PROCESSING GOVERNMENT ORDER AND TRAINING CHECKS

Although the vast majority of all government order checks are now handled through the IPAC system.  There are still a significant number of government order checks that will need to be processed and mailed by a person in disbursing.  


After the checks have been printed, the people who sort and verify the checks will automatically pull the GO Invoice and Training checks.  Those dealing with CO refunds are forwarded to Denny, those stating “TFO Training” are sent to Beth Mitchell, and all documentation regarding IPAC is sent to Anne Schmidt-.


Every day, the employee responsible for GO Invoices shall receive the checks from the sorting/matching crew.  He will then separate all checks by their district and place them into the small white basket designed to hold the GO Invoice checks until the required backup has been received from Payables.  


The backup will be received at least once daily in the specific shelf set aside to receive it in the hallway outside disbursing.  (Located in the middle tray of shelves on the extreme right and notated as “GO INVOICE”.)  

The person matching the backup will then first find all checks listed on the cover sheet stapled to each stack.  These cover sheets, Titled “Government Orders for *#”, show all checks which have been cut for that day’s GO Invoices.  Once all checks have been found, the person shall match each check with the proper single or multiple sheets of backup supplied by accounts payable.  In cases where more than one bill is included, an adding machine tape must be run and attached to the backup between the check and the backup.  Then staple the check, adding machine tape, and backup together.

If the check is to be collected here at the USACE Finance Center in Millington, you place the check/tape/backup package in the “CHECKS TO BE FILED” folder of the “COLLECTIONS” tub located in cubicle 121-6 in Disbursing.  

All other checks are to be mailed to the address stated on the check… **Note, make sure and verify that the address on the check and the remittance address on the backup match.  Then stuff the check into the envelope and place them in the pile to be mailed today.  (Don’t mix these with checks that will be mailed tomorrow, these checks are for previous day’s disbursements and can go immediately.)

Once all checks of the cover sheet have been mailed / forwarded for collection, you keep each list for three months to provide proof that the check has been sent to the customer.


Every Friday, the person responsible for mailing all GO Invoices shall list all overdue GO Invoice Backup (Overdue meaning more than 14 days ago) in the C: MY DOCUMENTS / GO INVOICE SUSPENSE file of James Morgan’s computer.  He shall then make 4 printouts of the document and distribute to the following:


1 copy
Anne Schmidt-Shoemaker, Lead Accountant, Disbursing


1 copy
Michael Rye, Lead Accountant, Disbursing


1 copy
Rick Reyes, TFO / TBO Processing


This file is to be updated on a weekly basis, with copies being distributed only when overdue GO Invoice Backup is outstanding.

