nance Center (UFC) collection and deposit
procedures.

2. APPLI CABI LI TY: The provisions of this SOP apply to the
USACE Fi nance Center and activities supported by the UFC.

3. REFERENCES:

a. Treasury Financial Manual, Volune |, Federa
Agenci es, Part 5, Deposit Regul ati on;

b. DoD 700. 14R, DoD Fi nanci al Managenent Regul ati on,
Vol une 5, Disbursing Policies and Procedures,
Chapter 5, Deposit and Transfer of Public Funds;

c. DoD 700. 14R, DoD Fi nanci al Managenent Regul ati on,
Vol ume 5, Disbursing Policies and Procedures,
Chapter 10, Coll ections;

d. DoD 700. 14R, DoD Fi nanci al Managenent Regul ati on,
Vol ume 5, Disbursing Policies and Procedures,
Chapter 33, Accountable Oficials and Certifying
O ficers;

e. Menorandum CEFM F/ CECW ON, 5 June 1998, SUBJECT:
Policy Letter 98-02 — Purchase of Money Orders
and/ or Cashi ers Checks to Remit Use Fees.

4. COLLECTI ON PROCEDURES: Authorized collectors wll be
appointed by the activity commander in accordance with
DoD Di sbursing Policy and Procedures, Vol une 5.

Appoi ntnment letters should be maintained by the




accounting office of the supported activity. All

coll ections submtted to the UFC by a supported activity
must be in accordance with this SOP using referenced
forms. The forns are avail able on the UFC homepage
(ww. fc.usace.arnmy.ml).

a. All checks shoul d be endorsed to the supported
install ati on name except under paragraph 4.e. (5).

b. Civil and mlitary collections nust not be co-
m ngl ed on the sane Receiving Oficer Voucher (ROV)
(CEFMS Screen 2.99.1). The supported activity nust
create a separate ROV for mlitary funds and civil
funds.

c. Check/ noney order collections nust not be co-m ngl ed
with credit card collections. The supported
activity nmust create a separate ROV for credit card
transacti ons and check/ noney order coll ections.

d. Treasury check collections nust not be co-ni ngled
with personal check/noney order collections. The
supported activity nust create a separate ROV for
Treasury check coll ections and personal check/ noney
order collections.

e. On CEFMS screen 2.99.2, in the Paynent Reference
Nunmber field, enter a reference number fromthe
negoti abl e i nstrunent, such as the check or npney
order nunber. This information should be provided on
each remt itemof the collection as it wll assist
in processing research requests. Authorized
collectors will enter the collections in CEFMS and
write the ROV nunber on the UFC-DI SB-1 form and
forward to the FUC. This ensures the follow ng:

(1) Supported activity’'s collections are
collected to the proper account or bill nunber;

(2) Authorized collectors can query CEFMS ROV
nunber to determ ne when the UFC receives and
certifies the collection(s).

f. Special Recreation User Fee (96R5007): The
collecting office will retain supporting
docunentati on for the Recreation User Fee
col l ections (such as Automated user Permt System
AUPS output). This docunmentation should not be
forwarded to the UFC.




(1) Authorized collectors will enter collections
for checks/ money orders in CEFMS (screen 2.99.1).
Before commtting the collection data in CEFMS, a
cal cul ati on tape should be run to ensure the sum of
the dollar ampbunts agrees with the sum of the
transactions on the ROV.

(2) Checks and noney orders along with the
cal cul ation tape should be attached to the UFC-
DISB-1 formand submtted to the UFC. All
i nformation requested on the UFC-DISB-1 formis
required by the UFC.

(3) The CEFMS ROV number should be witten on
the top left hand corner of each negotiable
instrunent. This will aid the UFC in processing
returned checks for non-sufficient funds in CEFMS.

(4) Cash should not be nmailed. Referenced
Policy Letter 98-02 provides policy guidance on
procedures used in the purchase of cashier’s checks
and/ or noney orders for use in remttance of Use
Fees to the UFC.

(5) Collections for those recreation sites that
are under the National Recreation Reservation
Service (NRRS) contract will not be entered into
CEFMS. NRRS col l ections will be sent to the NRRS
| ockbox and nust be endorsed to the “National
Recreati on Reservation Service”.

g. Credit Card Coll ecti ons:

(1) Collections for credit cards nust not be
conm ngl ed with checks/ noney orders. A separate
ROV nmust be created for each paynent type.

(2) For supported activities that create the ROV
in CEFMS to record daily credit card sales, Form
UFC-DI SB-2A is required by the UFC to reconcile
credit card collections with deposits made by the
bankcard service provider.

(3) Only one day’s credit card sales (one daily
term nal closing tape total) should be submtted
per ROV. The authorized collector should ensure
the ROV total balances to the daily term na
cl osing tape.



(a) The ROV nunber should be witten on
the daily term nal closing tape.

(b) A copy of the daily term nal closing
tape should be attached to the Form UFC- DI SB- 2A
and forwarded to the UFC for certification and
deposit.

(4) If the UFC prepares the collection voucher
(CV) for the supported activity, the supported
activity will provide a listing of the assigned
Mer chant Locati on Nunmbers, park nanme, county,
state, FA work item ordering work itemand a
poi nt of contact nanme and tel ephone nunber. The
UFC will use this information as a crosswalk to
t he bankcard service provider’s daily sumary
report for entering the collection in CEFMS. The
report provides information on the anount of
credit card sal es processed the previous day by
Mer chant Location Nunber.

(5) Upon receipt of the above docunentation, the
UFC will prepare the CV to record supported
activity’s credit card sales in CEFMS.

(6) After verifying the sales have been
deposited in the US Treasury, the UFC will create,
certify, and attach the ROV or CV to a deposit
ticket in CEFMS.

(7) A copy of each daily term nal closing tape
should be mailed to the UFC weekly. The UFC wil |
use these tapes to verify all sales have been
processed through the bank card service provider,
deposited at the US Treasury and recorded in
CEFMS.

h. Direct Deposits/Treasury General Accounts (TGA)or

I nternational Treasury General Account (ITGA): Al
deposits will be made by the UFC except for those
specifically authorized to deposit locally by the
UFC. Supported activities that create the ROV for
direct deposits will adhere to the follow ng
procedures:

(1) Funds received will be submtted to a
Federal Reserve Bank, TGA or | TGA public bank



using a Standard Form 215, Deposit Ticket (see
attachnent) .

(2) Ensure the ROV nunmber is witten in the
| eft-hand corner of each negotiable instrunment
prior to deposit.

(3) Form UFC-DI SB-3 will be utilized by those
activities creating the ROV in CEFMS for direct
deposits. All information requested on the form
is required by the UFC

(4) The follow ng docunents will be forwarded to
the UFC using the UFC-AO- 2 transmttal form after
the funds have been submtted to a Federal
Reserve, TGA or | TGA public bank

(a) If the supported activity is preparing
the ROV, a copy of it and the SF-215 deposit
ticket annotated with the supported activity’s
Engi neeri ng Reporting Organi zati on Code ( EROC)
shall be attached to the Form UFC-DI SB-3 and
forwarded to the UFC i nmedi ately.

(b) I'f the UFC is to prepare the collection
for the supported activity, a nmenorandum or
ot her documentation with the follow ng
i nformation nust be provided to the UFC al ong
with a copy of the SF215 deposit ticket with
t he EROC annotated on it for each rem ttance
i tem

Description of collection
Rem ttance item anmount

Col | ection type
Appropriation

FA work item

Ordering work item

Wor k category el ement

County and state.



(5) Upon receipt of the above docunentation, the
UFC will create the CEFMS CV to record the
supported activity's direct deposits. Faxed
copi es of SF 215, UFC-DI SB-3, UFC-AC 2, and
menorandum with remttance information will be
accepted to expedite the processing of the
col l ections and direct deposits.

(6) The UFC will verify all deposits through
CASHLINK I'l prior to UFC confirm ng deposits in
CEFMS.

5. Changes: Refer all discrepancies, coments or questions

regarding this SOP to the Chief, D sbursing Division,
Finance Directorate (CEFC-FD) at 901-874-8648.
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This datawill be 0 0008736 for civil funds deposited Thiswill be the name of your TGA or Federal
at aTGA or ITGA public bank or 0 0008736-6 Reserve Bank
for funds deposited at a Federal Reserve Bank. This
datawill be 0 00008735 for military funds deposited

AtaTGA or ITGA public bank or 0 0008735-3

for funds deposited at a Federal Reserve Bank.



